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1. BACKGROUND TO SERVICE PROVISION 

GUIDELINES 

1.1 PURPOSE OF THESE SERVICE PROVISION GUIDELINES 

The Tirkandi Inaburra Cultural and Development Centre (Tirkandi) Service Provision 

Guidelines (SPGs) provide all Tirkandi staff and key partner agencies including the 

Department of Communities and Justice (DCJ) and the NSW Department of Education (DOE) 

with: 

• core policies and procedures 

• application, intake, referral and transition processes and requirements 

• an operational framework including the program structure, case management, planning, 

exit, graduation and post program support 

• data requirements for recording actions and outcomes. 

 

The SPGs are designed to ensure the integrity of the model and operate in conjunction with 

applicable DCJ and DOE school policies and procedures. DOE, DCJ and community within the 

Murrumbidgee catchment area are responsible for submitting and sponsoring applications, 

transition and support for young Aboriginal people pre, during and post participation in the 

Tirkandi program. Tirkandi are responsible for case management and the implementation of 

the cultural and skills development program for boys for the duration of the program; while 

DOE retains responsibility for their education and learning during the program and post 

program support. These SPGs describe the roles and responsibilities for these processes.  

Through the SPGs, Tirkandi staff are supported to demonstrate consistent work practices 

with boys and their families, internal and external stakeholders and other partners. These 

SPGs provide the processes and tools that assist staff to achieve this. 

Consistent work practices across the Tirkandi program will improve: 

• consistency of case management, planning and learning for boys 

• quality of outcomes for bouts 

• access to services and supports for boys during the program and form boys and their 

families post program 

• participation of boys, families, DCJ and schools in planning and decision-making 

processes. 

 

These SPGs also provide information that allows Tirkandi staff to use key goal-setting tools, 

record key case management and planning data. This will streamline application, case 

management, planning, reporting and data collection procedures.  

 

These SPGs also have a vital role to play in the collection of data and data management. It is 

extremely important that those preparing Case Plans, exit, post support and Individual 

Learning Plans and data entry comply with program policies and requirements to ensure 
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necessary information is collected which will demonstrate the impact of programs delivered 

in Tirkandi. 

1.2 REVIEW OF THE GUIDELINES 

These SPGs will be reviewed annually with the key partner agencies, DCJ and DoE, and no 

changes will be made to this document without the agreement of these parties. 
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2. OVERVIEW OF THE TIRKANDI INABURRA 

PROGRAM 

2.1 WHAT IS TIRKANDI INABURRA? 

Tirkandi is a culturally based residential education, culture and support program for 

Aboriginal boys between the ages of 12 and 15. The Tirkandi Inaburra Cultural and 

Development Centre (Tirkandi) was founded in 2000 and a purpose-built centre opened in 

2005.  

Initially conceived as a diversionary program from the juvenile justice system and funded by 

the NSW Attorney General’s Department, Tirkandi is now funded by DCJ through Targeted 

Earlier Intervention (TEI).  

The Centre is located on Wiradjuri land near Coleambally, Central Southern NSW, and draws 

from an identified and agreed catchment area from South Western NSW. The program aims 

to provide supports as close to home as possible for boys and their families who are 

experiencing vulnerability, ensuring that the residential experience provides a stable, safe and 

nurturing environment where boys can thrive. 

The Tirkandi program is offered to up to 14 boys over a standard school term (usually ten 

weeks) on a voluntary basis. The program components include: 

• an immersive and supportive experience 

• intensive numeracy and literacy education 

• a focus on cultural strengths and identity 

• an integrated and holistic approach to youth development 

• engaging families.  

 

The program is voluntary and targeted at Aboriginal boys who are seen to be at risk of 

disengaging from school and society and struggling to develop the resilience and necessary 

life skills to live and thrive in Australian society. Tirkandi aims to support Aboriginal youth to 

nurture their own resilience, develop self-confidence, identity and cultural pride to thrive in 

their communities. 

The facility comprises:  

• two accommodation blocks and two staff offices as well as kitchen and laundry facilities 

• four self-contained units for visiting families and teachers  

• cultural spaces, campfire and walks 

• manager’s self-contained unit 

• an administration block 

• leisure facilities 

• arts facilities  

• garages, vehicles and outbuildings.  
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2.2 ABORIGINAL FAMILIES AND COMMUNITIES 

The following provides an important context for effective work with Aboriginal boys, 

families and communities. 

• Aboriginal-Australians understand the concept of ‘family’ differently to non-Aboriginal 

Australians. The Aboriginal family system has an extended family structure, as opposed 

to the nuclear or immediate family structure which is common in Western society. This 

extended family concept rarely aligns with government definitions and/ or policy 

frameworks.  

• The Aboriginal extended family is the best place for an Aboriginal child to grow up. 

Children need to grow in love and laughter, safe in the knowledge of who they are, 

both biologically and culturally, and to whom they belong i.e. Aboriginal kinship and 

community ownership.  

• Most parents, including Aboriginal parents, have the potential to nurture and care for 

their children. In Aboriginal communities, this nurture and care is also the responsibility 

of the child’s extended family. Appropriate role models and guidance will ensure that all 

parenting potential is realised. Aboriginal families will be able to provide quality care 

and nurturing in culturally appropriate models (e.g. involvement of community etc).  

• Involvement of the child’s extended family is important, including other family members 

or others who are considered by the child and themselves to be part of the family 

system. 

• Respect for and understanding of history, heritage and culture should be at the 

foundation of any work with Aboriginal children, boys their families and their 

communities. Without such respect and understanding, any work with Aboriginal 

children and boys will fail to recognise valid and culturally important impacts on their 

lives and the lives of their families.  

• The lifestyles, health and safety factors experienced by many Aboriginal families and 

their communities are diverse and differ from family to family and community to 

community. Recognising this and taking a more tailored approach, as opposed to 'one 

size fits all' will allow for culturally appropriate and relevant programs to be established 

and encourage greater/ improved outcomes. This may include using methods and 

language, which may be considered different or unusual in order to promote the health 

and safety of Aboriginal children and boys.  

• Families are the foundation for Aboriginal communities. The power of change and its 

positive effects is within the individual, the family and the Aboriginal community. The 

ability of all of these to work together will allow for the effects of change to be 

implemented in ways which are of benefit to all involved and will begin to ensure that 

Aboriginal families are strengthened in their family unit, their life skills and within their 

Aboriginal culture and community. 

2.3 PHILOSOPHY, PRINCIPLES AND VALUES 

 



Tirkandi Inaburra Service Provision Guidelines 

 

 

 

6 

 

PHILOSOPHY 

The Tirkandi Inaburra philosophy is based above all on promoting resilience. It aims to 

empower Aboriginal youth to develop and draw on their own resilience in order to take 

responsibility for their lives, develop strategies to deal with their problems and minimise the 

risk of becoming involved in the criminal justice system. The promotion of cultural pride, 

identity and self-confidence in Aboriginal boys is seen as central to the development of 

resilient young men. 

PRINCIPLES 

The Tirkandi program is based on the following principles.   

• Voluntary participation 

• A select school for boys with potential 

• Cultural relevance and involvement of elders 

• Promoting self-confidence and identity  

• Challenging activities targeted to individual needs 

• Acting always in the best interests of participants  

• Providing a safe, secure and challenging environment for participants 

• Engagement with families/ carers and communities  

• Aboriginal community-controlled 

• Responsiveness to youth and community needs 

• Working in partnership with government and non-government agencies 

• Equity of access across communities in the catchment area 

• Empowering participants to return to their communities 

PARTICIPANT VALUES AND BEHAVIOURS 

Participants are expected to engage with the program and agree to the following values and 

behaviours while they are at Tirkandi.  

• Have respect                 

• Behave well 

• Keep clean 

• Stay safe 

• Have a go and try your best 

2.4 PROGRAM AIMS 

AIMS 

The Tirkandi program aims to support Aboriginal boys to nurture their resilience, develop 

self-confidence, identity and cultural pride to thrive in their communities. It does this by: 

• promoting cultural pride, identity and self-confidence in Aboriginal you 
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• developing and promoting the education, training and employment potential of 

Aboriginal youth 

• supporting family healing through making strong links with other services 

• building strong relationships between Aboriginal elders and boys 

• empowering participants to engage with their communities and link them to 

community-based services and networks. 

