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Introduction 

This section provides a guide for LSS Case Managers. 

The content of this section is intended to promote best practice and clarifies LSS Case Manager 
obligations to DIS, their RTO and to students.  This section provides information on roles and 
responsiblities, risk management, compliance, service descriptions, student eligibility, the intake 
interview process, asessing complexity of need, allocation of support hours, student consent, 
referrals and compulsory forms. 

This section also provides LSS Case Managers with some scenarios to work through. This is the 
second of two parts of the LSS Operational Guidelines and it is intended that LSS Case 
Managers will read and be familiar with all three sections: 

Section 1 – Quick Guide for RTOs – Essential Operational Information 

Section 2 – LSS Case Management Guidelines 

Section 3 – Additional Resources  

Learner Case Management 

LSS Learner Case Management is individualised support, provided one-on-one to eligible VET 
students, based on a systematic process involving assessment, planning, implementation, 
monitoring and review to achieve the student’s identified learning and transition goals. 
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Equity in VET - Best Practice Principles 

The National VET Equity Advisory Council (NVEAC 2012) identified several best practice 
principles which support and complement equity in VET:  

• Supported learner pathways and transitions. 
• Build strong connections and partnerships to support learners’ needs and their 

successful transitions to further learning or work. 
• Integrate learning and work to support labour market demand. 
• Embed foundations skills with vocational training. 
• Learner-centred approach. 
• Measurable and achievable outcomes for the learner. 
• Improving VET workforce capabilities to address the needs of diverse learners. 

Ethical Practice 

The Case Management Society of Australia (CMSA 2007) defines principles of ethical 
responsibilities common to quality practice and these are endorsed by DIS as principles that all 
LSS Case Managers are expected to abide by.  

The LSS Case Manager: 

• Must operate only within the context and boundaries of their individual educational 
achievements and professional credentials.  

• Is to maintain knowledge of and practice within laws, regulations and policy 
implications. 

• Will strive for best practice in working with students, in line with professional and 
organisational standards. 

• Will maintain professional development in their areas of expertise. 
• Must always gain informed consent; advise students of their rights prior to agreement 

and ensure that the student is fully informed of the services available to them. 
• Will work in the best interests of the student. 
• Must seek guidance from their agency when dealing with legal concerns. 
• Must abide by the policies and procedures of their employer. 

LSS Case Manager compliance responsibilities  

LSS Case Managers’ essential requirements, roles and responsibilities are the minimum standard 
for employment of a LSS Case Manager by a LSS Provider. 

A LSS Case Manager may be employed by an RTO as a social worker, counsellor, psychologist, 
disability or developmental educator, youth worker or other. If the LSS Case Manager’s 
qualifications, skills and knowledge indicate that professional membership or status is a 
requirement to meet national and state practices then the Case Manager has a duty to their 
employer, student and profession to maintain professional standards, including practice/ 
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professional supervision, maintaining registration and professional development. LSS Case 
Managers must work within the qualification guidelines. 

Professional Standards websites: 

• Psychologists – http://www.psychologyboard.gov.au/  
• Social Workers - http://www.aasw.asn.au 
• Counsellors - http://www.theaca.net.au/membership_criteria.php  
• Case Managers - http://www.socialworkers.org/practice/standards/sw_case_mgmt.asp   and 

http://www.cmsa.org.au/  
• Youth Worker - http://www.yacsa.com.au/about/code-of-ethics  
• Disability Educator/Developmental Educator - http://www.deai.com.au/  

LSS Case Management Processes 

LSS case management work comprises: 

 

 

 

 

 

 

 

 

 

 

 

For Post Course Transition Support, the work is the same while the focus will be on the 
employment context for those students transitioning to employment. 

LSS Case Managers will be expected to: 

• Screen and assess support needs by gathering information including student 
strengths, interests, health or disability concerns, family circumstances, vocational 
aptitude and preference and job status. 

• Plan and direct service, by working with the student on a support plan. 
• Implement the delivery and arrangement of services within available resources, 

according to the support plan. 

 

 

 

 

http://www.psychologyboard.gov.au/
http://www.theaca.net.au/membership_criteria.php
http://www.socialworkers.org/practice/standards/sw_case_mgmt.asp
http://www.cmsa.org.au/
http://www.yacsa.com.au/about/code-of-ethics
http://www.deai.com.au/
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• Coordinate services and supports by assisting the student to navigate service 
systems, arranging, coordinating and following up on service delivery and supports. 

• Monitor the progress of the student and services provided to determine whether 
change is required. 

• Review the support plan with the student if required and modify accordingly. 
• Assist with transition, by preparing for and supporting the move out of the RTO to other 

services with emphasis on employment support, or further study.  
o In some cases, transition support may be provided before completion if the 

student has decided to withdraw or is clearly not ready for accredited training, 
even with LSS support.  In the latter case other viable options can be explored 
such as Community Education programs that may lead the student back to 
accredited training when they have gained some foundation skills. 

o Where 12-week Post Course Transition Support is being provided this may also 
commence before the completion of training if a student decides to withdraw 
from the project. 

• Evaluate and close the case reviewing the student’s learning achievements and 
completing all organisational requirements with the student. 

LSS Suite of Support Services  

The following breakdown and coding of support types have been developed to describe all forms 
of support under LSS. Case Managers are expected to make all of these supports available to 
LSS students, as needed. LSS Case Managers should familiarise themselves with this list and 
be sure they have the skills to provide the supports or can access the supports for their students 
in other ways. 

Table 1 – LSS training support 

Support Type Description 

Assessment of 
support needs 

Intake interview for case management support including assessment of 
support needs and initial support planning. Completion and submission to 
DIS of the LSS Support Form and LSS Consent Form. 

Learning 
Support 

In-class support to assist one or more students in a class/learning setting to 
guide and answer questions, assist with comprehension and support 
classroom interaction. 
 
Study Skills Support to help students one-on-one or in a group setting to 
review and address comprehension of class presented materials and 
provide guidance on assignment preparation. 

External 
Referral and 
Advocacy 

Liaison with external agencies, advocating for student to access services, 
setting up appointments, consulting with agencies for advice, support 
planning with agencies providing ongoing support to students, (government 
and non-government service agencies including ESPs and AASN 
providers). 
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Support Type Description 

Internal 
referral and 
liaison 

Referral to and liaison with RTO staff, including administrative staff for 
access to administrative services and trainers for making reasonable 
adjustments (disability); addressing classroom and campus environment 
issues; and managing issues with staff/student interactions. 

Personal 
support 

Counselling/listening ear on personal, social, emotional, family and cultural 
issues and practical assistance to deal with such issues; following up 
students, making meeting times/rescheduling. 

Transition 
support 

Guidance: assisting the student to acclimatise to an adult learning 
environment, assistance to navigate the system and understand 
expectations. Referral to external agencies for guidance (eg ESP). Follow 
up with students as needed. 
Vocational Placements: Providing support while on vocational placements. 
Planning: Discussing next options and assisting the student to navigate 
relevant systems. Where applicable liaising with and referring students to 
ESP provider and/or to other external service agencies for support on exiting 
training. 
Advocacy: advocating with ESP or Centrelink over issues associated with 
transitioning into or out of training. 

Table 2 - LSS Post Course Transition Support 

Type of support Description/inclusions 

FURTHER STUDY TRANSITIONS 

Further Study 
Support planning 

As for LSS suite of in-training support service types but complete 
and submit to DIS the LSS Post Course Support Plan and LSS 
Post Course Consent form. 

Transition support 
Work with RTO/trainer and/or student to establish course 
expectations, identify any gaps in assumed knowledge or skill for 
the course, establish effective study habits, review initial progress 

Other LSS supports Refer to LSS in-training suite of support service types. 

EMPLOYMENT TRANSITIONS 

Employment Support 
planning 

Initial interview to explore anticipated employment related issues 
or personal issues that may impact on a successful transition; 
identify areas for development in skills for work or personal career 
management; completion and submission to DIS of the LSS Post 
Course Support Plan and LSS Post Course Consent Form. 

Employer Interactions 

Meeting with employer or participant (separately or together) to 
discuss expectations, how participant is faring and any issues that 
need addressing; developing agreement on strategies to address 
issues; reviewing strategies and issues; establish effective 
communication processes. 
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Type of support Description/inclusions 

Career Development 
Warm referrals to career services; identification of professional 
development opportunities; assistance to navigate employment 
agencies or similar; assistance with updating resumes/practicing 
interview skills. 

DELAYED TRANSITIONS (students who withdraw from a Qualification Project before completion) 

Living Refer to LSS in-training suite of support service types under the 
‘LIVING’ category. 

Learning Refer to LSS in-training suite of support service types under the 
‘LEARNING’ category. 

Career Development 

Support to explore career options including warm referral to career 
development services; assistance identifying/exploring relevant 
training packages/course pathways; assistance with updating 
resumes/practicing interview skills; assistance negotiating with 
ESP. 

LSS Presenting Issues 

The following table provides definitions/inclusions and categories of support needs or issues that 
students may present with to a LSS Case Manager and for issues that may be presented by a 
student transitioning to further study or employment following a Qualification Project. These 
categories are used to ensure that the breadth of issues supported by LSS are consistent across 
all providers and to enable data collection on frequently presented issues for future planning to 
ensure LSS remains relevant and targeted to student need. 

Table 3 – LSS Presenting Issues 

Presenting Issue 
Category Category Inclusions  

LIVING  

Disability or 
medical condition 
 
Health 
 

Impact of disability (including mental health), medical condition or health 
issue on ability to complete assignments on time or that might interfere with 
ability to be at work (eg episodic illnesses); need for assistive equipment or 
deaf interpreting; issues with access to carers; timetabling clashes or need 
to take time off work to attend medical appointments or due to health 
restrictions (eg not able to attend morning classes, not able to work full-
time); lack of knowledge of services available; issues with not taking 
medication. 

