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WELCOME  

Our school is extremely proud of its achievements and its ability to deliver quality 
educational programs to a diverse range of students over a huge geographic area. 
Capricornia School of Distance Education services rural and remote families as well as 
families located in or close to major regional centres. The school is constantly 
developing new and innovative curriculum materials delivered through a range of 
mediums. A professional and highly skilled team of teachers and support staff at each 
campus aim to deliver high quality educational services allowing our students to 
maximize their potential and develop the necessary knowledge and skills to become 
lifelong learners. 

If after reading the information contained in this booklet you have further questions 
about our school, please do not hesitate to contact me. 

 

 

 

 

 

Mr Peter Tanzer  

Principal 
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 School Contact Details 

Emerald Campus 
 

 

  

 

  

 

 Rockhampton Campus 

  

 

Office Hours Monday to Friday 7:30am to 4:00pm 

  
Location Cnr Gladstone and Gray Streets Emerald 

  
Telephone (07) 4987 4155 

  
Fax (07) 4987 4156 

  
Postal Address Capricornia School of Distance Education 

PO Box 1616 

EMERALD Q 4720 

  
Email the.principal@capremersde.qld.edu.au 

Office Hours Monday to Friday 7:30am to 4:00pm 

  
Location Farm Street 

Kawana Qld 4701 

Telephone (07) 4931 4800 

  

Fax (07) 4926 2435 

  

Postal Address Capricornia School of Distance Education 

PO Box 1616 

EMERALD Q 4720 

  
Email the.principal@capremersde.qld.edu.au 
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All staff have a direct phone number and email address. These addresses are sent out with your 
first mailing. Teachers may be contact between 9:00am and 3:00pm. 

 

  

School Profile  

Our Motto 

“Isolated But United Across Capricornia” 

Our  VISION 

“Building a Learning Community across Capricornia” 

STATEMENT OF PURPOSE 

The mission of Capricornia School of Distance Education is to ensure quality 
educational outcomes for students learning through a distance education mode. 

VALUES AND BELIEFS 

We are committed to ensuring: 

The best interests of the students are promoted 

We value: 

• Every member of our school community and respect his/her individual living 
and work situation 

• Effective accountability for student learning 

• Effective communication with families and students 

 

We believe: 

• Students have individual needs and abilities 

• Learning is a life long process 

• Productive learning partnerships involving communication and constructive 
feedback from home tutors, staff and students are essential to quality learning 
outcomes 

• Learning occurs best within a supportive, stimulating and challenging 
environment which encourages the use of academic, thinking and other life skills 

• School activities play an important role in developing social skills and in 
fostering school pride and self esteem 

 

 LOCATION AND CHARACTERISTICS 

The Capricornia School of Distance Education commenced operation in 1993 as a 
twin campus, Band 8 School. The School shares a site with Denison State School in 
Emerald and Glenmore State School in Rockhampton and provides educational 
facilities for students ranging from Preschool to Year 10. 
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The Capricornia School of Distance Education is based in the Fitzroy Central West 
Region.  We have two campuses: one based in Emerald and one based in 
Rockhampton.  As a distance education facility, we maintain close links with other 
distance education schools in Brisbane, Cairns, Charleville, Charters Towers, 
Longreach and Mt Isa. 

 

 STUDENTS 

Our students are drawn from Central Queensland and are representative of remote, 
rural and urban environments. The majority of primary students are from the 
distance category and have a rural background. 

 

 STAFF 

Our staff includes a Principal, two Heads of Campus (Emerald and Rockhampton) 
and a Business Services Manager. There is a range of teaching staff from Prep to 
Year 10 as well as Teacher Aides. The School has access to the services of a 
Resource Manager and Learning Support Teacher. Administration staff consists of a 
Parent Liaison Officer, Office Staff and Schools Officer. 

  

 SCHOOL AND COMMUNITY FEATURES 

Our school enjoys strong parent participation in strategic planning processes, with 
parents supporting the strategic directions of the school. A range of parent 
consultative processes operate throughout the school year (usually in conjunction 
with field service activities) and these are successful in involving the community 
with the school. 
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The Parents and Citizens Association (P&C) has links with the Queensland Council of 
Parents and Citizens Associations (QCPCA), the Isolated Children’s Parents 
Association (ICPA), the Priority Country Area Program (PCAP) and Volunteers for 
Isolated Students Education (VISE). 

 

Our school has an entitlement to the position of Parent Liaison Officer (PLO). The 
role is to support parents, home tutors, students and teachers in delivering distance 
education programs and to link families with associated community support 
agencies.    

 

 CURRICULUM PROGRAMS AND DELIVERY 

Our school offers the following curriculum to our students: 

• Prep program 

• Primary programs for students in Years 1 – 7 

• Secondary programs for students in Years 8 – 11 

 

 YEAR ONE TO SEVEN 

Primary students must complete and submit core work as indicated on the work 
completion planner unless otherwise negotiated with the child’s teacher and Head of 
Campus / Principal. 

 

 SUBJECTS INCLUDE 

Language across the Curriculum (LAC) – incorporating English, Science, Social 
Studies, Art, Music, Health and Physical Education. 

Mathematics 

Language Other Than English (LOTE) – Years 6 and 7 Japanese 

 

In years one and two, Early Years blended programs have been introduced, utilising 
paper based and digital programs.  These programs are designed to be delivered 
using technology and to cater for students changing needs.    