2.5 PROGRAM OUTCOMES 

The outcomes of Tirkandi interventions align with the NSW Human Services Outcomes 

Framework.  The Framework provides a consistent way to understand and measure the 

outcomes across DCJ’ programs and services and build the evidence base about what works. 

The Framework specifies seven wellbeing domains against which NSW agencies and non-

government organisations measure outcomes. 

1. Social and community 

2. Education and employment  

3. Empowerment  

4. Economic 

5. Safety 

6. Health 

7. Home  

 

Figure 1 outlines the Tirkandi outcomes hierarchy, developed through workshops with 

program staff, managers and agency stakeholders. It makes explicit the expected outcomes 

in a causal chain to be tracked over time, to identify at what point in its delivery a program or 

activity is not achieving what is intended. It also informs what evidence Tirkandi managers 

should collect to judge the value of (evaluate) any aspect of the service. 

The hierarchy starts with the bottom blue box, which describes the key features of the 

program that are necessary for successful implementation. Moving up, the green boxes 

outline the ‘implementation outcomes’—what the program should expect to see during 

delivery. If implementation outcomes are achieved, the program should expect to see the 

client outcomes in orange. These are divided by the Framework domains that Tirkandi 

contributes to, and move from immediate, to intermediate, to long-term. It can be assumed 

that Tirkandi has less control over longer-term outcomes, as there may be many external 

factors also contributing to these.  

The hierarchy should be treated as a live document. As Tirkandi’s understanding of program 

delivery and outcomes develops, or important program elements change, the logic should 

be updated. 
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FIGURE 1. TIRKANDI INABURRA PROGRAM LOGIC 
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The following foundational level outcomes are those to which the program directly 

contributes.  

• The target group is well-defined and appropriate. 

• The program is culturally grounded, community-owned, well-defined, consistent and 

takes an integrated and holistic approach to youth development 

• The program is appropriately resourced 

 

The following implementation outcomes are those to which the program directly contributes.  

 

• Boys within the target group and catchment area are referred. 

• Up to-date, evidence-based programs and tools are used and integrated with school 

programs. 

• Boys attend for the duration of the term and are engaged in school classes. 

• Boys are well supervised, guided and supported. 

• A holistic Case Plan is developed and followed for each boy. 

• Boys are taken for health and wellbeing checks and follow up appointments, learn 

about Aboriginal culture and community and learn basic life skills. 

• Boys leave the program with an Individual Learning Plan that is implemented by school 

and a Post-Program Support Plan that links boys and their families with supports and 

services in their home communities. 

 

The program is expected to directly contribute to the following outcomes.  

 

• The boys have opportunities to develop their cultural knowledge and feel increased 

connection to culture and country. 

• The boys have increased confidence and capacity to better engage in their education. 

• The boys have improved understanding of health and wellbeing. 

• The boys have increased knowledge of support services and networks. 

• The boys have improved understanding of basic life and goal-setting skills. 

• The boys have improved understanding of pro-social behaviours. 

• Families have increased knowledge of community support services/ networks. 



Tirkandi Inaburra Service Provision Guidelines 

 

 

 

10 

 

3. ENTRY TO THE PROGRAM 

3.1 INTAKE AND APPLICATION 

There are three pathways for a boy to enter the Tirkandi program—through applications 

completed by: 

1. schools  

2. DCJ 

3. other individuals or organisations in the community (including families, Aboriginal 

services such as medical services or land councils and non-Aboriginal services such as 

Police in catchment area. 

 

The Tirkandi Community & Safety Coordinator (TCSC) and Case Managers play a key role in 

intake by raising awareness of the program and identifying eligible boys in partnership with 

schools, families, DCJ and community. The TCSC also distributes Application Packs and 

provides information and support to sponsors making applications. 

Each application involves an applicant, a sponsor and a primary carer/ parent/ legal guardian, 

who are involved in completing an Application Pack. An application will not be processed 

until an Application Pack is fully completed. Applications are then reviewed by the Yalbalinya 

Decision Making Panel and acceptance letters are issued from Week 5 of the term prior to 

participants entering the program.  

3.1.1 SPONSORS 

Each participant at Tirkandi has a sponsor who supports them during the application process, 

program and post-program. A sponsor is the person responsible for ensuring an Application 

Pack is completed and provided to Tirkandi. A sponsor may be a teacher or other school staff 

member, a DCJ worker, a family member, an NGO, a police liaison officer or other community 

member. 

3.1.2 APPLICATION PACKS 

An Application Pack must be completed for every boy applying to participate in the Tirkandi 

program. The purpose of an Application Pack is to provide the Yalbalinya Decision Making 

Panel with as much information as possible to determine eligibility and suitability for the 

program. This information also informs the Case Plans for each participant and prepares 

Tirkandi staff so they can support each boy who comes to Tirkandi. The Tirkandi TCSC will 

support a sponsor, where necessary, to ensure that all elements of an Application Pack are 

completed and signed. 

An Application Pack comprises a: 

• Sponsor Form 

• Access Request 
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• Family Form (comprising a form for the parent/ carer/ legal guardian, a consent form, a 

medical form and form for the applicant) 

• DCJ Form (only for applicants sponsored by DCJ or identified by DCJ as having a 

relevant DCJ record) 

• Supporting documentation: an application must include all relevant supporting 

documentation as listed in 3.1.3 below.  

 

There are two versions of the Sponsor Form, which depends on the sponsor type. There is 

one for DOE, which has been designed as a cover page for the Access Request (a state-wide 

referral form used by schools in NSW), and one for DCJ and community sponsorships. 

TABLE 1. FORMS COMPRISING A COMPLETED APPLICATION PACK FOR EACH 

SPONSOR TYPE 

Sponsor type DOE Access 

Request 

Sponsor Form Family Form DCJ Form 

DOE ✓ ✓ ✓  

DCJ ✓ ✓ ✓ ✓ 

Community ✓ ✓ ✓  

 

3.1.3 SUPPORTING DOCUMENTATION 

The Application Pack also requires supporting documentation from DOE, including school 

reports and any behavioural support and health plans (if they are in place).  

DCJ should also provide supporting documentation where necessary, including risk 

assessment forms, behaviour management plans and relevant authorities to administer 

medication. The names of all applicants are provided to DCJ at the Yalbalinya Decision 

Making Panel to inform support and identify risks. 

An application will not be processed until an Application Pack and all other supporting 

documentation is received.  

See Sponsor Forms (DOE version and DCJ/ community version), Family Form and DCJ 

Form. 

3.1.4 YALBALINYA DECISION MAKING PANEL 

Applications are then vetted by the Yalbalinya Decision Making Panel comprising the 

Tirkandi Chief Executive Officer (CEO), Tirkandi Community & Safety Coordinator (TCSC), two 

nominated representatives from DCJ and representation from DOE. The panel convenes in 

Week 2 of each term to discuss applications for the upcoming term. 
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The panel also aims to achieve a balance of ages within the cohort of 14 participants in the 

program. Where possible, it has been found to be beneficial to select two boys from the 

same area so that they know and can support one another.  

A challenge faced by Tirkandi is the high number of boys who are offered a place but 

ultimately choose not to attend, so that offers have to be made at short notice to other boys. 

To combat this, where possible, the Panel has in place a rolling referral and application 

process to the program.  

Table 2 outlines the model decision-making process and timeline regarding applications. This 

should be used to guide a flexible process, and should not be interpreted as strict deadlines.  