Personal, social, 
emotional, 
cultural and 
family issues 

Personal, Social, Emotional and Family  
Issues with own conduct, domestic violence, family trauma or grief, effects 
of torture or trauma, refugees, gambling addiction, drug and alcohol issues, 
family and relationship breakdown and other stressful life events. 
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Presenting Issue 
Category Category Inclusions  

  
 
Parenting/carer responsibilities 
Access to childcare; access to respite care; class attendance or work 
attendance clashes due to carer responsibilities; child illness/injury/medical 
condition; dealing with support services such as disability, domiciliary, Meals 
on Wheels, nursing home, RDNS; isolation of carer; lack of support at home. 
 
Cultural expectations/influences 
Culturally and Linguistically Diverse issues - lack of familiarity/difficulty 
adjusting to Australian working, teaching and learning environments; dealing 
with family expectations because of gender or role in family; gender 
expectations re work colleague/employer/lecturer/student interactions. 

Accommodation 

Unstable accommodation (eg not able to sustain rent); at risk of 
homelessness (e.g. been asked to leave, conflict at home); homeless (e.g. 
couch surfing, sleeping in car); risky accommodation (i.e. accommodation 
with lack of security of possessions, threat of violence, unstable living 
companions; unsafe building). 

Finance/Income 

Difficulty paying course, materials or excursion fees; difficulty paying for 
workplace uniform or other PPE, issues with Centrelink payments; need for 
advocacy with Centrelink; unexpected bills; financial crises; debt issues; 
unexpected loss or reduction of income, refunds, scholarships, third party 
payments. 

Legal  
 

Lack of knowledge of legal services in community; current offender 
restrictions (i.e. prisoners on release for study); court case interfering with 
study or work commitments; issues arising from restraining orders or the 
need to apply for one (e.g. between students or between students and family 
members), Family Law issues. 

Transport 

Lack of access to transport to attend classes, work experience placements 
or work; large distance to public transport; excessive travel time required to 
attend commitments; changes to public transport availability; clashes 
between available transport and class timetables or work hours; prohibitive 
cost of available transport.  

LEARNING 

Attendance 
 

Lack of attendance, appointments that clash with classes; episodic illness; 
child illness; carer responsibilities; personal crises; transport issues; lack of 
organisation. 

Classroom/ 
campus 
environment  

Classroom or campus conditions that negatively affect student (including 
disability related issues); issues of racism, bullying, sexual harassment, lack 
of or poor state of student amenities. 

Study Skills 
issues  

Difficulties with organisation of time for study; ability to research using 
library, electronic and online resources; understanding lecturer delivered 
information; note-taking and organising own notes; reviewing classroom and 
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Presenting Issue 
Category Category Inclusions  

 reading material; planning for assessments; understanding assessment 
expectations, lack of writing skills, lack of IT skills. 

Course 
expectations  

Mismatched understanding by student of the time and amount of work 
involved with the course they are enrolled in, expectations of 
grooming/uniform, attendance, punctuality, work experience, participation, 
WHS issues.  

Lecturer/Student 
interactions  

Clashes between trainer and student expectations; disputes and 
complaints between trainer and student. 

L&N issues 
Literacy and numeracy gaps interfering with ability to study course enrolled 
in; indicators that student’s LLN skills are below what’s required in enrolled 
course. 

Language issues 
English as a second language issues that are interfering with ability to study 
effectively, problems with technical/vocation specific terminology, 
comprehension problems. 

TRANSITION (do not use for Post Course Transition Support – see Table 4) 

Study Transition 
 

Struggling with transition from compulsory schooling environment; nearing 
completion of course and unsure of next steps; considering further study in 
VET or University; current course not right fit; desire to change course. 

Employment 
Transition 
 

Nearing completion of course and interested in seeking employment; 
uncertain of career options/pathways; interested in work experience or 
volunteering; issues with work experience; difficulties while on placement. 

ESP/Centrelink 
Issues 

Issues with ESP/Centrelink (DHS) as current client; issues for student 
attempting to connect with ESP/Centrelink (DHS). 

Table 4 – LSS Post Course Transition Support – Issues Presented 

For Post Course Transition Support issues should only be recorded if the student presents with 
difficulties in these areas. If the student is not struggling with the transition, there is no requirement 
to record any presented issues and you can choose ‘no issue’ in the LSS Data Reporting 
Spreadsheet. 

Presenting Issue 
Category Category Inclusions  

FURTHER STUDY - see LEARNING category above plus the following: 

Transition Struggling with transition to higher level course/not coping with increased 
expectations in higher level course, course not right fit; desire to change 
course. 

Skill development 
 

Study skills not adequate for higher level course; gaps in assumed 
knowledge or skills for higher level course. 
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Presenting Issue 
Category Category Inclusions  

Ongoing LSS Living or learning issues indicate need to sign up student for ongoing LSS 
following Post Course Transition Support. 
 

EMPLOYMENT - see LIVING category above plus the following: 

Transition 
 

Unclear, resistant to or struggling to meet workplace expectations; 
interpersonal issues with workmates; interpersonal issues with 
supervisor/manager. 

Career 
Development 

Industry typically has insecure employment and student wishes to prepare 
self for next job opportunity in industry; desire to undertake professional 
development; desire to consider further study to upskill in industry. 

DELAYED TRANSITION 

Living issues Refer to LIVING issues in Table 3 - student is impacted by living issues that 
resulted in student not completing the Qualification Project and that the 
student requires assistance with. 

Learning issues Refer to LEARNING issues in Table 3, plus: 
Student has skills gaps that resulted in not completing the Qualification 
Project (QP); Student has study habits/skills that resulted in not completing 
the QP. Student requires assistance to address these. 

Career/Study 
Pathways 

Student was unsuccessful in gaining employment or entering higher level 
training following the QP and requires assistance to consider next steps in 
pathway. 
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Guidance for Assessing Complexity of Support Need 

To assist the LSS Case Managers to assess the complexity of a student’s needs (and therefore the likely number of support hours that will be 
needed to assist them during their training) the following guide can be used. LSS Case Managers may find this table useful in assessing the 
complexity of any issues presented to them – always remembering that the key feature to look for is the level of impact on the student’s participation 
in their VET course. 

The table below reflects the three domains in which support is provided through LSS - LIVING, LEARNING and TRANSITION and provides 
descriptors of the apparent complexity of any issues being presented by the LSS student.  

The first and second columns are reproduced from the LSS Issues table covered earlier. The third column provides an indication of moderate 
complexity against the issue, and the fourth column provides an indication of high complexity against the issue.  

Presenting 
Issue 
Category 

Category Inclusions  Moderate Complexity High Complexity 

LIVING 

Disability or 
medical 
condition 
 

impact of disability (including mental health) on ability to complete 
assignments on time (eg episodic illnesses); need for assistive equipment 
or deaf interpreting; issues with access to carers for study purposes; 
timetabling clashes with medical appointments or health restrictions (eg not 
able to attend morning classes); lack of knowledge of services available; 
issues with not taking medication. 

May be medically diagnosed or self-
referred. Medically diagnosed. 

Presents with recent issue relating to 
impact of disability on training or 
other life areas. 

Presents with long term issues. 

Personal, social, 
emotional, Personal, Social, Emotional and Family  

Presents with issue relating to own 
behaviour in the learning 
environment risking participation. 

Has ongoing issues with behaviour 
that require intervention for 
participation.  
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Presenting 
Issue 
Category 

Category Inclusions  Moderate Complexity High Complexity 

LIVING 
cultural and 
family issues 

 

Issues with own conduct, domestic violence, family trauma or grief, effects 
of torture or trauma (refugee), gambling addiction, drug and alcohol issues, 
family and relationship breakdown and other stressful life events. 

 

Parenting/carer responsibilities 
Access to childcare; access to respite care; timetabling clashes due to 
carer responsibilities; child illness/injury/medical condition; dealing with 
support services such as disability, domiciliary, Meals on Wheels, nursing 
home, RDNS; isolation of carer; lack of support at home. 

 

Cultural expectations/influences 
Culturally and Linguistically Diverse (CALD) issues - lack of 
familiarity/difficulty adjusting to Australian teaching and learning 
environments; dealing with family expectations because of gender or role in 
family; gender expectations re lecturer/student interactions. 

 

Has addiction issues impacting on 
participation. 

Presents with some trauma related 
issues that may interfere with 
participation. 

Has ongoing long-term issues 
relating to trauma impacting on 
participation. 

Presents with personal relationship 
issues threatening to or currently 
impacting on participation. 

Has ongoing long-term personal 
relationship issues impacting on 
participation. 

Presents with recent domestic 
violence issue/s that may impact on 
their participation and require 
immediate assistance. 

Has ongoing long-term issues 
relating to domestic violence 
impacting on participation. 

One or more immediate issues 
relating to carer responsibilities. 

Student has some existing supports 
in relation to caring issues. 

One or more ongoing issues 
relating to carer responsibilities. 

Student has no or minimal existing 
supports relating to caring issues. 

Presents with some issues 
associated with cultural expectations 
that are impacting on participation. 

Has ongoing CALD issues that 
require intervention to enable 
ongoing participation. 
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Presenting 
Issue 
Category 

Category Inclusions  Moderate Complexity High Complexity 

LIVING 

Accommodation Unstable accommodation (eg not able to sustain rent); at risk of 
homelessness (e.g. been asked to leave, conflict at home); homeless (e.g. 
couch surfing, sleeping in car); risky accommodation (i.e. accommodation 
with lack of security of possessions, threat of violence, unstable living 
companions; unsafe building). 