 

 YEARS EIGHT TO ELEVEN 

Core Subjects are offered with a range of elective and VET subjects. 

 

Modes of Delivery 

 

The delivery of curriculum occurs mainly through print and digitised materials, 
which are supported with core resources. Further curriculum delivery is achieved 
through telephone tutorials, face to face contact and field services (eg home visits 
and Mini-School activities). 
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Home tutors play a significant role in delivering the educational program, working 
with students and the teacher in partnership to produce quality educational 
outcomes. This is particularly crucial during the primary years of schooling. During 
the secondary years there is a shift in emphasis, with students becoming more 
independent learners. 

 

Teachers make home visits to students. A program of Mini-School activities provides 
further face to face contact between students and teachers. This allows for direct 
learning and teaching experiences.  The year 3, 5, 7 and 9 Testing Program and 
Validation for the year 2 Diagnostic Net are conducted during our In-reach 
programs. 

 

Our school has two sporting houses, Wattle and Banksia. Athletics and swimming 
carnivals provide further occasions for direct interaction within the school 
community. 

 

  

 OTHER SCHOOL SPECIFIC INFORMATION 

 

Capricornia School of Distance Education fits into a number of educational 
structures within the Education Queensland system. A behaviour management 
program operates within the school and outlines rights and responsibilities 
associated with required behaviour during on air lessons and during field service 
activities. The behaviour management program also supports home tutors in 
managing the behaviour of students in the home classroom.  A copy of this program 
is available on request and can also be located on the school website. 

 

AWARDS DAY 

To celebrate the success of our students, an Awards Day is conducted in Term 4 
each year.  Awards Day proceedings alternate each year between the Emerald and 
Rockhampton Campuses.   

 

SWIMMING CARNIVAL 

The inter-house swimming carnival takes place at the end of term 4 each year. The 
swimming carnival is held in conjunction with the Awards Day.   
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ATHLETIC CARNIVAL 

The inter-house athletics carnival is held during the year.  The athletics carnival 
alternates between the Emerald and Rockhampton Campuses.  

 

Our school has an accreditation with Capricornia Regional Sports Association. This 
allows students to compete at Capricornia Level if qualifying times or distances are 
recorded at our school carnival. Students 10 years and over are eligible for 
interschool competition.  

 

COMPETITIONS 

Students have the opportunity to be involved in various national and state 
competitions throughout the school year. Details of these competitions are made 
available through Far Out, the school newsletter. 

 

 FAMILY INFORMATION 

The School maintains school records which contain basic information about your 
family. It is important this information is kept up to date.  If any of your family 
details change (eg address, telephone number, students medical condition, etc) 
please contact the school office immediately. 

 

SCHOOL BADGE 

Our badge features the school motto ‘Isolated But United Across Capricorn’ with a 
setting sun through a blue sky over the green land. 

 

 

  

  

  

  

  

 SCHOOL UNIFORM –DRESS CODE 

 
Our school colours consist of jade and navy. School shirts can be purchased by 
contacting the school. Wide brimmed hats are also available. Shirts should be worn 
with either navy shorts or skirts. Children are expected to wear their uniform at 
school functions. While on campus, students should not wear clothing displaying 
offensive or explicit language. Enclosed shoes are required while students are 
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visiting campus or attending Mini-School. 

 

STUDENT ID CARDS 

Students may obtain a student card by applying to the school and sending a colour 
passport size photograph, together with $2.00 processing fee to the Business 
Services Manager. 

 

The back of the photograph must be endorsed in the following way: “I certify that 
this is a true photograph of …….” and be signed by the parent. Laminated student 
cards will be posted to students in the mail. The cards will be valid until the end of 

the school year. 

 

SCHOOL HOUSES 

For inter-house competition, the school has two houses Banksia and Wattle. 
Students are allocated a house on enrolment. Children in a family are allotted the 
same house. School house colours are: Banksia - red and Wattle - yellow. 

 

COMPUTER SUBSIDY 

All students in the Geographically Isolated and Medical Categories of enrolment and 
who have been enrolled for more than six continuous months with us are eligible to 
participate in the ‘Computer Subsidy Scheme’. Families are granted $250 per year 
to help with the purchasing of a computer for the use of students or for the 
upgrading of a current computer for students use. 