TABLE 2. APPLICATION DECISION-MAKING PROCESS 

Step Week Term A 

I 1–10 Tirkandi Community & Safety Coordinator receives completed 

Application Forms and all other relevant documentation including DOE 

Access Requests 

II 1–10 Tirkandi Application Team review applications and follow up with 

sponsors, DOE and DCJ to gather any missing information for 

incomplete applications 

 

Step Week Term B 

III 2 -Yalbalinya Decision Making Panel convenes and considers all 

completed applications and makes eligibility and priority 

determinations 

-Incomplete applications are still discussed at the Panel 

-Applications will subsequently be assessed as a “Yes”, “No” or 

“Tentative” decision 

IV 2-4  Tirkandi staff will work with sponsors, DOE and DCJ to gather all missing 

information for any incomplete applications 

V 2-4  After all missing information has been sourced, ”Tentative” decisions 

will be referred back to the Tirkandi Application Team and DOE for 

further review and for a final decision to be made 

VI 5  Acceptance letters are sent to applicant/ family/ sponsors 

 

A NOTE ON TABLE 2: TIRKANDI DECISION-MAKING PROCESS  

In Table 2, applications are being pursued and requested during “Term A” for boys entering 

the program in a hypothetical “Term C”. This gives Tirkandi a full term to secure, review, 

discuss and amend applications, hold interviews and secure any necessary follow-up 

information prior to holding the Yalbalinya Decision Making Panel in Week 2 of “Term B”. 

In short, applications are made and reviewed in “Term A”, decisions are made in “Term B” 

and boys enter in “Term C”. 
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3.1.5 TIRKANDI ASSESSMENT PROCESS 

A member of the Tirkandi Operations Team will contact each applicant within one week of 

receiving an application in order to determine and record a more detailed young person 

profile (required to more adequately assess suitability for the program and risk factors). At 

this time the staff member will explain to the applicant the progression stages through the 

assessment process. 

If the applicant meets the eligibility criteria and is assessed initially as willing and that he will 

benefit from attending the Centre, the applicant will be required to have a Medical form 

(within the Family Form) completed by a Doctor of their choice. 

The Medical Form is an essential element in the decision-making process as staff must be 

have prior knowledge of any medical conditions that may put the participant at risk while 

participating in any aspects of the programs offered. This form is also necessary to enable 

staff to make judgments as to whether Tirkandi and its staff have the capacity to meet any 

identified physical, psychological and medical needs. 

Applicants to the program may be required to attend an assessment interview at a regional 

venue nominated by Tirkandi, or via telephone or video link platforms. These interviews will 

take place between 9am and 4pm Monday to Friday. The assessment interviews will be 

conducted in an appropriate confidential setting. Permission for absence from school will 

need to be arranged where applicable.  

Within two weeks of receipt of all the required information, an assessment of the application 

will be undertaken by staff in the Operations Team.  

The assessment should consider eligibility and case management issues, particularly any 

associated risks. While the Community & Safety Coordinator is responsible for ensuring the 

completeness of the application, the Case Manager is responsible for analysing the 

information in the application, identifying issues of concern and following up as required so 

that the recommendation made to the CEO is supported by relevant information. Following 

this internal assessment, the application will be considered by the Yalbalinya Decision 

Making Panel for decision.  

The young person and/or their sponsor will be contacted within five weeks and advised if the 

young person has had preliminary acceptance into the program, with a final acceptance 

letter issued by Week 8.  

3.1.6 ROLE OF TIRKANDI 

During the intake and application process Tirkandi is responsible for:  

• promoting the program and building relationships with boys, families, schools, 

communities and DCJ 

• receiving and assessing applications from sponsors 

• conducting outreach visits and talks with schools to raise awareness of the program and 

to identify suitable boys with the schools 
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• conducting assessment interviews with applicants and their families. These interviews 

will consider eligibility, case management, risks, planning and initial goal setting 

• liaising with schools and participating on the Yalbalinya Decision Making Panel to select 

suitable boys for the program 

• identifying further information required to support applications 

• identifying agencies to support the young person’s participation in the program and 

post program 

• following up with and engaging external service providers and speaking with primary 

carers/ parents and doctors to gain further information to support the application when 

required.  

3.1.7 ROLES AND RESPONSIBILITIES OF SPONSORS 

A sponsor must be committed to providing an appropriate level of support and engagement 

with the participant’s experience during the program and on exit from the program and 

contributing to post program support upon the participant’s return to the home school. 

Before acceptance into the program, sponsors are responsible for: 

• ensuring they have a clear understanding of Tirkandi philosophy, purpose, aims, 

eligibility criteria and programs (available from Tirkandi or online at 

www.tirkandi.org.au) 

• identifying boys who are suitable for the program 

• providing the young person with information about Tirkandi and consulting them to 

ensure that the young person is interested in making application to Tirkandi 

• consulting Tirkandi regarding the availability of places in the program and general 

suitability 

• consulting the family / guardian / carer to ensure they also support the application to 

Tirkandi and their sponsorship of the applicant  

• submission of a completed Application Pack that includes any relevant supporting 

documentation 

• Tirkandi strongly encourages sponsors to accompany the young person to the formal 

Open Day to be conducted approximately six to eight weeks before each intake of 

participants.  

3.1.8 ROLE OF SCHOOLS AND DOE 

During the intake and application process DOE and schools are responsible for:  

• raising awareness and promoting the program and building relationships with Tirkandi, 

boys, families and schools 

• identifying suitable boys for the program and thoroughly considering eligibility criteria 

• providing Tirkandi with completed Application Packs, including Access Request Forms 

with relevant supporting documentation attached where needed (e.g. behavioural 

support plans and health plans) 

• providing Tirkandi with additional information to support applications as required 

• liaising with schools and participating on the Yalbalinya Decision Making Panel to select 

suitable boys for the program 

http://www.tirkandi.org.au/
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• developing educational transition plans in and out of Tirkandi 

• identifying school sponsors who will remain in contact with and support the young 

person during the program and post program 

• identifying agencies to support the young person’s participation in the program.  

3.1.9 ROLE OF DCJ 

During the intake and application process DCJ is responsible for:  

• raising awareness and promoting the program with DCJ staff and partner agencies 

• identifying suitable boys for the program and thoroughly considering eligibility criteria 

• building relationships with DCJ service providers to create pathways to support boys 

and their families during and post program 

• providing Tirkandi with completed Application Packs with relevant supporting 

documentation (e.g. risk assessments, Case Plans, behavioural support plans and health 

plans) for applicants in the care of the Minister or in foster or kinship care or receiving 

child protection case work support 

• completing the DCJ Form for applicants sponsored by DCJ 

• providing Tirkandi with additional information to support applications as required 

• ensuring a DCJ or FSP caseworker for participants in the care of the Minister are 

available to provide ongoing support or visits to the participants as required during the 

program 

• providing Tirkandi with details of the young person’s DCJ office, caseworker and funds 

to support the young person during their stay in the program 

• providing Tirkandi with additional consent letters where necessary for the young person 

while participating in the program such as for changes to medication and interstate 

travel 

• identifying a DCJ sponsor/ case worker who will remain in contact with and support the 

young person, their family and carers during the program and post program 

• identifying agencies to support the young person’s participation in the program. 

3.2 ELIGIBILITY 

3.2.1 CATCHMENT AREA 

The geographical catchment is subject to review and will be defined in the DCJ contract.  

3.2.2 TARGET GROUP 

The target group for the Tirkandi program is Aboriginal boys 12–15 years old who reside in 

the catchment area and who meet the eligibility criteria.  

3.2.3 ELIGIBILITY CRITERIA 

Boys will be considered who meet one or more of the following criteria: 
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• are currently enrolled in a NSW DOE school  

• are not attending school regularly, have dropped out of school or have history of 

absenteeism, truancy and suspension from school 

• are exhibiting signs of being influenced by negative role models 

• are exhibiting signs of disengagement from family and community life 

• are non-serious offenders 

• have come to the notice of police, are involved in conferencing or are making their first 

court appearance.  

  

Priority for acceptance into the Tirkandi program will be based on, but not limited to, one or 

more of the following factors, namely boys who:  

• have support from either their family, community, or sponsoring agency 

• demonstrate commitment to undertaking the program, as assessed at interview 

• are assessed as having the potential to benefit from the program 

• have a need for intensive work to improve literacy and numeracy 

• are disengaged from school and community 

• are subject to housing instability, poverty and/or neglect 

• have exposure to or are starting to undertake risky behaviours 

• do not have outstanding police or court matters 

• are able and willing to participate in all aspects of the program 

• have ability to manage current medical illness or complex medical needs.  