Requires immediate support to 
obtain temporary or ongoing 
accommodation. 

Requires ongoing support with 
sustaining suitable 
accommodation. 

Finance/Income Difficulty paying course, materials or excursion fees; issues with Centrelink 
(DHS) payments; need for advocacy with Centrelink (DHS); unexpected 
bills; financial crises; debt issues; unexpected loss or reduction of income, 
refunds, scholarships, third party payments. 

Presents with a specific need to 
purchase an essential item (eg 
uniform, safety gear, food, bus 
ticket). 

Requires ongoing support to 
enable financial stability. 

Legal  
 

Lack of knowledge of legal services in community; current offender 
restrictions (i.e. prisoners on release for study); court case interfering with 
study commitments; issues arising from restraining orders or the need to 
apply for one (e.g. between students or between students and family 
members), Family Law issues. 

Presents with immediate need for 
legal support. 

Requires ongoing support to 
resolve complex legal issues. 

Transport Lack of access to transport to attend classes or work experience 
placements; large distance to public transport; excessive travel time 
required to attend commitments; changes to public transport availability; 
clashes between available transport and class timetables; prohibitive cost 
of available transport.  

Presents with immediate issues with 
transport threatening to impact on 
participation (eg bus timetable clash, 
lost ticket, car broken down). 

Has ongoing issues with transport 
impacting on participation (eg, 
excessive distance to travel, no 
public transport available, ongoing 
clashes with caring resp). 
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Presenting 
Issue Category Issue Category Inclusions Moderate Complexity High Complexity 

LEARNING 

Learning Issues 
 
 
 
 
 

Attendance 
Lack of attendance, appointments that clash with classes; episodic illness; 
child illness; carer responsibilities; personal crises; transport issues; lack of 
organisation. 

Classroom/campus environment  
Classroom or campus conditions that negatively affect student (including 
disability related issues); issues of racism, bullying, sexual harassment, lack 
of a poor state of student amenities. 

Study Skills issues  
Difficulties with organisation of time for study; ability to research using 
library, electronic and online resources; understanding lecturer/trainer 
delivered information; note-taking and organising own notes; reviewing 
classroom and reading material; planning for assessments; understanding 
assessment expectations, lack of writing skills, lack of IT skills 

Course expectations  
Mismatched understanding by student of the time and amount of work 
involved with the course they are enrolled in, expectations of 
grooming/uniform, attendance, punctuality, work experience, participation, 
WHS issues.  

Lecturer/Trainer interactions  
Clashes between lecturer/trainer and the student expectations; disputes 
and complaints between lecturer/trainer and student 

Inconsistent in their attendance and 
completion of work that requires 
some short/medium-term liaison with 
lecturer/trainer. 

Attends on an adhoc basis and 
disengages from training on a 
regular basis. 

Experiencing either/or harassment, 
bullying, racism or other RTO 
environmental issue that requires 
immediate action and support. 

Experiencing ongoing emotional 
repercussions of either/or 
harassment, bullying, racism etc. 
that require action and ongoing 
support. 

Needs support and encouragement 
to be organised to study in the 
short/medium-term. 

Needs considerable ongoing 
support to be organised to study in 
the long-term. 

Requires immediate and 
short/medium-term learning support. 

Requires ongoing assistance and 
or learning support. 

Presents with immediate issues in 
relation to understanding or 
commitment to meeting course 
requirements. 

Fundamental lack of understanding 
or commitment to meeting course 
expectations. 

Requires support while developing 
new skills to ensure continued 
participation.  

Requires intensive support while 
developing new skills or course 
counselling to find alternative 
appropriate course. 
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Presenting 
Issue Category Issue Category Inclusions Moderate Complexity High Complexity 

LEARNING 
 Needs assistance to negotiate 

with/resolve immediate dispute with 
lecturer/trainer. 

Needs mediation to resolve major 
or ongoing dispute/s with 
lecturer/trainer. 

Needs immediate short/medium-term 
support to be able to accept 
constructive feedback. 

Needs considerable ongoing 
support to be able to accept 
constructive feedback. 

Needs initial support and 
encouragement to control own 
behaviour and emotions in relation to 
interactions with students, 
lecturer/trainer or other staff. 
Occasionally disruptive. 

Needs considerable and ongoing 
support to control own behaviour 
and emotions – can become violent 
or abusive. Frequently disruptive. 

LLN issues 
 

Language, literacy and numeracy gaps interfering with ability to study 
course enrolled in; indicators that student’s LLN skills are below what’s 
required in enrolled course. 

Requires assistance on a 
short/medium-term basis to fill gaps 
in LLN skills. 

Foundation skill bridging units may 
be required. 

Requires intensive support over a 
long period of time to improve LLN 
skills. May need to be redirected to 
LLN accredited course. 

OR 

May need referral to alternative 
non-accredited training to focus on 
LLN prior to attempting accredited 
training. 
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Presenting 
Issue Category Issue Category Inclusions Moderate Complexity High Complexity 

TRANSITION 

 
Transition Issues 
 
 
 

Study Transition 
Struggling with transition from compulsory schooling environment; nearing 
completion of course and unsure of next steps; considering further study in 
VET or University; current course not right fit; desire to change course. 

Employment Transition 
Nearing completion of course and interested in seeking employment; 
uncertain of career options/pathways; interested in work experience or 
volunteering; issues with work experience. 

ESP/Centrelink Issues 
Issues with ES/Centrelink (DHS) as current client; issues for student 
attempting to connect with ES/Centrelink (DHS). 

Needs initial support to transition to 
study. 

Needs ongoing support and finding 
it hard to transition to study. 

Needs initial support and 
encouragement to be able to set 
short and long-term goals. 

Needs ongoing support and 
encouragement to be able to set 
any goals. 

Requires immediate assistance to 
identify direction in further learning 
as participation at risk. 

Needs intensive ongoing support to 
gain sense of direction in further 
learning. 

Requires immediate assistance and 
support to engage in required 
activities. 

Requires intensive ongoing support 
to engage in required activities. 

Requires immediate and short-term 
support to reconnect with ES 
provider and/or Centrelink (DHS). 

Is experiencing major issues with 
current ESP/Centrelink (DHS) 
requiring ongoing 
intervention/liaison. 
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Examples - assessing complexity 

Very often students present with multiple issues. Below are examples of students presenting with a 
number of life, learning and transition issues and a combination of complexity levels. The impact 
or potential impact of issues on a student’s participation along with the likely amount of ongoing LSS 
support required to enable their participation should determine the overall assessment of their 
complexity level   

Example 1 

Student 1 presents with issues all assessed as moderate complexity and this suggests the number 
of hours of support needed will be at the lower end of the spectrum.  

Student Complexity # of issues Presenting issues 

1 Moderate 1 Attendance  

Moderate 1 Study transition issues 

Moderate 1 Course expectations 

Moderate 1 Study skills issues 

Example 2 
Student 2 presents with many issues all assessed at the high complexity level and this suggests a 
longer-term response is required and the number of hours of support needed will be at the higher 
end of the spectrum.  

Student Complexity # of issues Presenting issues 

2 High 2 Personal, social, emotional and family  

High 1 Accommodation  

High 1 LLN issues 

High 1 Parenting/carer responsibilities   

High 1 Cultural expectations/influences 

High 2 Study skills issues  

High 1 Study transition issues 

Example 3 
Student 3 presents with 4 issues at the moderate complexity level and 2 issues at the high 
complexity level. In this example, with the higher number of issues at the moderate level, the LSS 
Case Manager assesses that the high complexity issues are intense and have a long history. This 
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suggests a long-term response is required and the number of hours of support needed will be at the 
higher end of the spectrum. 

Student Complexity # of issues Presenting issues 

3 Moderate 1 Accommodation 

High 1 Cultural expectations/influences 

Moderate 1 Classroom/campus environment 

Moderate 1 Legal  

High 2 Family issues  

Moderate 1 Transport  

Example 4 

In this scenario the high complexity issues for student 4, while ongoing, are assessed by the LSS 
Case Manager as likely to require only low-level support from LSS.  The student has ongoing health 
issues and ongoing effects of grief that can impact on attendance but for which the student receives 
support from other agencies which she is positive about. The student also presents with some 
moderate complexity issues that require some immediate intervention and support and requires 
ongoing assistance with study skills as she is returning to study after a long break. The student 
presents as self-motivated, is connected to a range of support services in the community and seems 
to have a good relationship with her employment services provider who is supportive.  The LSS 
Case Manager assesses the student at moderate complexity level but will check in regularly with 
the student to make sure the issues don’t escalate. This suggests a medium to long-term response 
is required and the number of hours needed will be in the middle of the spectrum. 

Student Complexity # of issues Presenting issues 

4 Moderate 1 Transport 

High 1 Health  

Moderate 1 Attendance  

Moderate 1 Accommodation 

High 1 Personal, social, emotional, cultural and family 

High 1 Study skills issues  

 
A notional allocation of hours for each student assessed by the Case Manager should be recorded 
as a reminder to the Case Manager and to assist with managing the overall allocation and use of 
hours in the LSS Funding Deed.  
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LSS Referral Processes 

Referral from non-LSS RTO 

To be able to make referrals of students to an LSS provider, all RTOs must have an LSS Service 
Agreement in place with an LSS provider. This includes completing an Organisational Self- 
Assessment. Self-Assessments require RTOs to review their teaching and learning environments 
and the specific supports they offer to students in the context of ensuring they are providing a 
supportive environment for their students. The Self-Assessment should include identification of 
areas and plans for improvement. The Self-Assessment must be submitted to DIS for acceptance 
before an LSS Service Agreement can be put in place. LSS providers can use the information in the 
Self-Assessment when negotiating with the RTO on how LSS will work alongside the supports the 
RTO already has in place. 