INTERNET SUBSIDY 

Education Queensland provides a range of high-quality programs and services 
through seven state Schools of Distance Education (SDEs). 
SDEs administer the Distance Education ICTs Subsidy Scheme which provides 
partial recompense for geographically isolated and medical families who purchase 
computer equipment and in the case of geographically isolated families, an 
additional subsidy for subscribing to an Internet service is also available. 
The intended purpose of the Internet subsidy was to encourage and support 
geographically isolated families who subscribe to a broadband Internet service. 
The Distance Education ICTs Subsidy Scheme also coincided with the 
Commonwealth Government $157.8 million Higher Bandwidth Incentive Scheme 
(HiBIS) which provided incentive payments to Internet service providers to 
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encourage the supply of higher bandwidth services in regional, rural and remote 
areas at prices comparable to those in metropolitan areas. 
HiBIS has been replaced by a new $878 million Commonwealth Government 
initiated Broadband Connect program that commenced on 1 January 2006 and 
builds on the success of HiBIS which ended on 31 December 2005. 
Broadband Connect provides two levels of subsidy to remote families who cannot 
access an ADSL Internet service. The first level of subsidy provides $1540 for the 
equipment and associated costs for one-way satellite services. 
The second level of subsidy is designed for families unable to access ISDN services 
required for a one-way satellite service or when the installation of an ISDN line is 
prohibitively expensive.  Instead, families can receive a $3300 subsidy to install 
two‑way satellite services. Once again, the equipment and associated costs are 
subsidised by the program. 
A key message is that the scheme enables all geographically isolated families to 
have an Internet service with a minimum download speed of 256K at rates 
comparable to metropolitan areas. 
In format ion  about  the new subs id ies  can be found at 
http://www.dcita.gov.au/tel/higher_bandwidth_incentive_scheme_hibis or by a free 
call to the Broadband Connect team at 1800 883 488. 
In terms of delivering distance education services there have also been significant 
advances with the availability of scheduled telephone teaching lessons from all 
SDEs.  There has also been an increase in the use of the Department’s Learning 
Place as an Internet learning tool for delivering content and promoting interaction 
for all students in Queensland schools, including SDEs. 
SDEs in conjunction with Education Queensland have also been trialling the 
development and delivery of new online courses with our respective communities. 
It has become clear during the online trials that ‘dial-up’ Internet services are not 
sufficient for students to successfully engage in the use of the Department’s 
e‑Learning facility through the Learning Place. 
Given the wide availability of subsidised high-speed Internet services through the 
Federal Government’s Broadband Connect initiative and for educational reasons as 
previously described, the ‘dial-up’ subsidy will no longer be supported. 
Instead, funding will be allocated to support a subsidy of up to $500 per annum to 
offset the cost of subscribing to a high-speed Internet service for all geographically 
isolated families. 

The details of the Internet subsidy scheme for geographically isolated families 
(including those transitioning from the ‘dial up’ subsidy) are: 

families must be enrolled at a School of Distance Education continuously for six 
months before becoming eligible for the subsidy 

a high-speed Internet service is defined as having a download speed equal to or 
greater than 256k as evidenced on the invoice from the service provider 

families will be required to provide proof of the Internet service to the school by 
way of a copy of their Internet service account 

the subsidy will only reimburse the monthly service costs up to $500 per annum 

the subsidy will be paid in June and October in 2006 

the subsidy will be paid in March and October in a calendar year from 2007 

new families enrolled at the beginning of the school year will be eligible for the 
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subsidy payment in June of the same year 

schools will also be able to nominate eligible families as ‘intending’ to subscribe to a 
high‑speed Internet service and claim the subsidy within the school year 

the October payment of the subsidy is intended to capture eligible families who 
enrolled and subscribed to a service later in the year 

families with more than two children who subscribe to a high-speed Internet service 
will be eligible for an additional $100 per annum to assist with download charges 

exceptional circumstances will be considered by SDE principals on a case-by-case 
basis for families remaining on a ‘dial-up’ service. For example: 

where a family resides in accommodation provided by an employer who is unwilling 
to subscribe to a high-speed service or  

where a family would be financially disadvantaged by having to exit a ‘dial-up’ 
contract early. 

families with exceptional circumstances who remain on a ‘dial-up’ service will only 
be reimbursed the monthly service costs up to $300 per annum (in line with the 
current dial-up subsidy) 

the subsidy scheme will be reviewed every two years. 

 
 

ASSISTANCE FOR ISOLATED CHILDREN 

All students in the Geographically Isolated and Medical category are eligible for the 
AIC allowance.  This allowance is sourced through Centrelink.  AIC is a 
non-means tested allowance to help with the costs of schooling.  For 
example: setting up the school room, attending field services and other 
materials you may need to purchase to ensure the best educational 
environment for you students. The allowance is available for students 
from Prep.   

BOOK CLUB 

Seven times a year the school sends out a catalogue to all families.  Orders and 
order payments directed to Scholastic are coordinated at the school.  Please speak 
with the school Resource Manager for further details. 

  

COMMUNICATION WITH THE SCHOOL 

SCHOOL NOTICES 

Morning notices are available Monday, 
Wednesday and Friday at 8am.  These notices 
can be accessed via email. Please ensure that 
the school office has your correct email address 
for receiving these notices.  It is important 
families check these notices as they contain 
important information about staff absences and 
class and school organisation.    
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 FAR OUT 

‘Far Out’ is the school’s fortnightly newsletter sent to all families 
of Capricornia School of Distance Education.  Copies of Far Out 
can be emailed or posted to families.  If you wish to receive Far 
Out via email, please ensure the school office has record of your 
current email address. 

The aim of ‘Far Out’ is to share past and future activities of our 
school, to address general educational topics and to congratulate 
the high achievements of our students.   Families are encouraged to send articles to 
the school acknowledging student achievements in wider community for publication 
in Far Out. 

 

 PARENTS AND CITIZEN ASSOCIATION (P&C) 

The P&C promotes the interest of all students by: 

• Providing support for educational activities 

• Providing funding for school resources 

• Advocating for the school 

 

 The P&C encourages participation by all parents and has an effective consultative 
process. 

On air P&C meetings are held monthly on the 3rd Monday of each month.  Parents 
are invited to register for membership of the association by completing the 
membership form. 