3.2.4 CRITERIA FOR EXCLUSION 

• Non-Aboriginal boys 

• Girls 

• Boys outside the age range of 12-15 years old at program commencement 

• Sex offenders 

• Serious violent offenders 

• Current drug and/or alcohol dependence 

• Diagnosed complex mental illness of complex medical needs which Tirkandi determine 

are not manageable at the Centre 

• Boys who are assessed by Tirkandi, on the basis of provided information, as posing a 

safety risk to themselves, other participants and/ or staff  

3.2.5 PROGRAM DURATION AND INTENSITY 

The program runs for the entirety of a school term based at Tirkandi. Tirkandi staff are onsite 

and available for young people 24 hours, seven days a week. The onsite school is provided 

by outreach from Coleambally Central School, is under the supervision of the school principal 

and operates Monday to Friday during the term from 9am to 3pm.  
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3.3 INITIAL CONTACT 

3.3.1 CLARIFICATION OF GOALS TO BE ADDRESSED DURING THE 

PROGRAM 

During the application process, Tirkandi staff will engage with the boy, family and school to 

determine the presenting reasons for wanting to attend Tirkandi. This engagement is also 

used to set initial goals to form part of a Case Plan with Tirkandi during the program. 

3.3.2 ENGAGEMENT WITH FAMILY ABOUT THE PROGRAM 

Family, extended family and caregivers play an important role in supporting the boys during 

and post their time at Tirkandi. Tirkandi engages with families from the point of referral 

through to post program follow-up, in order to prepare a home environment that supports 

the boys’ learning.  

The program encourages the participation of parents, family, extended family and caregivers 

and has accommodation they can use to spend time with their relative during the weekends. 

Tirkandi staff will use this opportunity to engage the parents and caregivers in family work 

that will support their relative during and post the program.  

Tirkandi staff will meet with families and caregivers to find out more about them, the family 

dynamics and what will contribute to the participant staying in the program and to use this 

as an opportunity to find out if there is any support the family needs at home to maintain the 

gains the participant is expected to get from the program. This work Tirkandi does with the 

family will also identify if any referrals for support can be made to other agencies for them 

during the program or post.  

3.4 CONSENT 

Prior to admitting participants to the program, Tirkandi MUST ensure that the consent 

section in the completed Family Form has been signed by the applicant’s primary carer/ 

parent. 

It is essential that boys and their families are fully informed about the use of their personal 

information when referrals are made to services and support agencies.  

To be valid, consent must be voluntary, informed, specific and current. Primary carers/ 

parents must have reasonable knowledge of all relevant facts before they give or refuse 

consent. Providing incorrect or misleading information to primary carers/ parents may mean 

that the consent is invalid. 

Relevant information may include: 

• the personal information to be collected 

• the purpose(s) of collecting the information 

• who will have access to certain information 
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• for what the recipient will use the information 

• to whom the information will be passed 

• whether providing the information is voluntary or required by law 

• the consequences of giving or refusing consent.  

 

See Family Form. 

3.4.1 WHO CAN GIVE CONSENT 

Primary carers or parent, or DCJ for those in the Care of the Minister or in foster or kinship 

care. The primary carer/ parent who has consented to the exchange and release of 

information can provide consent on behalf of children in the family under 16 years of age or 

family members lacking legal capacity.  

If the participant is under the care of the minister the Application Pack should be filled out 

by: 

• the Community Services Manager Case Work if the participant’s case is managed by 

DCJ 

• the Murrumbidgee, Far West or Western CFDU (Child and Family District Units) 

Manager Case Work if the participant’s case is managed by a Funded Service Provider 

(FSP).  

3.4.2 PROVIDING CONSENT ON BEHALF OF CHILDREN 

Primary carers/ parents can consent on behalf of children under 16 years of age or family 

members lacking legal capacity. Non-biological carers with a family court order for the care 

of a particular child or children are able to provide consent on behalf of the child/ ren. DCJ 

can for those in the Care of the Minister or in foster or relative/ kinship care. 

3.4.3 INFORMED CONSENT BY PRIMARY CARERS AND/OR PARENTS WITH 

AN INTELLECTUAL DISABILITY, LEARNING DIFFICULTIES OR MENTAL 

ILLNESS 

A person’s capacity to make decisions may be impaired by a range of conditions including a 

mental illness, intellectual disability, dementia, brain injury or stroke. A person’s capacity may 

also be impaired if they cannot communicate their wishes because of a disability, illness, 

injury or accident. 

 The law presumes that all individuals have capacity except in special circumstances. For 

example, adults subject to protective orders of a court or tribunal may also have limited 

capacity. A primary carer/ parent’s legal capacity to consent to the release and exchange of 

personal information should only be doubted if there is a factual basis to doubt it. Tirkandi 

Case Managers and Youth Workers should not assume that a primary carer/ parent lacks 

legal capacity just because they have a particular disability.  
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A person has capacity if they are able to understand the general nature and effect of a 

particular decision or action and can communicate their intentions or consent (or refusal of 

consent) to the decision or action. There is no ‘one size fits all’ test for whether a primary 

carer/ parent has capacity to provide informed consent. Assessing a primary carer/ parent’s 

capacity involves making difficult judgements and considering complex issues.  

More detailed guidance on assessing a person’s decision-making capacity is provided in the 

Information and Privacy Commission Guide: Privacy and people with decision-making 

disabilities, which can be accessed here: 

https://www.ipc.nsw.gov.au/privacy-and-people-decision-making-disabilities-guide    

3.4.4 WITHDRAWING CONSENT 

Primary carers/ parents must be advised that they have the right to withdraw their consent to 

provide their family’s personal information to external agencies. A request to withdraw 

consent that was previously given must be made in writing to the Tirkandi CEO.  

https://www.ipc.nsw.gov.au/privacy-and-people-decision-making-disabilities-guide
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4. PROGRAM COMPONENTS 

4.1 THE PROGRAM AND COMPONENTS 

Tirkandi offers a consistent intensive residential program structured across a standard school 

term. The boys are expected to stay at the Centre for the duration of the term, unless an 

early exit cannot be avoided.  

The program establishes a daily routine from 7.30am to 9.30pm for the boys, including daily 

chores, a weekly school timetable, and structured activities in the evenings and on weekends.  

Aboriginal and non-Aboriginal youth workers supervise the boys at all hours throughout the 

term. On entry, Tirkandi develops an individualised Case Plan for each boy to support them 

to meet their needs and achieve their goals. The boys are also supported by youth workers 

to develop their cultural knowledge and identity, and essential life skills and behaviours 

through structured activities. 

Establishing a routine is a key element of the program, which is formally structured around 

school participation. In the first week, the boys are in school from 9am–1pm, and thereafter 

from 9am–3pm. The curriculum is culturally sensitive and draws on a growing body of 

knowledge around Indigenous learning.  

4.2 INDUCTION 

Applicants assessed as being suitable for enrolment at Tirkandi commence a two-week 

induction period on entry to the program. During this time the applicants will be involved in 

developing their initial Case Plan with staff. 

4.2.1 PROGRAM COMMENCEMENT 

Within the first 12 hours, or the first day of attendance, participants will: 

• meet other participants 

• be assigned a room 

• participate in an induction which provides information about Tirkandi, its purpose, 

philosophy, and rules, including the case management process 

• tour the facility.  

 

Within the first full week after arrival, each participant will have been interviewed by the Case 

Manager in order to: 

• reduce anxiety and agitation through the provision of appropriate support 

• provide clarification or further information about Tirkandi to assist the participant to 

adjust to being away from his family 

• develop a profile about the participant’s social, educational, physical and mental 

background to facilitate initial Case Planning 
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• identify the participant’s special and medical needs outlined in his application 

documents. 

 

The Case Manager will gather any further required information from various sources, such as 

Juvenile Justice, DCJ, Police, schools and primary carers/ parents. Any additional information 

also obtained by other staff (e.g. Community & Safety Coordinator or Youth Workers) should 

be passed directly to the Case Manager to assist in the initial planning process.   

The Case Manager will also share relevant information with all staff that have a day-to-day 

responsibility for the participant. 

4.3 SCHOOLING AT TIRKANDI 

In partnership with DOE, Tirkandi provides an intensive numeracy and literacy educational 

component to its program. There is an on-site school with a Head Teacher, two Teachers and 

two Learning Support Assistants. The school is supervised by the Principal of Coleambally 

Central School. Boys begin attending classes from 9am to 1pm in the first week, and from 

9am to 3pm for the rest of the term.  