Please refer to the Supporting Skilled Careers website for the most up to date LSS Service 
Agreement and the LSS Organisational Self-Assessment: https://providers.skills.sa.gov.au/. 

RTOs can make referrals to LSS in instances where they provide support and have made 
reasonable adjustments for a student but recognises that the student’s support needs are more 
complex than the RTO would be expected to address. The support needs must be impacting on the 
student’s ability to sustain their participation in study and complete their qualification. 

Referral process: 

1. The external RTO contacts the LSS Case Manager. The LSS provider requests that the RTO 
enter a service agreement with them for delivery of LSS and as a first step the RTO completes 
the Organisational Self-Assessment and submits this to DIS. 

2. Once an agreement is in place referrals can be made by the external RTO, staff within the 
LSS RTO or individual students from the LSS RTO or the external RTO. 

3. Eligibility for support for each student is established (ie student is enrolled in a qualification 
on the STL). Once access to LSS is granted the LSS RTO can conduct further assessment 
of the student’s support needs if the student’s RTO cannot address relevant complex issues 
of living, learning and transition that are impacting on the student’s participation. 

4. An appointment to assess the student for LSS is made in consultation with the student. This 
may take place at the student’s RTO. 

5. The student attends the LSS appointment and an assessment of their need for LSS is 
conducted, then an intake interview will occur and the LSS Case Manager and the student 
will negotiate and agree to a support plan.  The student will sign the LSS Support Plan if they 
agree that the form is an accurate representation of their support needs and the planned 
supports. 

6. The LSS Case Manager will ask the student about other supports they are already accessing 
in any other agencies and whether there is a specific support person who provides them with 
relevant service in another agency or agencies. The LSS Case manager will liaise with those 

https://providers.skills.sa.gov.au/
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agencies to ensure coordinated support is provided. The LSS Case Manager will assist the 
student to navigate and gain access to other existing services in the community. 

7. Consent is gained from the student to share information with external support agencies as 
needed (using the LSS Consent Form). It is likely that any support plan for the student, or 
aspects of it, will need to be shared with the student’s RTO. When the student signs the LSS 
consent form they are agreeing to share information between the LSS Case Manager and 
the student’s RTO, this should be made clear to the student. The referring RTO may 
participate in the appointment if the student agrees. A student cannot be required to seek or 
accept LSS; LSS is only provided to students who agree to participate. 

 
 
Provision of LSS does not remove responsibility for support for the student from the referring 
RTO. The LSS Case Manager and the external RTO will work in collaboration to assist the 
student to remain in study, complete their course and transition into further training or 
employment. The referring RTO must nominate a responsible staff member for ongoing 
consultation about the student’s progress. 
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LSS Intake and Assessment 

Upfront Assessment of Need  
Providers with a Head Agreement are expected to conduct an upfront assessment of need with all 
enrolled students as part of their contractual obligations with DIS. During the need assessment, 
RTOs will identify a student’s support needs. If the RTO identifies support needs that normal student 
supports are not able to meet, the RTO may, if they have an LSS Service Agreement in place, refer 
the student to an LSS provider for assessment.  

LSS Intake Interview 
To support LSS Case Managers who would like additional guidance on conducting Intake 
Assessments and would like to use some pre-prepared templates, please refer to the following 
optional forms in the Additional Resources section (3) of the Guidelines. 

Process for Intake Interview 

When a referral is made to the LSS Case Manager, the following is an overview of the six key steps 
that should be followed: 

1. Conduct an intake screening and assessment. Determine complexity of the student’s issues 
and allocate an initial block of support hours. 

2. Explain and ensure the student understands and signs the LSS Consent Form.  
3. In consultation with the student, develop a plan for the support that will be provided (this plan 

should be reviewed and updated as needed).  
4. Complete and sign the LSS Support Plan. Take time to ensure the student understands what 

has been recorded on this form and agrees with the assessment of their issues and the 
support strategies recorded. The expectations of student conduct for those being supported 
by LSS (refer to Student Code of Conduct) should also be discussed.  

5. Identify who the ongoing contact officer will be from the referring RTO and come to an 
agreement about what supports will be provided by LSS and what supports the referring RTO 
will put in place. 

6. Make a time to meet again with the student and/or determine how to communicate with the 
student while the student is receiving LSS (phone/text/email/on-site visit/appointment etc). 

7. Determine how to keep case notes. This is critical for professional best practice. The Case 
Notes Form in the Additional Resources section of this Section (2) of the Operational 
Guidelines can be adopted. 

Time allocation for Intake Interview 

An intake interview must be conducted for every student who will be supported by LSS. To ensure 
enough time and attention is given to effective intake assessment a useful guide is to take about 1 
hour. More or less time may be warranted depending on the circumstances, but the key is to not 
rush through the intake interview. It represents an opportunity to lay down important groundwork in 
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establishing rapport, determining the complexity of a student’s needs and undertaking planning for 
support to be provided.  

 

When a student is referred for assessment for LSS, LSS Case Managers are expected to: 

• Explain the intent of screening (to determine eligibility) and assessment (to determine 
complexity and specific support needs) to the student before starting the initial interview. 
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• Listen to the student and allow them to offer information on their strengths, issues and 
any external support services they are making use of. 

• Sensitively seek information from the student on key living, learning and transition issues 
that may impact on learning. 

• Allow students to self-identify a possible disability or other barriers to learning. 
• Identify potential retention issues and discuss how the student has dealt with this in the 

past. 
• Identify and agree on immediate and, if possible, longer term support strategies with a 

plan for reviewing and adjusting strategies as required. 

Guidelines for Questioning 

Possible questions or statements to gather information: 

• Can you tell me more about the issues you identified during the upfront assessment of 
need? 

• Can you tell me more about what happened in class today? 
• Can you tell me more about the challenges that are impacting on your ability to complete 

assessments on time and possibly finish your course? 
• What are the main challenges, frustrations and concerns that you are dealing with right 

now, that are impacting on your study? 
• Tell me about your educational background and experiences. 
• Tell me about anything that may influence your ability to complete your studies.  (For 

example, childcare, transport, family commitments, health, relationships, safety). 
• Have you brought any documents with you that can help us to work out what support you 

might need with your studies? 
• Who can support you while you complete your vocational training? 
• Is there anyone from another organisation that is assisting you with your career 

pathways, employment, vocational studies, health, finances or your accommodation? 
• If you are involved with other organisations, do they require any actions from you (eg 

ESP, Centrelink)? How could those requirements impact on you completing your 
vocational training? 

 

Compulsory LSS Support Plan  

The Support Plan will reflect the student’s assessed needs and the supports planned to be provided. 
It is recognised that the Support Plan is a point in time record of both the issues presented and the 
planned supports. If issues change or different supports are put in place over time, the Support Plan 
form does not need to be resubmitted to DIS. 

LSS Case Managers must use the Support Plan to record confirmation of eligibility of the students 
to receive LSS, the broad issues presented and planned support strategies at the time of intake. 
Students are required to co-sign the form to agree that the issues presented and the support 
strategies recorded are correct.  The Support Plans are a DIS requirement and are monitored for 
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compliance with LSS by DIS. The Support Plan must be emailed to DIS and kept on file for DIS 
monitoring purposes. For a copy of the Support Plan template see Compulsory Forms in Section 2. 

Guidelines for Planning 

• Develop a support plan with the student based on intake assessment, referring RTO and 
the student’s own networks and resources. 

• Determine long-term goals (usually employment) and short-term goals (vocational 
training). 

• Be clear about the LSS Case Manager’s role in the support plan and the role of the RTO 
and other identified agencies. 

• Identify supports to assist the student with their vocational learning. 
• Identify and collaborate with partners (agencies, carers, doctors) that the student is 

currently working with. 
• Assist students in determining which external resources are appropriate for their needs 

and in navigating those sectors. 
• Be familiar with the community resources that the student commonly uses. 
• Determine where to obtain information and services for students with specialised needs. 
• The LSS Case Manager and the student will be required to agree that the needs 

presented and the planned support strategies recorded on the LSS Support Plan are 
correct and co-sign the form.  The LSS Case Manager must scan and email these 
completed and signed forms to DIS via the email provided in the LSS Funding Deed and 
must also keep these forms on file for monitoring purposes by DIS.  

Guidelines for Implementation  

1. Establish an appropriate communication protocol that the student agrees with (email, text, in-
class, out of class, phone, drop-in, appointments etc). Make sure the student knows how to 
contact you. 
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2. Reiterate who is taking responsibility for which aspects of the plan (i.e. student, LSS Case 
Manager, referring RTO, external service provider). 

3. Advocate and liaise with trainers and internal support people on behalf of the student. 
4. Assist students in contacting services and obtaining help from them, if required. Advocate 

with external agencies on behalf of the student. 
5. If the student is referred to a new service, use ‘warm referral’ approaches (ie person-to-

person from you to the service) so that the student knows who they will be meeting and to 
ensure that the service is right for them.  The LSS Referral Form can be used so that the 
student has something to give to the person they are going to see rather than have to re-
explain everything (see Additional Resources section). 

6. Always check that the student understands why the referral is being made and what kind and 
level of service they should receive. 

