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Process
1. Phone the RTS Program to determine if there’s a vacancy. 
6885 0877 or 0438 206 566 or marc.foley@det.nsw.edu.au
2. Ask the caregiver if they would like the referral to occur.
3. Complete this referral form in electronic format. Please type in the required information and email it to RTS as a word document. Please do not handwrite/scan and email.
4. Notify Learning and Engagement Macquarie via email that the suspension has occurred at LearningandEngagementMacQuarie@det.nsw.edu.au
a. In the subject line please put the school’s name, student’s name, suspension, support required.
Eg:  Dubbo PS  F Brown L8 support required
b. In the content of the email please put RTS placement requested.
c. Attach this referral form as a word document.
5. RTS will contact the caregiver to offer a placement, arrange an RTS entry interview.
6. RTS will notify DP that the student will be attending and may request any of the following:
a. Risk Assessment/Student Behaviour Support Plan
b. Attendance and Behaviour Data.
c. Incident Report.
d. School work that the student will be missing whilst on suspension.
e. Intervention from the base school L&ST on a suitable morning to work with the suspended student on their behaviour mgt plan and behaviour goals.
7. RTS will provide recommendations for the student’s return from suspension. 
8. DP organizes and chairs the Suspension Resolution Meeting at the base school with all stakeholders.
a. If deemed suitable, DP organizes a time and date for a review meeting to occur with stakeholders.
9. RTS will visit the base school and interview the student regarding their behaviour goals and provide feedback to the DP/L&ST.
10. DP collates attendance and behaviour data prior to the review meeting.
11. Review meeting occurs with stakeholders at the base school to discuss progress and further support.
Student Profile (to be completed by base school) 

	STUDENT PROFILE

	Name:
	

	School:
	

	Year:
	

	DOB:
	

	Aboriginal (Y or N)
	

	Caregiver’s name:
	

	Is the caregiver aware of the referral?(Y or N)
	

	Phone number:
	

	Home Address:
	

	Reason for Long Suspension: 

e.g. Physical Violence
	

	Length of suspension: e.g. L5
	

	Last day of suspension 
	

	Re-entry meeting time & date
	

	Previous Short & Long Suspensions:
	


	Disability Confirmation:
	

	Integration Funding: Y or N
	

	Support class placement: Y or N
	


	Programs and Strategies

	Learning and Support Team :
	

	School Counsellor:
	

	Out of Home Care:
	

	Community based agencies or programs and the contact persons:
	

	Other: Eg Clontarf, Girls Academy, RAGE, etc
	


	Brief description of the incident 



	Anticipated outcomes or goals
Please note: the student will be focusing on up to 3 specific goals for their return to their learning environment.
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RTS Case Management Notes and Recommendations
Student: 
Year: 
Suspension: 
RTS Attendance: 
Ongoing Case Mgt Notes:
Behaviour at RTS:
Student’s Goals for their return to suspension:

Recommendations:

Marc Foley

Dubbo Return to School Program

Date: 