Each boy has a literacy and numeracy assessment at the start and end of term, as well as 

individual program planning resulting in the development of the Individual Learning Plan. 

Every participant leaves the program with an Individual Learning Plan. 

Critically, class sizes are kept small (generally seven boys in a class) and are delivered by high 

ratios of staff (generally two staff to every seven boys). 

The focus of the school is on individualised support to develop the numeracy and literacy 

(including comprehension) levels of the boys. Staff provide individualised supports and the 

curriculum is strongly culturally-based, drawing on the literature around Indigenous learning 

styles and methods.  A number of frameworks inform the curriculum and practice, such as 

the “8 Aboriginal Ways of Learning”, “Positive Behaviour Support”, “Boys as Relational 

Learners” and “High Expectation Relationships”.   

To graduate, boys do not require a ‘pass’ mark, but rather to attend for the duration of the 

term. At the end of the term, the school writes a report on each boy and sends this to their 

home school and primary carer/ parents. 

4.4 CULTURAL AND DEVELOPMENT PROGRAM 

CULTURAL ACTIVITIES AND DEVELOPMENT 

Tirkandi emphasises the promotion of cultural identity and pride in all its activities in and 

outside of school hours.  

Outside the classroom, Tirkandi staff organise a range of activities to develop the boys’ 

understanding of Aboriginal culture, history, kinship systems and place. Activities include, but 

are not limited to, learning Aboriginal dances, painting and games, making didgeridoos, 
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discussing men’s business, learning to throw spears and boomerangs, cooking bush tucker, 

PowerPoints & discussions related to Aboriginal history, individualised mob/ heritage 

research, Koorioke and learning to build a humpy. Cultural activities are designed to promote 

identity, self-confidence, and cultural pride. Cultural learning and reinforcement also happen 

informally, through conversations with Aboriginal staff and use of the Centre’s culturally safe 

spaces like the Yarn Up Trail and campfire. 

A traditional dance performance is a key element of graduation, which the boys prepare with 

the help of staff during the term. Tirkandi also seeks opportunities for the boys to perform 

dances at community events like local rugby and football gala days.  

AN INTEGRATED AND HOLISTIC APPROACH TO YOUTH DEVELOPMENT 

In addition to culturally specific activities, Tirkandi staff deliver a program of structured 

activities to support the boys to learn self-care and life skills routines and behavioural and 

social skills. The activities are designed to: 

• build self-esteem, confidence and cultural connections 

• develop resilience by empowering boys to take responsibility for their own lives 

• develop strategies to deal with their problems. 

 

Tirkandi establishes a living routine which requires the boys to do chores, which the boys are 

supported to do by the Youth Workers. These include cooking, cleaning their 

accommodation and laundry. The boys are also supported by Youth Workers to learn basic 

self-care and hygiene and develop an understanding of looking after personal health. While 

at the program, all the boys attend health checks (including appointments for dental health, 

eyesight, and mental health and with a general practitioner). 

Tirkandi staff also deliver structured behavioural learning activities to support the boys to 

improve their behaviour and anger management, social and communication skills. Topics 

include, but are not limited to, learning about respect and manners, dealing with peer 

pressure, conflict and racism, problem solving and communication, pride and independence, 

and risk-taking behaviours. Tirkandi also has agreements with external service providers, 

including the Aboriginal Medical Service (AMS) and Headspace, who attend the centre 

regularly to deliver tailored programs and activities to support the boys’ development while 

at Tirkandi. 

The Centre has leisure facilities, including a swimming pool, a 10-metre rock climbing wall, a 

bike-shed, a football pitch, as well as music, carpentry and painting facilities.  

Tirkandi also organises excursions for the boys where the activities are considered to support 

the boys’ development. 

Tirkandi also runs a Youth Council for boys and the TCSC to discuss issues at Tirkandi and get 

their input of ideas for improvement. 
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4.5 CASE MANAGEMENT 

Case management is a collaborative, multi-disciplinary process, which assesses, plans, 

implements, coordinates, monitors and evaluates options and services to meet the needs of 

the individual. Not only is this a structured approach to working with the boys from induction 

to graduation and conclusion, but also a way of gathering, recording, planning, interpreting 

and processing information. As a way of meeting the needs of the participant, case 

management is a flexible tool for planning goals and monitoring on-going processes. 

Case management also ensures the documentation of a participant’s interaction with staff, 

their changing needs and progress, and therefore provides a framework through which 

issues are addressed. 

Every participant will be part of the case management process from the time of induction 

until graduation and conclusion.  

4.5.1 SETTING GOALS AND DEVELOPING THE CASE PLAN WITH THE 

YOUNG PERSON 

WHAT IS A CASE PLAN? 

During the induction period the participant will be interviewed by his teacher and the Case 

Manager as required in order to assess his educational, emotional and personal development 

needs. 

The Case Manager will be responsible for producing the Case Plans. The Case Plans are 

documented agreements between the participants and Tirkandi for the purpose of 

holistically addressing each participant’s individual goals, care, educational, emotional and 

personal development needs. 

A Case Plan must have a strength-based focus and be designed so that a participant’s 

individual care, educational, emotional and personal development needs are linked to 

achievable goals. Case Plans should provide strategies for achieving identified goals. The 

document must be written so as to provide guidance and boundaries to staff and the 

individual participant.  

Case Plans also provide the opportunity to introduce the participant to the concept of 

managing his own issues and accepting responsibility for his own life and will ensure a 

progress address to the participants needs. As well, a participant’s achievements will be 

recorded for consideration in review periods. 

The Case Plans will be fluid documents, reviewed informally each fortnight at case 

management team meetings, formally at Week 5 via a written document, and in conjunction 

with each participant. At Week 5 of the program, Case Plans should begin to incorporate the 

participant’s exit requirements and post support needs and plans.  

The participants should be advised of amendments to their Case Plan by the Case Manager.  
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Youth Workers are responsible for routinely informing themselves of the contents of each 

Case Plan and undertaking their daily duties to ensure that they holistically address each 

participant’s individual care, educational, emotional and personal development needs as 

defined in the plans. 

See Case Plan.  

STEPS TO DEVELOPING A CASE PLAN 

A Case Plan can be as complex or simple as required to assist the participant not only to 

achieve his goals, but also work towards addressing any issues that he might have. The Case 

Plan must: 

• identify the issues that are attributed to the participant being at Tirkandi 

• identify the key issues to be addressed as part of the Case Plan (this information is 

gathered from a variety of sources before the participant is accepted into the program, 

including from primary carer/ parents, sponsors, juvenile justice, DCJ or schools) 

• identify aspects of any previous Case Plans that have not been addressed.  

 

When reviewing or altering a Case Plan all previous aspects need to be looked at. The 

following questions need to be asked.  

 

• Have they achieved their goals?  

• Have they taken steps to address issues and make the necessary changes? 

 

If the answer is No, then the steps outlined need to be reviewed and changes instigated. 

SET ACHIEVEABLE GOALS AND AIMS 

A requirement of the program is the establishment and agreement of goals in the Case Plan. 

Initial issues and goals are collected during the application and interview process and during 

the induction period at Tirkandi.  

Goals must be: 

• specific and measurable 

• aligned with identified needs and existing support plans 

• achievable within the timeframe of the program 

• related to the outcomes of the program 

• prioritised.  

 

Creating feasible goals increases the young person’s sense of achievement as they 

experience success. Prioritising the goals with the young person is essential, the purpose of 

the participation in the program needs to be the focus. 
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MATCH PROGRAMS AND SERVICES TO ACHIEVE GOALS 

Tirkandi will, where possible, organise programs that will assist the participants to reach their 

goals. This can be done by planning from a strength-based perspective and focusing the 

goal and development strategies specifically to increase knowledge and skills in areas 

identified by the participant, such as sport, education or life skills. 

In planning the participant’s exit from the program, the participant should be carefully 

matched up with a relevant service, program or mentor in a specific field of interest, or 

someone within his community or home school with whom the participant can relate.   