7. Follow up with the student on the internal and external services provided.  
8. Identify with the student their achievements and identify any barriers, changes or difficulties 

which may be impacting on the student’s vocational training. 
9. Check with the student how their formal and informal support networks are going. 
10. Consider other ways to achieve student goals if difficulties or barriers have negatively 

impacted on their participation. 
11. If necessary, change the support plan to meet the current needs of the student  
12. Record changes in the student’s support plan and case notes (no need to resubmit a revised 

Support Plan to DIS). 
13. Inform any internal and external services if the LSS support plan has been changed, where 

relevant (eg AASN provider, ESP). 
14. Speak with the student about the changes and the implications this may have on other 

services they access. eg Centrelink (DHS). 
15. Determine if new services are required and advocate for the student using “warm referral” 

approaches as outlined above. 
16. Check that the student is happy with the process. 

Compulsory LSS Consent Form 

Each student allocated hours of support in Learner Support Services will be required to sign a 
Consent to Disclosure/Exchange of Personal Information Form. The LSS Case Manager should 
ensure that they fully explain the meaning of the form; what kind of information will be shared; who 
it will or could be shared with; and for what purposes. 

Case Managers must ensure the student is adequately informed of the implications of granting or 
refusing consent and must have the capacity to understand, provide and communicate their consent. 
This Form must be forwarded to DIS and kept on file for DIS monitoring purposes.  

A guide for explaining the consent form to students is included with the form at the end of this pack. 



 

28                                                                    LSS Case Management Guidelines for Private Providers 2019/20 V 1.1 

 

Non-Client LSS Hours 

An important principle of LSS is to assist students to obtain support in the community rather than 
provide it through LSS, whenever this is an option. It is important for the sustainability of LSS funding 
that Case Managers develop effective relationships with referral agencies to leverage the services 
and resources that exist in the community for the benefit of LSS students. 

While the bulk of LSS hours should be expended on directly supporting students, it is a legitimate 
and encouraged use of hours to develop referral relationships with external agencies that provide 
support services (eg, health, legal, housing, cultural) or are involved in student’s living, learning and 
transition issues (eg Centrelink, jobactive, DES, ACE providers, AASN provider, other RTOs). 

It also a legitimate use of support hours to: 

• liaise and debrief with staff internal to the RTO or to other RTOs, including negotiating 
new LSS Service Agreements and managing those relationships,  

• provide general information about LSS to students via information sessions or other 
promotional activity,  

• administrative work to support LSS; and 
• travel time to visit other agencies or RTOs. 

For work that is on behalf of a specific student, the time can be recorded as hours of support against 
that student. 

In instances where this time cannot be attributed to an individual student the hours can be recorded 
using the Non-Client LSS Hours tab in the LSS data collection spreadsheet, enabling the RTO to 
invoice DIS for that time as delivery of LSS hours. 

Cross referral relationships 

A key aim for LSS is to ensure that students are supported to gain access to services available in 
the community as a priority, with LSS filling the gaps and providing and facilitating continuity of 
support during training. Regardless of which agency has case management responsibility across 
the living, learning and transition domains, the principle of partnerships between the service 
providers, government and non-government is critical. This means working collaboratively to 
develop, coordinate and review plans for the student who is a client in-common.  

Apprentices and trainees 

Employment matters for apprentices and trainees.  

An apprentice who is receiving LSS may, on occasion experience difficulties with their employer. It 
is not the role of the LSS Case Manager to mediate or advocate for the apprentice with their 
employer. Rather the LSS Case Manager should familiarise themselves with the apprenticeship 
information and support services provided by the AASN, DIS, or their Group Training Organisation 
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(if the student is attached to a GTO) and liaise with and provide warm referrals to these services on 
behalf of the apprentice. 

There are several support and information services that can be helpful for LSS Case Managers to 
contact and to refer apprentices and trainees. 

The Australian Apprenticeship Support Network (AASN) commenced on 1 July 2015. Three 
bodies are contracted as AASN providers in South Australia: 

• MAS National (consortium members are: MAS National; Career Employment Group Inc; 
Community Potential Foundation Limited; Gippsland Group Training Ltd; Inner North 
Group Training Ltd; and Work & Training) 

• MEGT (Australia) Ltd 
• Chambers Apprenticeship Support Australia Pty Limited 

Two broad types of services are provided by the AASN:  

• Universal services for all clients, providing essential administrative, payment processing 
and regular contact; and 

• Targeted services for employers and individuals assessed as needing additional support 
to complete the apprenticeship.  
 

https://www.australianapprenticeships.gov.au/about-aasn 
 
AASN Targeted services or ‘in-training support’ can include a range of supports for apprentices who 
are struggling or facing barriers to completion, including mentoring.  

As part of the normal case management approach within LSS, LSS providers will be expected to 
work with AASN providers to ensure the apprentice is receiving the supports they should from the 
AASN and filling in gaps where the AASN services do not meet the apprentice’s needs, within the 
normal bounds of LSS provision. 

In keeping with the eligibility rules for LSS, school-based apprentices are not eligible for LSS 
support. 

Group Training Organisations (GTO) employ apprentices and trainees and secure host employers 
to provide the hands-on work experience required. GTOs provide ongoing mentoring and support 
to their apprentices and trainees and can act as a mediator to resolve any workplace disputes or 
issues their apprentices or trainees may have with their apprenticeship/traineeship. They can also 
provide an alternative placement if this becomes necessary. If a student receiving LSS is employed 
by a GTO for their apprenticeship or traineeship, the LSS Case Manager should contact the GTO 
to liaise about the supports the student is or could be receiving from the GTO in the first instance. 
Support should be coordinated between the LSS Case Manager and GTO. For more information 
about GTOs see Group Training Australia, SA at http://gtasa.com.au/  

DIS Trainee and Apprenticeship Services (TAS) provides a toll-free information line for 
apprentices, trainees and their employers. This service can answer a broad range of questions about 

https://www.australianapprenticeships.gov.au/about-aasn
http://gtasa.com.au/
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apprenticeships and is responsible to approve training contracts and completions of those contracts. 
TAS can also assist with issues that might arise in the workplace between the employer and 
apprentice and are a good first port of call for resolving such matters. TAS also produces a detailed 
information booklet covering a broad range of matters to do with apprenticeships and traineeships 
for further information go to: https://www.skills.sa.gov.au/apprenticeships or call the TAS toll-free 
number 1800673 097. 

The Training Advocate provides a free, confidential consultation for apprentices and trainees and 
can advocate on behalf of an apprentice or trainee (or employer) in the resolution of any matters 
arising within the training system. See www.trainingadvocate.sa.gov.au for more information and 
contact details. 

The SA Industrial Relations Commission handles all formal grievances and disputes relating to 
training contracts. See www.industrialcommission.sa.gov.au for more information. 

Employment Services Provider Referrals 

Many students will be clients of Employment Service Providers (ESPs). These providers include 
jobactive and Disability Employment Services (DES). Clients of ESPs have a range of obligations 
placed on them in return for receiving unemployment benefits. This includes attendance at regular 
meetings with Centrelink or their provider and undertaking job searching activities. In general clients 
of ESPs cannot undertake training without the approval of their ESP and the ESP will refer and 
oblige them to undertake training if this is part of the Job Plan they develop with them.  

ESPs can provide support to their clients while in training, including paying course or materials fees, 
assistance with PPE, bus tickets, uniforms, clothes for interviews and a range of other supports 
depending on the need of the client and the relevance of the issue to completing the training or 
gaining employment. In addition, the ESP may have organised access to health support services or 
other external agencies and will have conducted some level of assessment of the ‘non-vocational’ 
support needs their client may have (particularly if the client has been assigned to the more intensive 
level of need).  

There are no hard and fast rules about what or how much financial support will be provided by an 
ESP to their clients. Often significant advocacy is required from the LSS Case Manager to obtain 
supports, including advocating for the clients ‘stream level’ to be reassessed to receive increased 
support due to complex life issues 

Since 1 July 2016 ESPs have been obliged to complete an ESP Referral Form for their clients to be 
able to access subsidised training. This form, with the relevant sections completed, is provided to 
RTOs by prospective students who are clients of an ESP as the first step in determining their 
suitability for training. Relevant information about their support needs should be included on the 
ESP Referral Form. 

http://www.trainingadvocate.sa.gov.au/
http://www.industrialcommission.sa.gov.au/
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Transition and pathway planning  

(Refer to the optional Student Exit Checklist, Exit Interview and Exit Statement forms in the 
Additional Resources section) 

A major goal of LSS is to ensure students go on to further study or employment and always leave 
LSS with the next step already planned and links made. Pathway and transition planning can take 
place at any stage during a student’s time with LSS, the earlier the better but always before the 
student has their final session with their Case Manager.  

This process should not be rushed through and sufficient time should be given to ensuring the 
student knows where they are going next and are effectively linked to (or back to) other supports for 
the next step on their path, whether that be further training, other educational opportunities or 
seeking employment. 

LSS Case Managers are strongly encouraged to make use of the LSS Referral Form (in the 
Additional Resources section) when linking a student to an external agency on exiting training. 

Guidance for transition and pathway planning 

• Identify with the student what they have achieved and what goals they are still working 
on. Reinforce their achievements. 

• Assist the student to connect or reconnect with any support services in the community 
and within their own support network. 
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• Develop a support plan with the student to ensure some continuity of care. Liaise with 
external providers prior to the student completing their VET course so that provisions for 
support are in place at exit. If required, extend the LSS support for up to 12 weeks post 
course through Post Course Transition Support (PCTS). 

• If another agency (Employment Services provider or health agency, for example) has the 
external primary case management of the student then involve them in the exit planning 
and make sure they know the student has completed or clarify the circumstances where 
the student has left or has not completed their vocational pathway. 