LEADERSHIP COUNCIL 

An active Leadership Council operates at the school comprising any year seven 
students wishing to nominate.  There are also school captain and house captain 
positions for students in years seven and ten.   

 

 PARENT LIAISON OFFICER (PLO) 

If you have any queries and do not know who to contact within the school or the 
wider community, please contact the PLO. Information is also available about 
allowances, drought relief and many other issues.   
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ENROLMENT DETAILS 

Students enrol in schools of distance Education in a number of categories according 
to their circumstances. These categories are: 

 

HOME BASED LEARNERS – LIMITED CHOICE 

• Geographical Isolation 

• Medical 

• Exclusion 

• Travelling (Work Related) 

• Family Circumstances 

• Remote Curriculum Enhancement 

 

HOME BASED LEARNERS – BY CHOICE 

• Home Based 

• Travelling (Overseas) 

• Travelling (Non Work Related) 

 

In 2006 a fee was introduced and is applicable to certain categories of enrolment.  
The fee applies to students who are home based by choice.   The fee for 2009 will 
be $1078.50. Students with access to other schools who choose to be schooled at 
home and students travelling for non work related purposes are required to pay this 
fee.  Fees need to be paid upon enrolment at the school.   
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GEOGRAPHICAL ISOLATION 

To be eligible for this category a students must be: 

Of compulsory school age; -  refer to attachment 
‘Managing Student Attendance’.  

Living not less than 16 kms from the nearest state 
education institution with the required year level for the 
student and not less than 4.5 kms from a school transport service to a state 
education institution with the required year level for the student.  

A student is eligible to enrol as a distance student if his/her home is less than 4.5 
km from a school transport service to a state institution if the home is not less 
than: 

56 km from the institution using the route travelled by the school transport service. 

          OR 

3 hours travelling time per day using the school transport service. 

 

 MEDICAL 

To be eligible for this category a students must be: 

Of compulsory school ; -  refer to attachment ‘Managing Student Attendance’.  

A resident of Queensland; and 

Able to provide suitable evidence of a medical condition which prevents them from 
effectively attending a mainstream school for more than 16 school weeks. Medical 
documentation and further supporting information may be requested by the 
Principal to approve such an enrolment. 

 

 EXCLUDED STUDENTS 

Students who are excluded from state schools in Queensland may be eligible to 
enrol in distance education, if recommended. The enrolment is only accepted if no 
other school is available. 

 

 TRAVELLING (WORK RELATED) 

To be eligible for this category a student must be: 

Of compulsory school ; -  refer to attachment ‘Managing Student Attendance’.  

Mobile within Queensland for the majority of the school year, due to family, 
employment or business. 
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FAMILY CIRCUMSTANCES 

To be eligible for this category a students must be: 

Of compulsory school age ; -  refer to attachment ‘Managing Student Attendance’.  

Unable to attend a local school regularly due to the need to undertake parenting of 
their own children or cater for other responsibilities. 

 

REMOTE CURRICULUM ENHANCEMENT 

To be eligible for this category a students must be: 

Of compulsory school age; -  refer to attachment ‘Managing Student Attendance’. 

Attending a remote or very remote school with a highly modified curriculum and it 
has been determined home based learning is the most appropriate. 

 

HOME BASED 

To be eligible for this category a students must be: 

Of compulsory school age; -  refer to attachment ‘Managing Student Attendance’.  

Have access to a local school and choose to be educated at home. 

In 2009 the fee is $1078.50 per student.  This fee is payable in two parts.  The first 
payment of $539.25.00 is required with enrolment application and the 2nd payment 
is due on invoice – usually 30 days. 

 

 TRAVELLING OVERSEAS/ TRAVELLING NON WORK RELATED 

To be eligible for this category a students must be: 

Of compulsory school age; - refer to attachment ‘Managing Student Attendance’. 

An Australian citizen and resident of Queensland 

Travelling within Australia for more than 16 school weeks or temporarily living 
overseas for a period in excess of 16 school weeks, intending to return to 
Queensland; and 

Able to provide a travel itinerary with their enrolment application. 

RE ENTRY 

Adult students are those who are 18 years of age or older. Re Entry students are 
over 15 years of age but have not yet turned 18 and have not been in the education 
system for a period greater than 6 months.  To be eligible for this category a 
student must be unable, due to situation or location, to access another school. The 
Principal must limit the acceptance of these enrolments on the basis of resources 
available. 

The table above outlines the categories of enrolment and the associated services 
provided . For more information relating to enrolment categories please contact the 
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school. 

 

  

 

 

  

 

HOW TO ENROL 

 
All parent/caregivers, after consultation with the Principal/Head of Campus must 
complete an enrolment form.  Enrolments are then processed and resources are 
mailed out to students. 

Service 
Category 

Enrolment Fee Exemption Service 
Level 

Phone Les-
sons 

Subsidies 

A Geographically Isolated Full Yes 
Telephone expenses, hardware, 
software and  internet 

A Medical Full Yes 
Telephone expenses, hardware, 
software 

A 
Itinerant Lifestyle due to occupa-
tion Full Yes 

Telephone expenses, hardware, 
software and  internet 

A 
Exclusion (no access to other 
schools) Full Yes 

Telephone expenses, hardware, 
software 

A Family carer responsibility Full Yes 
Telephone expenses, hardware, 
software 

A Other as approved by DG 
(waiver granted) 

Full Yes 
None Unless specifically ap-

proved 

B School Based Intermediate No None 

C Alternate education centres Basic No None 

C 
Adult re-entry including negative 
custodial Basic No None 

C Travelling Overseas Basic No None 

  Enrolment Fee Applicable 

(may apply for a waiver) 

      

A Home Based by choice (school 

aged) 

Full Yes None 

A Exclusion (access to other schools) Full Yes None 

A Travelling within Australia Full Yes None 
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 A text book hire scheme will apply for secondary students. 