IDENTIFY IF ANY FURTHER ASSESSMENTS ARE REQUIRED 

When formulating the Case Plan, the Case Manager must determine if further assessments 

need to be made (e.g. doctors, dental, education, anger management, specialised counselling 

for complex issues) and include this in Case Plan strategies or actions.  

4.5.2 ROLES AND RESPONSIBILITIES FOR CASE MANAGEMENT 

The following functions will need to be allocated to specific staff in the Centre to provide an 

effective case management approach. 

CEO 

The CEO manages the Centre in accordance with Tirkandi Business Plans and agreed 

contracted program and service requirements. 

The CEO’s role includes the following tasks.  

• Ensuring each participant has a Case Plan, Individual Learning Plan, Exit and Post 

Program Support Plan 

• Supporting both the participants and staff in relation to personal development 

• Managing resources within the Centre to ensure that all activities are consistent with 

achieving the goals of case management 

• Overall responsibility for ensuring effective case management is in place at the Centre 

ASSISTANT MANAGER 

The Assistant Manager has the responsibility of managing the effective operation of the case 

management process, directing staff and resources to achieve thorough and individual 

programs and assessments that consider the needs of the participants, their personal goals 

and achievements.   

The Assistant Manager is also responsible for ensuring that new staff are informed about the 

principles and practices of case management at Tirkandi.  

• Assessing the quality of case notes and providing constructive feedback to the Case 

Managers and Youth Workers 
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• Reviewing case notes and working practices of the Youth Workers and Case Managers 

to ensure adherence to Case Plans 

• Reviewing case files and case notes regularly and completing a weekly snapshot of 

events for the CEO  

• Providing on the job assessments, training and support for Youth Workers in relation to 

case management and case note writing 

• Reviewing and approving of all Case Plans and Exit & Post Program Support Plans 

THE CENTRE MANAGEMENT TEAM 

The Centre Management Team is made up of the CEO and Assistant Manager. The role of the 

team includes the following tasks. 

• Managing personnel to ensure practice conforms to policy 

• Providing resources to implement case management 

• Assessing progress against Case Plan goals 

• Providing staff training and development opportunities, and  

• Promoting and supporting case management as required 

CASE MANAGERS 

The Case Manager role includes the following tasks.  

• Ensuring that each participant has a Case Plan with goals           

• Working collaboratively with the Assistant Manager and Youth Workers in all case 

management matters  

• Ensuring continuity and consistency of case management in accordance with 

established Tirkandi procedures  

• Facilitating the induction of new participants 

• Providing on the job training and support for Youth Workers in relation to case 

management and case note writing 

• Monitoring the progress of Case Plans  

• Facilitating and monitoring Case Plan goals on a daily basis 

• Facilitating and chairing the fortnightly case management meetings 

• Completing mid-term Case Plan reviews 

• Enabling access to case management files by authorised persons for the purpose of 

sharing of information in the interests of the participant and their effective case 

management 

• Overseeing the secure storage and confidentiality of participants’ case files  

• Being primarily responsible for ensuring the timely preparation of an Exit and Post 

Program Support Plan for each participant two weeks prior to the completion of the 

program 

• Auditing the quality of the case management process  

• Arranging appointments 

TEAM LEADER 

The Team Leader role includes the following tasks. 
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• Responsible for the day-to-day strong leadership of the Youth Work Team, and the 

implementation and monitoring of participant engagement/ wellbeing 

• To lead, support and monitor the team to ensure effective client-centred and trauma-

informed practice in work on each Case Plan 

• Coordinate the planning and implementation of high-quality activities designed to 

engage the participants and deliver the outcomes identified in individual Case Plans 

and the Tirkandi Program Logic 

• To ensure compliance in all program delivery areas including risk-management, 

individual program completion and continual quality improvement 

• Develop strong team relationships and operational cohesion 

• Promote empathy, understanding and knowledge in relation to working with 

participants, their families, Aboriginal people and communities and Tirkandi staff 

members 

• Ensure Youth Workers provide support and high-quality direct care to participants 

• Ensure Youth Workers are addressing participants’ needs as per their individual Case 

Plan 

TIRKANDI COMMUNITY & SAFETY OFFICER 

The Community & Safety Officer role includes the following tasks. 

• First point of contact to families, government agencies and other external enquirers 

regarding Tirkandi services, including, but not limited to, eligibility criteria, application 

processes, program details, how, when and where services are offered, and outcomes 

• Provide quality customer service to potential, new and existing clients with the aim of 

meeting their needs effectively and efficiently  

• Provide the best possible service to support applicants to meet contractual and 

organisational eligibility criteria for service delivery 

• Establish, foster and maintain close working relationships with relevant service providers 

and community organisations external to Tirkandi 

• Provide accessible, responsive and effective intake services through telephone and face 

to face services (including outreach), that ensure clients are able to engage effectively 

with the service  

• Process referrals and assess individual applicants in accordance with eligibility criteria 

• Provide consistent and timely responses to applicants and Sponsors regarding 

processing, eligibility and outcome of their application 

• Promoting the development of a culture of safety first within the Organisation at all 

levels 

YOUTH WORKERS 

The Youth Workers are responsible for oversighting the day-to-day implementation of Case 

Plans, encouraging the participants active participation in the programs offered to build 

resilience, noting the participant’s progress and behaviours and documenting them in case 

files by no later than the conclusion of a shift. 

Youth Workers are also responsible for the following tasks. 
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• Facilitating and monitoring Case Plan goals on a daily basis 

• Participating in case management meetings as requested 

• Providing a high level of day-to-day care and support to participants  

• Reviewing and maintaining accurate case notes and files 

• Facilitating the induction of new participants 

• Facilitating and support appointment attendance 

• Consistency and fairly applying any agreed reward system 

• Participating in the exit and post program support planning process  

PARTICIPANT 

The role of the participant in relation to case management is central to achieving its desired 

outcomes. The participant’s role involves the following tasks. 

• Participating in the induction program 

• Participating willingly and working with the Case Manager to identify strengths and 

weaknesses in order to develop strategies for change   

• Taking personal ownership and responsibility for working with the Case Manager and 

Youth Worker to develop and implement the Case Plan   

• Participating in the programs offered at Tirkandi  

• Participating in the exit and post program support planning process  

4.5.3 PERSONAL WELLBEING INDEX 

The Personal Wellbeing Index (PWI) is a simple tool for measuring how satisfied a person is 

with their quality of life. 

To build the evidence about the impact of the program, Tirkandi Case Managers will 

administer the PWI tool at the start and end of each term for each boy. Using the PWI will 

help Tirkandi to: 

4. assess whether boys are happier with their quality of life because of the program 

5. show the overall impact of the program on the lives of all the boys involved 

6. assist in the development of Case Plans and Exit and Post Program Support Plans 

 

A manual was developed that provides step-by-step guidance and practical advice to help 

Tirkandi administer the PWI and use the data collected. 

See PWI Manual.  

4.5.4 WEEKLY INTERVENTION SNAPSHOT 

Case files and case notes will be reviewed on a weekly basis and completing a weekly 

snapshot of events for the Assistant Manager and CEO is required.  

Formal case files for each participant will be prepared and remain with Tirkandi and must be 

secured in a locked storage area.  
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4.5.5 MEDICAL DECISION MAKING AND MEDICATIONS 

Participants are required to hand over all prescribed medication to staff while they are in 

residence at Tirkandi. The following principles and rules apply to medications and medical 

decisions. 

• Medication is to be kept locked in the medication safes and administered by authorised 

and trained workers  

• All medications and scripts are to be given to the Centre Management Team upon entry 

to Tirkandi  

• The authorised and trained workers rostered on shift are responsible for the 

administration of medications 

• Ensure that medications are administered in correct doses, to the correct participant 

and on time as per the instructions from the pharmacist or medical practitioner by 

always checking the medication label prior to administering the medication  

• Sign for all medications administered on the Medication Administration Record (MAR) 

and have the participant countersign the MAR to confirm that they have received their 

medication 

• For medications required while on Tirkandi excursions or outings or a specified period 

of leave, the rostered worker is responsible for transferring the participants medications, 

Medication Summary Sheet (MSS) and MAR forms to the portable locked medications 

box and following the standard administration procedures.  