• Record future plans on the LSS Student Exit Form (see Additional Resources section). 
A copy of this form may be provided to the student for their use and reference after 
leaving LSS. 

• It is strongly encouraged for LSS Case Managers to use the LSS Referral Form if the 
student is being referred on to (or back to) an external agency as part of their transition 
(see Additional Resources section). 

• Leave the relationship with the student positive and open for future contact if the service 
is required again. 

• The Exit Checklist is a useful reminder to make sure all steps have been covered (in 
Additional Resources section). 
 

LSS Scenarios 

The following scenarios are typical situations presented to LSS Case Managers. There are no 
absolute answers for each of the six scenarios; however, the following is a guide to determining the 
course of action when working with students. 

For ALL the scenarios, consider: 

• Is the student eligible for LSS and what level is their complexity? 
• Is the student open to planning for ongoing support through LSS and willing to consent 

to information sharing? 
• What are the existing support strategies within your organisation or the referring RTO to 

support the student (outside of LSS ie. learning support, study groups, peer support, 
resubmissions, extensions, leave taking)? 

• What current external support services are being provided to the student - is it useful for 
you to make connections with those existing supports? 

• What referrals to external services would be helpful? (e.g. GP, health service, counselling 
service, accommodation service, legal advice, support groups etc). 

• How best to engage with the particular student (do they prefer face-to-face, would regular 
meetings be helpful? Or do they prefer texts/email/phone calls?). 

• Record keeping requirements. 
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Scenario 1 

A trainer has noticed that the attendance and class-behaviour of one of their students has become 
erratic. The student is attending class on an ad hoc basis, has not completed the last two 
assignments and has become withdrawn.  The trainer has approached the student with no success.  
The trainer comes to you for advice. 

What do you do?  

The student agrees to meet with you and a story unfolds. The student has a recent medical issue, 
which is creating anxiety and is impacting on her family, emotionally and financially. The student 
has few supports as she has separated from her partner. The student has 3 young children, one 
under 4, and the others of school age. The student says she feels that there may be no alternative 
but to discontinue with learning. The student is extremely agitated about this, as she had focused 
on a career that would enable her to support her family. 

What do you do?  

Later, the student contacts you and informs you that the medical condition will be ongoing.  She 
presents with depression and explains that she is having difficulty with childcare and getting her 
children to school. 

What do you do?  

Reflective Practice: Discuss what you would do with your colleagues/supervisor. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

In addition to the general considerations listed above, consider the following: 

• how to engage with the trainer? (do they need to know the specifics or just need to know what’s 
required to support the student? Can you negotiate for further adjustments/extensions, etc.?). 

•what type and amount of study skills support may be required to assist with helping the student 
to catch up on her assignments? 

•what health related support groups could the student connect with and is open to referral? 

•make connections with the student’s GP and other health professionals to discuss what may be 
helpful in the learning environment. Does the student have supports in place in relation to her 
anxiety –if not can you make a referral? 

•are there alternative childcare organisations you could refer the student to? Is she accessing the 
financial support available to her for childcare? 

•what financial support agencies could the student be connected to? 
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Scenario 2 

You have been contacted by a trainer about a new student whom they think will need additional 
support due to their low levels of spoken English and stress related depression. The student speaks 
about his history and experiences as a new migrant. He presents with a moderate level of spoken 
English, low self-esteem and is highly stressed. During a lengthy discussion, the student discloses 
that his family has not been able to join him in Australia and there are significant financial barriers 
to this occurring unless he can get a job. 

What do you do?  

Just before your second meeting with the student you are informed by the trainer that he is struggling 
with assignments and has become very withdrawn in class. 

 

What do you do?  

Reflective Practice: Discuss what you would do with your colleagues/supervisor. 

 

In addition to the general considerations listed above, consider the following: 

• How to liaise with the employment services provider (e.g. is the ESP aware of the range of 
issues, what supports can they provide etc.?) 

•Were the student’s language needs/gaps properly assessed by the referring RTO before 
accepting him into training? What type and amount of study skills support may be required? 

•Is the student enrolled at the right level regarding his level of English proficiency? Is course 
counselling required?  

•What services could he access for support in the community? 

•Making connections with cultural support groups and Migrant services. 

•Making connections with the student’s GP or other health support professionals. 
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Scenario 3 

A student hears about Learner Support Services and asks his trainer about it.  The trainer informs 
you and you contact the student.  The student discloses why he has come to see you and asks for 
assistance as he is on ‘home detention’ and has not reported into Correctional Services.  He has no 
money for transport or his mobile phone.  The student explains why he was imprisoned.  He has no 
family except for a parent who is ill. He describes his carer’s role and how this may impact on his 
life. He has no friends and does not interact with many people.   

What do you do?  

The student later discloses that he has been struggling with life and feels as if ‘he ‘can’t go on’.  He 
is disappointed in himself because he thought he could manage. He wants to complete his course 
because he has always wanted to be a mechanic. 

What do you do?  

Reflective Practice: Discuss what you would do with your colleagues/supervisor. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

In addition to the general considerations listed above, consider the following: 

• How to liaise with and advocate on behalf of the student with correctional services. 

•Making connections with the student’s GP for a GP Mental Health Plan. Contacting a mental 
health support service. 

•Making connections to carers associations and investigating whether the student is formally 
registered as a carer for his parent and is accessing any financial supports for carers that are 
available. 

•What other types of financial assistance is required? Could assisting to obtain food parcels free 
up money for transport or phone credit. Would some ad hoc LSS expenditure on fuel vouchers or 
bus tickets be appropriate to enable him to get to the course? 

•Assist the student to make connections with mechanical associations/hobby groups to 
encourage positive community involvement. 
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Scenario 4 

A student requests to see a LSS Case Manager.  The student discloses that she is a diabetic and 
that she does not feel comfortable glucose testing in class. She expresses that the condition, 
although under-control, does influence her concentration and that she is starting to struggle with her 
learning and is missing some classes. She also reveals that she thinks she has undiagnosed 
dyslexia which is causing difficulties with her study.  

What do you do? 

Reflective Practice: Discuss what you would do with your colleagues/supervisor. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

In addition to the general considerations listed above, consider the following: 

• Do you need to develop a disability access plan that includes any adjustments the student may 
need in class or to her studies? 

•Clarifying with the student that it would be beneficial for the trainer to understand her support 
needs and offering to assist with disclosure if she chooses that path.  

•How to advocate on behalf of the student with the trainer (assignment extensions, extra classes, 
one-on-one assistance). 

•What current support services are being provided to the student? (e.g. does she have a health 
practitioner who is helping her manage her condition? Is it worth having a conversation with that 
person to make sure best advice is being provided in the learning environment?). Is she 
connected to Diabetics SA or other supports? 

•Would the student be open to a guest speaker coming to the class to describe diabetes, its 
effects and management as a way of normalising the condition with the class? 

•What type and amount of study skills support may be required? What is available within the 
referring RTO? Does the trainer understand teaching strategies that support students with 
dyslexia?  

•Has the student considered seeking an assessment for dyslexia? Does she know how might she 
go about doing that? Investigate the Australian Dyslexia Association for links to support, advice 
and assessment options. If she is a client of an ESP, she may be able to be assessed or get 
support from her provider. 

 



 

37                                                                    LSS Case Management Guidelines for Private Providers 2019/20 V 1.1 

 

Scenario 5 

A trainer approaches a LSS Case Manager with concerns about one of the students who until 
recently has been attending class and achieving excellent results and who has voluntarily agreed to 
speak with a LSS Case Manager. In the discussion, the student discloses that she has had a recent 
split from her long-term partner, is unsure of her accommodation, is struggling emotionally and has 
lost all confidence.  She reveals that that the split with her partner was due to domestic violence and 
is fearful that her partner will ‘come after her’. The trainer has given assignment extensions but the 
student has not discussed the issues with the trainer, who is concerned for her. The student is 
finding it hard to concentrate and has not handed up her two most recent assignments despite the 
extensions.  She has no family in the state and is feeling alone. 

What do you do?  

Reflective Practice: Discuss what you would do with your colleagues/supervisor. 

 

 
In addition to the general considerations listed above, consider the following: 

• Is the student connected to domestic violence support agencies, particularly in relation to 
obtaining an apprehended violence order? 

•Does the RTO need to be aware of the potential for her partner to follow her training or to be 
aware of any current AVO? 

•Is study skills support required? What is being provided by the referring RTO? 

•Renegotiating extensions with the trainer – discuss the option of disclosing the issues to the 
trainer. 

•What kind of personal support may be required (e.g. regular visits to debrief with you, referral to 
personal counselling etc.)? 

•How to assist the student obtain appropriate accommodation. 

•Making connections with social and support groups. 

•Referral to legal advice if needed re the partnership separation. 
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Scenario 6 

You have been contacted by an employment services provider about a client who would like to enrol 
in a course at your RTO and for whom they think extra support will be required.  Before referring the 
client formally to training the ESP asks whether you can discuss her options with her. The potential 
student is returning to study after having been ‘a stay at home mum’ for the past 10 years.  Her 
children are of school age and she has attended a re-engagement course arranged through her 
employment services provider.  She would like to have a nursing career but lacks confidence and 
has some health problems.  She did not complete her senior school year and her previous job was 
in retail. She expresses anxiety about how she is going to manage her study and home life.  She is 
particularly worried about her maths skills. 

What do you do?  

Reflective Practice: Discuss what you would do with your colleagues/supervisor. 

 

 

 

 

 

 

 
 
 
 
 
 

In addition to the general considerations listed above, consider the following: 

• Is she in the right course? Reconfirm her understanding of the types of jobs/careers associated 
with the course she is doing. Consult the staff who undertook her Upfront Assessment of Need to 
gauge their findings of her readiness for the course.  