  
Families living or travelling overseas are required to pay all postage costs. Re Entry 
students aged 18 years and over are required to pay for mail returned to school and 
to pay a fee to enter our text book hire scheme or purchase required text. 

 

 PREP INTRODUCTION  

 
The Prep Year is a time for children to prepare themselves for school.  It builds 
success in later learning at school and ensures the child has the foundational skills 
for demonstrating Level 1 outcomes in early primary years.  The Prep curriculum 
is based on active learning, investigations and play.  

 
Prep children learn through play and in other active learning situations. Their 
learning is clearly focused and careful links are made between activities. The Prep 
program allows children to revisit ideas/skills from one day to the next, which 
provides more continuity in learning. This allows children to develop their literacy, 
numeracy and social skills and develop as an independent learner. 

 

 RESOURCES 

 
When your child begins their Prep year they will receive a variety of materials 
including printed units of work. Although there are ‘papers’ for Prep students it is 
NOT a paper based program as some of the Primary Units are.  PREP is a play 
and enquiry based program. The Learning Guides are to guide Home Tutors to 
ensure all areas of the curriculum are covered in all contexts of learning.  

The materials have been developed to ensure the Distance Education program 
provides a broad range of learning experiences, similar to those covered in a 
mainstream PREP classroom. 

 
The school will provide you with material resources which will help you to 
implement the PREP Curriculum.  To successfully implement the program at home 
you will need to provide some resources yourself. Your PREP child is eligible to 
receive the Australian Isolated Children’s allowance which will help you to purchase 
these materials. On enrolment at Capricornia School of Distance Education you will 
receive the application form required to receive this allowance. 

 

CASUAL ATTENDANCE 

 Children enrolled in the Capricornia School of Distance Education Prep program are 
NOT eligible for full time enrolment at any other State Prep Centre or Early 
Education Class. 
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However, children may be able to attend their local State Prep Centre or Early 
Education Class on a casual basis i.e. NOT MORE THAN ONE FULL DAY OR TWO 
HALF DAYS PER FORTNIGHT. 

This will depend on enrolments at the centre and whether the teacher can 
accommodate extra children. 

If you are interested in casual attendance for your child, you will need to contact 
your local State Prep Centre or Early Education Class. 

 

FLEXIBILITY OF THE PROGRAM 

The Prep materials are carefully planned to help your child learn. There is a guide 
for Home Tutors and children that can be used flexibly. Home tutors and teachers 
can work together to adapt the materials to suit different situations and your child’s 
needs and interests.  Your teacher is there to help you organise and manage your 
day. 

 

 TELEPHONE LESSONS 

 
All  students in the Geographically  Isolated and Medical category are eligible for 
subsidised phone lessons.  All other categories may access phone lessons, but the 
cost of the calls and the cost of the telephone are borne by the family.  It is 
strongly recommended all eligible students access telephone lessons. Being part of 
the lesson gives the student and teacher many benefits such as: 

Student contact with other students studying that subject. 

Quicker rapport established between students and teacher. 

On air lessons helps keep the students working on track. 

Minor problems can be discussed and can thus eliminate students getting ‘stuck’ on 
particular topics. 

Subject messages can be relayed quickly rather than having to wait on mail-outs. 

 

Basic protocol has been devised for telephone lessons: 

Students are required to be punctual for their daily class 

If a student is unable to attend class he/she should let his/her teachers know in 
advance. This is very important when a student will be absent from class for a 
lengthy period. Advising the class teacher prior to an absence is the recommended 
practice. 

The class teacher will call the roll at the commencement of each class. When a 
students name is called, he/she is expected to respond saying, “Good Morning 
Mr/Mrs/Miss…..” 

When students are asked to answer a question or call in when they are finished a 
task, they should do so by calling their first name. 

The teacher will invite a student from among those calling in to answer the 
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question. When the student has finished the answer, her/she should indicate this by 
saying the teacher’s name. 

Students should feel free to ask questions and are welcome to do so during class.  
They indicate they would like to speak by saying “(name) with a question” or 
“(name) with a comment.”  Please note, teachers will manage their telephone 
lessons so there is an appropriate balance between students sharing personal ideas 
and explicit teaching of important concepts. 

 

 FIELD SERVICES 

MINI-SCHOOL 

Mini-School is a field service activity run once a term at the school base to allow the 
students to interact in a classroom environment with teachers and other students. 
Dates of these events are printed on the school’s calendar. All students are 
encouraged to attend these activities. It is asked you notify the school of students 
attending so materials and programs can be organised successfully. 

 
Students attending Mini-School are expected to: 

Wear school uniform, including enclosed shoes and socks 

Wear a broad brimmed hat 

Wear suitable clothing for art and physical activities 

Bring School library books 

Bring paper and pencils 

Bring other materials specified by class teacher. 