• Where practical, no other participants should be present while a participant is receiving 

his medication. Participants are to be given their medication and water for self- 

administration and observed by staff whilst he is taking medication 

• ALL medication (excepting those that require refrigeration) is to be locked at all times in 

the medication safes located in the specific residence in which the participant resides 

• ALL medication requiring refrigeration should be stored in the refrigerator located in 

the Administration Office 

• The worker is to ensure that medication required to treat a known ongoing condition is 

always in supply. When only one week’s medication remains, the worker must ensure 

that ongoing scripts are filled in sufficient time. If a repeat script is not available, the 

worker must ensure that the participant attends a Medical Practitioner to have his 

medical concerns reviewed  

• Youth Workers are to inform the Assistant Manager if a participant requires medical 

attention 

• Staff members who transport participants to the Medical Practitioner are to take all 

current medications and the participant’s MSS for the Medical Practitioner’s review 

• All participants’ medications and scripts are to be handed to the transporting staff 

member or the participant’s guardian or caregiver on exit from Tirkandi.  

 

See detailed Tirkandi medication procedure.  

4.5.6 MANAGING EARLY EXITS 

It is not unusual for boys to leave the program in the first few weeks, attributed often to 

homesickness or there might be behavioural issues. Tirkandi staff are to engage with the 
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participant to ascertain the reasons why they want to leave and to see if supports can be put 

in place for them to stay for the duration of the program.  

In some cases where it is not possible or feasible for boys to remain, Tirkandi is to conduct 

an exit interview where possible and provide the home school with the Case Plan and goals 

developed for them to be followed up and addressed.  

If an exit occurs early enough in the term, the Assistant Manager will attempt to offer a place 

to a boy who has applied if it is determined that the boy will be able to ‘catch up’ with the 

group. Alternatively, places may be offered to graduates who are judged likely to benefit 

from more time at Tirkandi, for example, to work on their literacy and numeracy, and who 

will make a positive contribution to the group in terms of setting an example.  

Where an early exit is required, Tirkandi staff should refer to the Emergency Exit Procedure 

for the participant in their completed Family Form. The procedure should include an option 

for exit, which may be implemented even if the primary carer/ parent cannot be contacted at 

the time of exit. Some examples of appropriate exit procedures include the participant being 

picked up by their primary carer/ parent, being driven home by Tirkandi staff or being placed 

with nominated family members.  

When an early exit occurs, Tirkandi are also required to notify the home school, DOE 

Learning and Wellbeing Officer of the Schools Directorate and DCJ (when they are the 

sponsors).  

4.6 INFORMATION MANAGEMENT 

4.6.1 CASE NOTES 

Timely, comprehensive case notes are vital for effective case management and planning for 

participants, the recognition of goals achieved and the development of accurate formal 

reports. Case notes should be made at the end of each shift at a minimum. These are the 

responsibility of the Case Managers and Youth Workers. 

4.6.2 ENTERING INFORMATION INTO THE SYSTEM 

Tirkandi uses a secure, online data management system, which was developed by 

Smartersoft, to store information on all individuals who are referred and accepted into the 

Tirkandi program. Information stored on the system includes: 

• Personal and contact details 

• School data 

• Information included in application such as medical reports and school behaviour 

management reports 

• Daily case notes including records of interactions, observations and actions 

• Referrals 

• PWI data, Living Skills and Culture Survey data 

• Interviews. 
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The data management system supports Tirkandi staff with case management, monitoring 

and reporting. 

The system is online and can be accessed through any web browser with a login and 

password. The Tirkandi CEO and Assistant Manager have administrative control of the 

system, including over logins and passwords. 

All program delivery staff have access to the system via their own personal login details for 

the following purposes. 

• Youth Workers – case note completion and review, client-specific data and information 

review, recording of program completion. 

• Case Managers and Team Leader – creation of client file, data and program enrolments, 

case note completion and review, client-specific data and information review, recording 

of program completion. 

• Management – system administrative management, creation of client file, data and 

program enrolments, case note completion and review, client-specific data and 

information review, recording of program completion. 

 

DOE have a login for the purpose of entering DOE post-program administrative data, which 

is outlined in 5.2. 

4.6.3 CASE MONITORING AND REVIEW 

The Assistant Manager is responsible for facilitating fortnightly case management meetings 

to review with other team members the progression of the participants through their Case 

Plans and any other relevant issues pertaining to the participants, including graduation, exit 

and post program support.  

At Week 5 of the program the Case Manager is responsible for completing formal reviews of 

each participant’s Case Plan. At this stage, case management should begin to consider the 

participant’s exit requirements and post support needs and plans.  

4.6.4 REFERRALS TO OTHER SERVICE PROVIDERS 

During the development of the Case Plan, Tirkandi will identify service providers the 

participant can use to achieve Case Plan goals and outcomes for the duration of the program 

and post. This could include health, mentoring, training, sports and other programs including 

family support. During the program, Tirkandi will take the boys to see service providers or, in 

some instances, these service providers may attend the Centre to work with the boys.  

During the exit and post program support planning phase, service providers will be identified 

who can benefit the boy when he returns to his community and home environment. This will 

also include those that can support the primary carer/ parents and/ or family to maintain the 

goals achieved for the boy during the program.  
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4.7 FUNDING 

4.7.1 APPROVAL AND USE OF FUNDS 

All requests for use of funds for achieving Case Plan goals are to be documented in the Case 

Plan and brought to the Centre Management Team for discussion and consideration and 

final approval by the CEO.  

It is expected that prior to requesting funds the Intake, Exit and Planning officer will 

document: 

• the rationale for service need, casework goals, strategies and the desired outcomes 

• whether existing government provided and/ or funded services, benefits or subsidies 

can be accessed 

• the nature of the service to be purchased, service provider, frequency and duration of 

the service and monitoring arrangements 

• other support or resources needed to assist the child or family. 

4.8 ARRANGEMENTS FOR BOYS SPONSORED BY DCJ 

For boys who are in OOHC, Tirkandi should liaise with the participant’s DCJ or the Funded 

Service Provider (FSP) Caseworker regarding health, behaviour, medication and any elements 

of their case that may be relevant to their participation in the program. Relevant Behaviour 

Support Plans and other relevant information should also be provided by DCJ to ensure that 

the behaviour management is consistent while the participant is at Tirkandi. 

During their time at Tirkandi, the participant remains the responsibility of DCJ or the FSP who 

holds their Case Management. This means that any decision around health, medical 

requirements, medication and/ or Behaviour Support Plans need to be authorised by the 

Caseworker responsible for the participant. The Caseworker must also be informed of the 

participant’s movements and location when travelling away from the program, including any 

excursions and appointments. On exit from the program, Tirkandi should again liaise with the 

participant’s Caseworker, providing updates through an informal handover on their case in 

addition to standard exit procedure. 

During the participant’s time in the program, the responsible DCJ or FSP Caseworker is 

expected to remain available to provide ongoing support or visits to the participant as 

required.  

4.8.1 ACCESSING EXISTING SERVICES, BENEFITS OR SUBSIDIES 

Where participants are under the care of the Minister, Tirkandi may be reimbursed for 

expenses such as medication, health and medical appointments that address existing DCJ 

Case Management goals that need to continue while at Tirkandi. All expenses must be 

agreed to by the participant’s responsible DCJ or FSP caseworker and Tirkandi must provide 

receipts of these expenses to have reimbursement approved. 
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4.8.2 MAKING MEDICAL DECISIONS 

For young people in the Care of the Minister, an authority to administer medication must be 

provided according to any instructions given by the DCJ or FSP Caseworker. This should be 

provided in the participants’ Family Form, which includes a consent form and medical/ 

medication instructions. Any change to medication or health treatment for the participant 

would require the consent of the responsible DCJ or FSP Caseworker. Tirkandi does not have 

the authority to change medication or health treatment unless they have the authority from 

the responsible Caseworker. 

For the administration of psychotropic medication to a participant that is in the Care of the 

Minister, Tirkandi must seek authority from the DCJ Director Practice Standards 

Murrumbidgee. 

For permission for medical surgery and treatment of a participant that is in the Care of the 

Minister, Tirkandi must seek authority from the Manager Client Services at DCJ or the DCJ 

Helpline in an emergency.  