•Check the results of the potential student’s foundation skills online assessment (SRNI). If she 
was assessed as not needing any further assessment, should the trainer be alerted to the 
student’s concerns about her maths skills so that she can be further tested in this area? 

•Is LSS study skills support likely to be required to assist her to organise her time etc? What else 
is available within the referring RTO?  

•What kind of personal support may be required (e.g. regular visits to debrief with you, referral to 
personal counselling etc.)? 
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LSS Case Manager’s Induction Checklist 

The checklist below is provided as a resource, which may be used in conjunction with the RTO 
existing induction processes. It contains additional information and requirements specific to Learner 
Support Services which the LSS Case Manager should be inducted into to be able to carry out their 
LSS case management role effectively. 

Overview of the work environment and RTO policies and procedures. The LSS Case Manager: 

 Has read the LSS RTO relevant policies and procedures 

 Understands compliance requirements under relevant legislation  

 Completed any mandatory training required for the position 

 Is familiar with other services available within the organisation 

Overview of the LSS Case Manager role: 

The LSS Case Manager has read/completed the following: 

 All parts of the LSS Operational Guidelines 

 The LSS scenarios and reflective practice 

 Is familiar with and confident in collecting LSS data  

 Understands how to complete the compulsory LSS forms and where to send them, copies 
are kept in a secure place  

 Understands the context of the LSS Case Manager role within the employing organisation 

Communication systems 

The LSS Case Manager understands/has established lines of communication with: 

 Colleagues (other LSS Case Managers and RTO support staff) 

 Trainers 

 Other RTOs with students enrolled in courses on the STL 

 AASN providers and ESPs 

 Other relevant external service providers 

Professional Development (PD). The LSS Case Manager: 

 Recorded/discussed PD opportunities for maintenance of standards 

 Met professional membership/standards and aware of PD available for members (if required) 
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Compulsory LSS Forms  

The following section includes the LSS forms that must be completed by the LSS Case Manager: 

LSS Training Support 

• LSS Consent Form (forward to DIS mailbox recorded in the LSS Funding Deed) 
• LSS Support Plan (forward to DIS mailbox recorded in the LSS Funding Deed) 

LSS Post Course Transition Support  

• LSS Post Course Transition Support Consent Form (forward to DIS mailbox recorded in 
the LSS Funding Deed) 

• LSS Post Course Transition Support Plan (forward to DIS mailbox recorded in the LSS 
Funding Deed) 

LSS Training Support and Post Course Transition Support 

• Quarterly Report Template (one completed template each quarter in line with the LSS 
Funding Deed reporting and payment dates) 

• Case Study Template (at least two completed case studies per quarter) 
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Each student who is assessed as eligible and granted active status in Learner Support Services will 
be required to sign a Consent to Disclosure/Exchange of Personal Information form. The LSS Case 
Manager should ensure that they fully explain the meaning of the form; what kind of information will 
be shared; who it will or could be shared with; and for what purposes.  

When explaining the form to the student the following points should be covered: 

• To take part in LSS, it is a requirement to sign the form. 
• RTO and DIS staff are bound by rules in relation to the sharing of personal information. 

Agencies external to the RTO and to the South Australian Government are not bound by the 
South Australian Privacy Principles.  

• However, only information that is relevant and necessary to share to support the student and 
address issues they are presenting with will be shared.  It will be on an as-needs-basis. 

• Information that is required for data analysis and reporting will also be provided to DIS staff. 
Nothing that is reported will publicly identify individuals. 

• The ‘parties’ referred to in the form include: 
o Any relevant RTO staff who may be involved in provision of support or training or other services 

to the student, including an external RTO if the student is not enrolled with the LSS RTO. 
o Any relevant DIS staff for the same reasons and/or for the purposes of data analysis and 

reporting. 
o Any relevant external agency that the LSS Case Manager interacts with to support the student. 
o Any external agency nominated by the student, that the student is a client of.  
o Any private individual that the student nominates.  
o Any health practitioners that the student nominates.  

• Any private individual or health practitioner nominated by the student should be noted on the 
back of the consent form and co-signed by the student. 

• Any organisation that requires to be specifically listed before sharing information can also be 
noted on the back of the form and co-signed by the student 

• In instances where LSS Post Course Transitions Support is being provided, employers of LSS 
clients should be listed on the back of this form and co-signed by the LSS client and the 
employer. 

• If the student has concerns about giving permission for their information to be shared with 
people, this should be explored with them prior to signing: 

o However, all parties as listed above will be covered by the student signing the consent form as 
a condition of participation in LSS. 

o In the case of employers, LSS Case managers will discuss with the student the information to 
be shared with employers prior to disclosing any information. 

• In the case of Post Course Transition Support, Case Managers will discuss with employers the 
importance of maintaining confidentiality about any information shared about the student/new 
employee. Case Managers will record that this discussion has taken place on the consent form. 
The Case manager will also recap the discussion in an email to the employer. 

• There is no specific end date for the consent form as data collected on the student’s outcomes 
(for instance) will be collated into reports and databases that are likely to exist for many years. 
However, sharing of personal information will only occur for purposes recorded on the consent 
form, and only related to Learner Support Services.  

GUIDANCE ON THE LSS CONSENT FORMS 
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Learner Support Services (LSS) is designed to provide students with one-on-one support while studying with the aim of 
helping to deal with life, learning and transition issues affecting their studies.  To provide coordinated support and to 
monitor student success, agreement from students is needed for LSS Case Managers to share information about the 
student with relevant people and organisations. 

As a Participant in Learner Support Services, I agree to the South Australian Department for 
Innovation and Skills (DIS) sharing my personal information, including my academic results and 
details of the support provided to me, with all parties involved in the LSS Program for the purposes 
of: 

• Tracking my progress with my VET studies 
• Ensuring effective support is provided to me. 
• Referring me to agencies that can provide me with more support or other related services. 
• Tracking my progress with transitioning to further training and/or employment. 
• Providing me with information about further training and/or employment opportunities. 
• Statistical analysis, evaluation and reporting of my participation in the LSS program. 

Information held by DIS is subject to the ‘Information Privacy Principles’ issued by the South 
Australian Department of Premier and Cabinet.  I understand that personal information that has 
been collected, used and stored will be dealt with by DIS in accordance with the relevant privacy 
guidelines. 

I understand the meaning of this form and agree to the use of my personal information as described 
above. 

FULL NAME:  ______________________________________________________ 

SIGNATURE:  _________________________________DATE: ____/_____/_____ 

Note: If person giving consent is under 18 years of age at the time of giving consent, then the consent of their guardian 
is required 

PRINT FULL NAME OF GUARDIAN: ___________________________________________  

SIGNATURE OF GUARDIAN: __________________________ DATE: ____/_____/____ 

Personal information held by DIS is subject to the ‘Information Privacy Principles’ issued by the South Australian Department of Premier 
and Cabinet and may only be used for the purpose in which it has been collected.  “Personal Information” means information or an opinion 
(including information or an opinion forming part of a database), whether true or not, and whether recorded in a material form or not, about 
an individual whose identity is apparent, or can reasonably be ascertained, from the information or opinion. 

LEARNER SUPPORT SERVICES CONSENT FORM 
CONSENT TO DISCLOSURE/EXCHANGE OF PERSONAL INFORMATION 
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The following organisations or service providers are nominated as specifically included in the 
exchange of personal information between parties involved in the LSS program as needed and in 
accordance with the information provided on page one of this form: 
 
Name of Organisation/Service Provider 1   __________________________________________  
 
 
Name of Organisation/Service Provider 2   ___________________________________________  
 
 
Name of Organisation/Service Provider 3   __________________________________________  
 
 
 
I acknowledge that the above organisations are specifically noted as being included in the exchange 
of personal information about me for the purposes described on page one of this form. 

FULL NAME:  ______________________________________________________ 

SIGNATURE:  _________________________________DATE: ____/_____/_____ 

Note: If person giving consent is under 18 years of age at the time of giving consent, then the consent of their guardian 
is required 

PRINT FULL NAME OF GUARDIAN: ___________________________________________  

SIGNATURE OF GUARDIAN: __________________________ DATE: ____/_____/____ 

 

 

 

LEARNER SUPPORT SERVICES CONSENT FORM 
CONSENT TO DISCLOSURE/EXCHANGE OF PERSONAL INFORMATION 
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Learner Support Services (LSS) Post Course Transition Support is designed to provide students who have completed 
a qualification with one-on-one support to successfully move into further study or employment.  To provide coordinated 
support and to monitor success, agreement from students is needed for LSS Case Managers to share information about 
the student/new employee with relevant people and organisations. 

As a Participant in Learner Support Services, I agree to the South Australian Department for 
Innovation and Skills (DIS) sharing my personal information, including my academic results and 
details of the support provided to me, with all parties involved in the LSS Program for the purposes 
of: 

• Ensuring effective support is provided to me in transitioning to further training and/or 
employment. 

• Referring me to agencies that can provide me with support or other related services. 
• Providing me with information about further training and/or employment opportunities. 
• Statistical analysis, evaluation and reporting of my participation in the LSS program. 

Information held by DIS is subject to the ‘Information Privacy Principles’ issued by the South 
Australian Department of Premier and Cabinet.  I understand that personal information that has 
been collected, used and stored will be dealt with by DIS in accordance with the relevant privacy 
guidelines. 

I understand the meaning of this form and agree to the use of my personal information as described 
above. 