 
Opportunities are provided for parents and home tutors to discuss student progress 
with teachers and participate in workshops. 

 

SCHOOL VISITS 

Home tutors, parents and students are welcome to visit the school to discuss any 
general aspects of their child’s schooling. Appointments for such visits must be 
arranged prior to arrival. By giving the school notice of their arrival, families are 
able to ensure the child’s teacher is accessible and additional information/ resources 
are available.  We cannot guarantee availability of staff without a prior appointment 
because of other engagements and teaching commitments. It is suggested that at 
least 24 hours notice is most convenient.  

 
Depending upon commitments, teachers are available to spend up to an hour of 
their time with a student – one half hour on air lesson and one half hour of 
instruction time. Unless special arrangements have been made when making an 
appointment, teachers are only available for this period of time because of their 
commitments to other students during the day. 
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When visiting, families are required to go to the Administration Block, where the 
teacher will be notified of the family’s arrival. All visitors must sign in the Visitor’s 
Book at Administration. 

 
If resources are being returned during the visit, families should ensure these are 
taken to the mail room to be recorded by the teacher aides. The teacher aides will 
also be able to provide families with their mail from the school. 

 

HOME VISITS 

Home visits are visits by staff to families in their homes.  These visits are conducted 
primarily on a needs basis.  These field visits are a very valuable communication 
tool for both the family and the teachers. 

Teachers will priorities their home visits, taking into consideration the following 
factors: 

Families who are new to distance education should be a high priority and should be 
visited as soon as possible, if practical, after enrolment.  

student with particular academic needs 

student with particular social needs 

home tutor needs – as they relate to his/her home tutor role 

student attendance at other field services 

 
A home visit can be requested by the teacher, home tutor/parent or student.  Home 
visit applications are then discussed by the administration team.  If home visits are 
granted, families will be contacted to arrange a convenient time for them to take 
place. 

 

CLUSTER VISITS 

Cluster visits are when staff visit particular locations where there is a cluster of 
students from different families located.  Cluster visits can be Cluster Home Visits—
where staff travel to a family home or community meeting place and teach for one 
or two days to a group of gathered students or Cluster Days, where staff travel to a 
family home or community meeting place and teach for one day.   

 

Cluster visits are conducted in term one and three.   These days are designed to 
meet the needs of families who may not be able to attend Mini-Schools, but wish 
their students to have contact with the teachers.  All families are welcome to attend 
these days.   A team of teachers will visit a geographically central area with an 
approximate  one and a half hour driving distance for families.  Students work with 
teachers for the duration of the Cluster and the Home Tutors have the opportunity 
to have time with the Schools Administration team. 

 

RESOURCES 
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Resource packs are mailed by the school prior to the beginning of each term for 
Primary students and prior to the beginning of each semester for Secondary 
students. This resources pack may include books, CDs, DVDs, brochures, pictures, 
maps and posters depending on what the work unit requires. 

  
CARING FOR RESOURCES 

To keep our resources in good condition it is asked that: 

White padded bags are not to be glued down nor sent individually through the mail. 

Please do not write on the packs 

Do not separate the packs or separate items in the pack  

Please check CDs and DVDS have been placed in the correct case. 

Please use blu-tak rather than drawing pins on posters 

 
If any resources are damaged please place a note on the pack to alert us to the 
damage. 

 

MAIL 

Mail is sent from the school to families on Wednesdays and Fridays.  Each family 
indicates to the school on which day they would like their mail to be sent, based on 
which day would provide them with the fastest delivery.    

 
The school meets the mailing costs for most students with the exceptions of: 

Students who are enrolled as adult students who must pay for the return of their 
own work. The school will pay the outgoing postage for these students. 

Overseas enrolments pay all mailing costs. 

Reply Paid postage labels are provided by the school. These enable students to 
return unit work. Mailbags and envelopes are also provided to return work. We 
encourage students to place all work and library items into mailbags and to reuse 
envelopes. 

 
SUPPLEMENTARY UNITS 

Supplementary units are available in Years 1-7. They can be used for extension or 
revision purposes. These can be obtained by making enquiries to the class teacher.   

TEXT BOOK HIRE SCHEME 

The Textbook Hire Scheme is voluntary, however it is strongly recommended.  The 
number of textbooks required is numerous and some are out of print. When you 
enrol, please advise the school if you do not wish to participate in the hire scheme.  
You will be asked to reconfirm this each year of your enrolment. If not participating 
in the Scheme, you are responsible for obtaining all your text books. 
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The school purchases the secondary textbooks and hires them for the amount 
issued to students in the Queensland Government’s text book allowance. 

When enrolling at the beginning of a school year, the school can claim the 
allowance on your behalf from the government when you sign the form provided by 
the school. Late enrolments are required to pay a prorated amount of the textbook 
allowance. 

 
Overseas students are unable to participate in the Textbook Hire Scheme. However 
as textbooks are an integral part of study, there are two options available: 

Purchasing the required textbooks as outlined in the textbook list. 

Or purchasing the textbook through the school. 

 

If purchasing textbooks through the school, please notify us immediately so that a 
tax invoice can be sent notifying you of the cost. Once payment has been received 
in Australian Dollars, the textbooks will be mailed. Please ensure the school has 
sufficient funds for postage. 

 

INSTRUCTION PAPERS AND DIGITAL TASK SUBMISSION 
Submission of instruction papers or digital tasks in a school of distance education is 
equated with attendance in a mainstream school. If work is not submitted regularly 
a student would be deemed not to be attending school regularly and the school 
would follow Education Queensland’s regulations regarding Managing Student 
Attendance.  

 

If students begin to fall behind in their work it is essential that Home Tutors contact 
teachers for assistance or to negotiate a suitable solution to the problem. This 
should be done as soon as possible, not waiting until the student is substantially 
behind in their work commitments. 

 

WORK COMPLETION PLANNER 

Students will receive a schedule for completion of papers/tasks. This indicates due 
dates for mailing/emailing work, as well as assessment items for secondary. There 
is an expectation that tasks be returned on time unless alternate arrangements 
have been made. 

 

 PRIMARY AND SECONDARY 

When marked tasks are returned, spend some time looking through them with your 
child. It is important to do this as the teachers provide two types of comments. 

Constructive suggestions to improve students work and 

Encouragement for achievements. 
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Such comments help build self-esteem and provide feedback allowing the child to 
develop their skills and knowledge. Please note each teacher is an individual and 
their marking style will vary. 
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REPORTING AND ASSESSMENT 

 
Children in primary and secondary year levels are assessed through a variety of 
means including: 

Progress through Instruction Papers/Digital tasks. 

Teacher checklists used during on air and other contact. 

Formal assessment work. 

Criteria based assessment. 

Outcomes based assessment. 

 

DIAGNOSTIC NET 

The diagnostic net is a screening process which is implemented across the first 
three years of schooling in Queensland to ensure the literacy and numeracy 
learning needs of students are being met.  It involves a three step process in 
which teachers will: 

Map student progress using developmental continua for both literacy and 

numeracy; 

Validate their observation of student progress with specially designed 

validation tasks undertaken midway through Year 2; and 

Identify those children who require specific intervention and provide 

information on appropriate intervention strategies. 
 
Validation tasks will be performed as necessary, when students are on campus. 

STANDARDISED TESTS 
A standardised Year 3, 5 ,7 and 9 test of literacy and numeracy is conducted in all 
Queensland State Schools each year.  The compulsory test is designed to provide 
public assurance and accountability regarding the broad literacy and numeracy 
development of students.  

 
In our school these tests will be conducted in term 2 as part of a special in reach 
testing program.  For students who cannot attend on campus testing week, 
alternative arrangements can be made for them to attend their nearest state 
school.  Further information can be obtained from the school. 

 

SECONDARY 

FORMATIVE ASSESSMENT 

This type of assessment may not contribute to your final result for each semester 
report.  It is to monitor your progress in the various subjects you are studying and 
provide further clarification or assistance if needed. Instruction papers often contain 
formative pieces of assessment. 
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LIBRARY 

Loans 

Each year all students are required to complete and return a Library Interest Sheet 
to the library. The interest sheet covers the following areas: 

Subjects of interest 

Hobbies 

Titles/ Authors/ Series/ Magazines they would like to read 

Types of books they like 

Types of books they don’t like 

 
Students are then regularly sent suitable resources unless they state otherwise on 
the sheet. 

 
The loan period is four weeks with a maximum of six resources. Loans can be 
extended depending upon demand for the resource. Resources can be reserved by 
contacting the library. Feedback forms may be included with the resources to help 
improve suitability of selection and informal feedback notes are encouraged.  

 
Home tutors are also welcome to borrow from the library. 

 
Upon request the Resource Manager will conduct book and internet searches for 
assignment work and send out extra resources. 

 

SECONDARY EXAMINATION HINTS 

PERUSAL 

You might be allowed to read through the paper (peruse) before you start to write.  
If this condition applies, it will be clearly stated on the examination paper and 
conditions sheet attached to the outside of the examination envelope.  Make 
maximum use of this time. 

Before looking at the questions check that you have all the pages, questions, 
answer sheets, scrap paper, pens pencils, etc. 

Read very carefully through the instructions on the front of the paper: 

How much time do you have? 

How many questions must you answer? 

If paper is divided into sections, how many questions are in each section? 

Do you have to answer each question on your own paper or on the exam paper? 
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 LOOKING THROUGH THE EXAMINATION PAPER 

Read the questions. 

If you have a choice, decide which questions you’ll answer or at least which 
questions you’ll start with. 

Decide how much time you’ll need to spend on each question according to its 
value, and how thoroughly you can answer it.  Expect to work quickly if there 
are many questions.  Estimate how long each part will take to finish.  Check the 
time after each part is completed. 

Decide on the order in which you will answer the questions.  First answer the 
questions you know most about and that are easier. 

When you are allowed to start writing, jot down any thoughts/formulae or ideas 
you have.  The jottings can be useful memory triggers when you actually come 
to answering the questions. 

To overcome panic, breathe slowly, think of success.  Look at the paper, go on 
to another question, or begin with whatever you know best. 

 
 Attack According to the question type 

 
  

 FOR ESSAY QUESTIONS 

Analyse the wording of the question and plan your essay. 

Include your plan in your examination material. 
 

 FOR MULTIPLE CHOICE QUESTIONS 

Don’t waste time over questions you can’t answer. 

Make sure that you read all the options before you select your answer. 

Eliminate obvious wrong answers and choose the best of the remaining options. 
 