FULL NAME:  ______________________________________________________ 

SIGNATURE:  _________________________________DATE: ____/_____/_____ 

Note: If person giving consent is under 18 years of age at the time of giving consent, then the consent of their guardian 
is required 

PRINT FULL NAME OF GUARDIAN: ___________________________________________  

SIGNATURE OF GUARDIAN: __________________________ DATE: ____/_____/____ 

Personal information held by DIS is subject to the ‘Information Privacy Principles’ issued by the South Australian Department of Premier 
and Cabinet and may only be used for the purpose in which it has been collected.  “Personal Information” means information or an opinion 
(including information or an opinion forming part of a database), whether true or not, and whether recorded in a material form or not, about 
an individual whose identity is apparent, or can reasonably be ascertained, from the information or opinion. 

 

LEARNER SUPPORT SERVICES POST COURSE TRANSITION SUPPORT CONSENT FORM 
CONSENT TO DISCLOSURE/EXCHANGE OF PERSONAL INFORMATION 
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The following organisations or service providers are nominated as specifically included in the 
exchange of personal information between parties involved in the LSS program as needed and in 
accordance with the information provided on page one of this form: 

Name of Organisation/Service Provider 1   __________________________________________  

Name of Organisation/Service Provider 2    

Name of Employer:   ___________________________________________________________  

I acknowledge that the above organisations are specifically noted as being included in the exchange 
of personal information about me for the purposes described on page one of this form. 

STUDENT FULL NAME:  _______________________________________________________  

SIGNATURE:  _______________________________________  DATE:  __________________  

Note: If person giving consent is under 18 years of age at the time of giving consent, then the consent of their guardian 
is required 

PRINT FULL NAME OF GUARDIAN:  _____________________________________________  

SIGNATURE OF GUARDIAN:  _________________________  DATE:  __________________  

EMPLOYMENT: 

I have discussed the importance of maintaining confidentiality of any personal information shared 
with the employer of the LSS student listed on this form. 

LSS CASE MANAGER NAME:  __________________________________________________  

SIGNATURE: _______________________________________  DATE:  __________________  

  

LEARNER SUPPORT SERVICES POST COURSE TRANSITION SUPPORT CONSENT FORM 
CONSENT TO DISCLOSURE/EXCHANGE OF PERSONAL INFORMATION 
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As a Participant in Learner Support Services, I agree that the following assessment is an accurate reflection of the issues I have discussed with 
the LSS Case Manager and I agree to participate in the planned support as outlined in the support summary below. 

Student: ……………………………………….................................................................................  DOB   ………………………………………………. 

Unique Student Identifier ID Number:   …………………………Name of Course:  ………………………………………………………………………….. 

Enrolled with a registered training provider in a qualification on the DIS STL          WorkReady ID Number ……………………………………….. 
 

LSS Domain 
 

Identified Difficulties  MODERATE 
COMPLEXITY 

HIGH 
COMPLEXITY 

 

SUMMARY OF 
PLANNED SUPPORT 
(circle all that apply) 

COMMENTS ON PLANNED 
SUPPORT STRATEGIES 

LIVING Personal, social, emotional, 
family & cultural 

Disability 

 Health 

Accommodation 

Finance/Income 

Legal issues 

Transport issues 

 
 
 
 
 
 
 

 
 
 
 
 
 
 

 

Personal support 

 

Internal referral and 
liaison 

 

External referral and 
liaison 

 

LSS SUPPORT PLAN 
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LSS Domain 
 

Identified Difficulties  MODERATE 
COMPLEXITY 

HIGH 
COMPLEXITY 

 

SUMMARY OF 
PLANNED SUPPORT 
(circle all that apply) 

COMMENTS ON PLANNED 
SUPPORT STRATEGIES 

LEARNING Attendance 

Classroom/campus 
environment 
Study Skills 

Course Expectations 

Lecturer/Student Interactions 

English Language issues 

Literacy & Numeracy issues 

 
 
 
 
 
 
 

 
 
 
 
 
 
 

In–class support 

Study skills support 

Internal referral and liaison 

External referral & liaison 

 

TRANSITION Study Transition 

Employment Transition 

ESP/Centrelink issues 

 
 
 

 
 
 

Guidance 

Planning 

Vocational placement 

External referral and liaison 

 

STUDENT: SIGNATURE:  __________________________   DATE:  ____________________  

CASE MANAGER SIGNATURE:  ____________________   DATE:  ____________________  

Personal information held by DIS is subject to the ‘Information Privacy Principles’ issued by the South Australian Department of Premier and Cabinet and may only be used for the purpose in which it has been collected. “Personal Information” means information or an 
opinion (including information or an opinion forming part of a database), whether true or not, and whether recorded in a material form or not, about an individual whose identity is apparent, or can reasonably be ascertained, from the information or opinion 
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As a Participant in Learner Support Services Post Course Transition, I agree that the following assessment is an accurate reflection of the issues 
and supports I have discussed with the LSS Case Manager and I agree to participate in the planned support as outlined in the summary below. 

Participant Name: ………………………………………………………………………………….….. DOB: ………………………………………………… 

WorkReady ID Number: ………………………………. Name of Course Completed: ………………………………………………………………… 

Participated in a Qualification Project:             Transitioning to Further Study:             Transitioning to Work:   
LSS Post Course 

Transition 
Domain 

Challenges identified 
Tick all that apply 

SUMMARY OF PLANNED 
SUPPORT SERVICES 
Circle all that apply 

COMMENTS ON PLANNED SUPPORT 
STRATEGIES 

LIVING Personal, social, emotional, family & 
cultural 
Disability 

Health 

Accommodation 

Finance/Income 

Legal issues 

Transport issues 

 
 
 
 
 
 
 

LSS Services: 

Learning Support 

External referral and liaison  

Internal referral and liaison  

Personal support 

 

LSS Post Course Transition 
Services: 

 

FURTHER STUDY  

 

Transition issues 

Study Skill development needs 

Literacy & Numeracy issues 

 
 
 

LSS POST COURSE TRANSITION SUPPORT PLAN 
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LSS Post Course 
Transition 

Domain 

Challenges identified 
Tick all that apply 

SUMMARY OF PLANNED 
SUPPORT SERVICES 
Circle all that apply 

COMMENTS ON PLANNED SUPPORT 
STRATEGIES 

Need for ongoing LSS 

No specific issues identified 
 
 

Support Planning 

Transition Support 

Employer Interactions 

Career Development 

EMPLOYMENT  Transition issues 

Career Development 

No specific issues identified 

 
 
 

DELAYED 
TRANSITION 

Relevant Living issues as above 

Relevant Learning issues as above 

Not yet gained employment 

Not yet gained further study place 

 
 
 
 

PARTICIPANT SIGNATURE:  __________________________  DATE:  __________________  

CASE MANAGER SIGNATURE:  _______________________  DATE:  __________________  

Personal information held by DIS is subject to the ‘Information Privacy Principles’ issued by the South Australian Department of Premier and Cabinet and may only be used for the purpose in which it has been collected. “Personal Information” means information or an 
opinion (including information or an opinion forming part of a database), whether true or not, and whether recorded in a material form or not, about an individual whose identity is apparent, or can reasonably be ascertained, from the information or opinion 
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LSS training support    LSS Post Course Transition Support  

Age, gender, course name and level, RTO enrolled with:  

 

Equity Demographics (sole parent, woman returning to work, student with disability, Indigenous 
student, subject to Justice system, is or was under Guardianship of the Minister, low socio-economic 
circumstances): 

 

Issues Presented: Brief description of the student’s issues and how these have impacted on their 
study 

 

Support Provided: Brief description of the services and how many hours of support provided by 
LSS Case Manager and tutors (funded by LSS) and other RTO staff (if known) 

 

External agency liaison: Brief description of any referrals to external agencies for support or liaison 
with case managers in external agencies (eg employment services, mental health worker etc) and 
any issues (positive or negative) 

 

Interactions with enrolling RTO: Brief description of any issues (positive or negative) in relation 
to provision of support to student in external RTO 

 

Progress/Outcomes: Course progress (completed, progression, withdrawal), retention status, 
other improvements (eg attendance, engagement, behaviour), employment outcomes (if known). 

 

LSS CASE STUDY TEMPLATE 
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LSS 2019/20 – QUARTERLY REPORT 

Period covered by this report: eg First Quarter 2019/20 

• Total number of students who have received LSS support to date in this contract - # 
• Number of Students who have received LSS support for the quarter - #  
• Number of Students withdrawn/exited from LSS for the quarter- # 
• Number of Students completed qualification for the quarter - # 
• Confirmed number of jobs attained post qualification for the quarter - # 
 
Completions 
for the 
quarter#. 

Qualification 

 Insert additional rows as needed 

 TOTAL  
 
Confirmed 
jobs for the 
quarter, #. 

Description (full or part-time, apprenticeship, etc) 

 Insert additional rows as needed 

 TOTAL  
 
Reasons for withdrawal/exit from LSS and/or training (summary of reasons) for the quarter: 
Insert additional rows as needed 

 
List of courses for which LSS was provided for the quarter:  
Insert additional rows as needed 
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Referral Sources (to LSS) for the quarter: 
Insert additional rows as needed 

 
External RTOs supported for the quarter: 
Insert additional rows as needed 

 
Student issues presented for the quarter: 
Insert additional rows as needed 

 
Liaison/referral with the following support organisations/agencies for the quarter: 
Insert additional rows as needed 

 
Issues to report/discuss: 
 
 
 
 
 
 
 
 
 
 
 

 
All evidence forms and consent forms for all students who have received LSS to date for 
2019/20 have been completed and forwarded to DIS mailbox as recorded in the LSS 
Funding Deed: Yes/No 
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