 FOR MATHEMATICS QUESTIONS 

Include all of your calculations and setting out.  Should your answers be 
incorrect, the teacher can see where you went wrong and you may still gain 
valuable points for your attempt.  If you have a memory lapse in the middle of 
an answer, leave some space, go to another question and return to it later.  
Answer all the questions required. 

If answering on your own paper, take care to number your answers carefully to 
correspond with the test paper. 

 

 

 SUMMATIVE ASSESSMENT 

This type of assessment is used to calculate your final result for each Semester 
Report.  The item/s of assessment will vary depending upon the subject.  
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Summative assessment usually arrives in a sealed, gold envelope with 
instructions on the outside.  READ THESE IMMEDIATELY!  If it is a formal 
exam, completion of the Declaration Form and the signature of a supervisor is 
necessary.  If it is a project or an assignment to be completed by a date, act 
upon the instructions printed on the outside immediately. 

 

 TEST SUPERVISION 

The school expects that a responsible adult will supervise the test. 

The supervisor should: 

Sign the Declaration Form (see below) on the outside of the examination 
envelope to state that the conditions of the examination, stated on the 
envelope, have been met. 

Attach the Declaration Form to the completed examination. 

Failure to comply with the conditions and instructions accompanying the test 
and the declaration may result in the cancellation of the test result and the 
administration of a further test. 

 
  

 

GETTING STARTED 

WHERE DO I START 

Many students and home tutors feel overwhelmed when they receive their initial 
materials from the school.  To help overcome this feeling, go through the materials 
carefully and read all documents.  If you think there is anything missing or you are 
unsure of any of the material sent, contact your class teacher immediately.  It is 
important that the home tutor be familiar with the curriculum and materials. 

 

 WHAT IF I DON’T KNOW WHAT TO DO? 

Ask your teacher/s for help when you have a problem. Teachers welcome the 
chance to talk to their students and home tutors and would like to get to know you. 

 

 BEFORE YOU PHONE 

Make sure you know the unit number and pages you are working on 

Have clear in your mind what the problem is 

Have paper and pencil to write down words of clarification. 

Remember, each call can be transferred, so you can speak to as many people 
as you need to each time you call.  Don’t worry if the problem doesn’t seem to 
be serious enough.  It still needs to be solved.  Teachers need to know when 
you are having difficulties and like to know how you are getting on. 
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SCHOOL IN YOUR HOME 

By organising a dedicated space for study, 
you will be able to provide a better 
‘learning environment’ for your child. 

 
 GENERAL COMMENTS FOR HOME 

TUTORS 

Revision is a confidence builder. 

Revision forms good study habits. 

Remember to vary methods. 

Remember that students are at the beginning of learning – it takes time and 
students will not always catch on straight away. 

Reflect on progress and learning. 
Accept the challenge - relax and watch the learning. 

Do not be reluctant to ask about any area of concern or to question what you 
have been asked to do!  The success of your child in this form of schooling 
depends upon an open and honest partnership between the teacher and home 
tutor.  Some important factors which assist in this success and relate to 
partners are: 

Maintaining honest communication between home tutor, teacher and student 

Sharing concerns and worries before they become overwhelming 

Developing an objective view of the student’s endeavours and achievements 

Remembering that all partners share the same goal – enhanced educational 
outcomes for students 

Developing respect for different roles of the partners and understanding the 
difficulties each faces. 

Always be flexible with what you do, both in the schoolroom and with your own 
time.  Don’t keep to a rigid timetable.  Allow room for flexibility.  Keep flexibility 
in mind when working with the curriculum papers. 

Avoid comparing your child to other children.  Every child is different.  This only 
puts unnecessary pressure on the child and the home tutor. 

A little bit of praise goes a long way.  Use praise daily, even on the worst days.  
You will be surprised how much this helps your child. 

 
 STUDENTS: HOW TO ORGANISE YOURSELF 

 
Have your desk in a QUIET, PLEASANT place with no distractions. 

Have your desk near a wall or notice board so you can put up a timetable and 
your Work Completion Planner. 
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Keep instruction papers in separate subject folders or compartments on a shelf, if 
possible. 

Have a mailing box or tray on the desk or floor beside your desk for work to be sent 
in. 

Have a reasonable sized work area near the radio for practical lessons. 
 

 SECONDARY TIMETABLE 

 
A timetable is an important step in organising your daily work.  Use the blank form 
on the last page and the hints below. 

Draw up a timetable to ensure you spend adequate time on each subject. 

Plan to spend approximately 4 hours per subject per week.  Refer to each subject 
handbook or first instruction paper to check the time required for each subject.  This 
may have to be extended depending on the changing requirements from week to 
week, eg. when assignments are current, you will have to spend more time on the 
subject involved. 

Remember ‘homework’ and study work will involve extra hours.  Work not 
completed during the daily sessions must be completed in homework time each 
night 

 

 HOW TO PLAN A TIMETABLE 

 
Mark in all phone lessons first. 

Be realistic about the amount of time you will spend on meal breaks and 

other commitments and fill those in. 

Fill in remaining subjects for each day. 

You may choose to work on a subject straight after the phone lesson. 

 

 You may wish to have variety in your timetable.  You may work on two 

subjects a day or four or five – it is up to you to choose, but make sure that 

in one week you spend the correct amount of time on all subjects. 
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