Tirkandi should seek authority as per above via email or a phone call, and a record should be 

kept on the participant’s case file note. 
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5. CONCLUDING THE PROGRAM 

5.1 GRADUATION, EXIT AND POST-PROGRAM PLANNING AND 

SUPPORT FOR FAMILIES 

GRADUATION 

The Tirkandi program culminates with a graduation ceremony at the end of the school term 

involving a dance performance and the presentation of a didgeridoo hand-made by each 

boy. The ceremony takes place in front of friends and family, as well as invited guests and 

community.  

The graduation program includes speeches by a Tirkandi Management Committee 

representative (Board Member) and CEO, and the presentation of awards to the boys. The 

cutting of the graduation cake is another key moment. Families are given an opportunity to 

see the portfolios of the boys’ work. The finale for the graduation is the dancing where the 

boys’ transition from ‘boys to men’, the program’s slogan.  

A detailed Exit and Post Program Support Plan is prepared by Tirkandi for each participant 

and a copy is sent to their home school and primary carer/ parents. The Centre also prepares 

a take-home pack for each participant and the primary carer/ parents, which includes a full 

report detailing information about each boy’s achievements, programs completed and 

recommendations, as well as material related to local support service details and crisis 

support access numbers. 

EXIT AND POST PROGRAM PLANNING 

At the end of each term the Case Manager will complete a brief Exit Interview with each boy. 

Each boy will also complete a survey, which is designed as a self-assessment of their personal 

development during the program. The survey includes progress against outcome areas 

including cultural learning, education, life skills and social skills. These reflective processes 

will help to inform post program planning for participants. 

All participants exit Tirkandi with two plans: an Individual Learning Plan (DOE) and an Exit 

and Post Program Support Plan (Tirkandi-specific). The Exit and Post Program Support Plan 

summarises the participant’s journey and goals, achievements and makes recommendations 

for his individual post program support for follow up by the home school, sponsor and 

referred services and programs. The overall aim of this is to maintain progress achieved 

during the program and for the boy to continue to grow and thrive in his community and 

home school environment.  

The home school and sponsor will be responsible for implementing goals and 

recommendations from the Individual Learning Plan and the Exit and Post Program Support 

Plan. Where relevant, Tirkandi will identify and engage external services to assist and support 

the implementation of the support plan. It is anticipated in the home school environment 

that the Aboriginal Liaison Officer will play a key role.  
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See Exit and Post Program Support Plan.  

POST PROGRAM SUPPORT AND REFERRALS FOR YOUNG PERSON AND FAMILY 

In setting goals with families, it is important to ensure goals are achievable. Setting 

unachievable goals that cannot be delivered can leave families feeling unmotivated and 

defeated.  

Family, extended family and caregivers play an important role in supporting the boy during 

and post their time at Tirkandi. The program encourages the participation of parents, family, 

extended and caregivers and has accommodation units they can use to spend time with their 

son/ the participant during the weekends. Tirkandi staff will use this an opportunity to 

engage the primary carer/ parents in family work that will support their son/ the participant 

during and post the program.  

Tirkandi staff will engage with families and caregivers to find out more about their son, 

family dynamics and what will contribute to their son staying in the program and to use this 

as an opportunity to find out if there is any support the family needs at home to maintain the 

gains their son is expected to get from the program. This work Tirkandi does with the family 

will also identify if any referrals for support can be made to other agencies for them during 

the Program or post. Post program supports identified for families will be included in the 

boys Exit and Post Program Support Plan and provided to the home school, sponsor and DCJ 

to be implemented.  

Tirkandi will also contact the boys and families at agreed points throughout the first year 

after exiting the program to ensure they have the support they need to maintain the impact 

of the program.  

5.2 ROLE OF DOE IN POST PROGRAM SUPPORT 

DOE play a crucial role in supporting boys to transition to their home schools and 

communities after they exit the program. 

Representatives from DOE and each boy’s home school should be present at the Tirkandi 

graduation ceremony to meet with Tirkandi staff and the boy’s primary carer/ parents to 

ensure an effective handover and transition occurs from the program. The representative 

who will play a role in the boy’s post program support should have an informal meeting with 

the Tirkandi Case Manager to collect information on the boy’s development during their time 

at Tirkandi and to arrange a more formal handover of a boy’s Individual Learning Plan and 

Tirkandi Exit and Post Program Support Plan. This handover can also occur over the phone or 

via email. The representative may be, for example, the boy’s sponsor for Tirkandi, their 

teacher or other home-school staff, or the regional Aboriginal Liaison Officer.  

After a formal handover has occurred between Tirkandi and a DOE representative, the DOE 

representative becomes responsible for monitoring the implementation of each boy’s 

Individual Learning Plan and Tirkandi Exit and Post Program Support Plan. The DOE 

representative should familiarise themselves with these plans and meet with the boy and his 
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family where required, as well as organising any necessary supports cited in the plans (e.g. 

linking to community groups and sports teams and arranging counsellor appointments).  

For the first nine months after a participant exits Tirkandi, the DOE representative should 

follow up on a boy’s progress with his post program plans regularly through check-ins with 

the home-school representative, sponsor (if DOE sponsored) and family.  

DOE POST PROGRAM INTERVIEWS 

The DOE representative will also conduct two formal interviews, half way through the first 

term after program exit and four terms after program exit, with relevant home-school staff 

(e.g. teacher) and the boy where possible to note the boy’s progress at school and with his 

post program plans. Tirkandi will provide the DOE representative with an interview guide to 

complete, which will cover the following information: 

• progress on the Individual Learning Plan and Exit and Post Program Support Plan 

• attendance 

• behaviour (including engagement in class and any suspensions) 

• performance (literacy, numeracy) 

• involvement in extra-curricular activities at school and in community  

• observed wellbeing, health, hygiene and self-care 

• any other relevant information. 

 

The interviewer should complete the fields of the interview guide and send a digital copy to 

the DOE regional office, from which the interviews can be uploaded to the Tirkandi data 

system via DOE’s login. 

DOE POST PROGRAM ADMINISTRATIVE DATA ENTRY 

A representative from the DOE regional office will also enter administrative data on each 

participant at Tirkandi when they upload the interviews. This administrative data includes: 

• number of non-attendance days in the four terms before entering Tirkandi 

• number of suspended days in the four terms before entering Tirkandi  

• number of non-attendance days in the four terms after exiting Tirkandi 

• number of suspended days in the four terms after exiting Tirkandi. 

 

This data will be entered at the end of the first term after a participant exits Tirkandi and 

returns to their home school and then again at the end of four terms after exit. During the 

first round of data entry, the officer will enter the pre-program data and the first round of 

interview data and during the second round of data entry, the officer will enter post-program 

data and the second round of interview data. 
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6. MANAGING CRITICAL INCIDENTS 

6.1 GENERAL PROCEDURE FOR MANAGING A CRITICAL 

INCIDENT 

Critical incidents are divided into two levels of incident types for which there are two 

different response procedures.  

Level 1 critical incidents include: 

• death of a person 

• serious injury or illness 

• a dangerous incident 

• a major security incident. 

 

For Level 1 critical incidents, the CEO and the regulator (NSW Safe Work) should be 

immediately verbally notified. The attending staff member must then complete a Critical 

Incident Report and submit it to the CEO within 4 hours of becoming aware of the incident. If 

the regulator requests written notification, then it must be provided by the TCSC in 

consultation with the Tirkandi Management Team within 48 hours. 

Level 2 critical incidents include: 

• serious injury to a person that results in hospitalisation (admission) 

• alleged rape, sexual assault or serious assault 

• attempted suicide 

• client disappearance 

• natural disaster 

• concealed possession of a serious weapon or drugs. 

 

For Level 2 critical incidents the CEO and/or the Assistant Manager should be immediately 

verbally notified. The attending staff member must then complete a Critical Incident Report 

and submit it to the CEO within 12 hours of becoming aware of the incident. 

If a boy who is under the care of the Minister is involved in a critical incident, Tirkandi should 

immediately notify the boy’s DCJ or FSP Caseworker or, if after hours, the DCJ Helpline.  

In all cases it is imperative to call for assistance early rather than risk the loss of life or serious 

injury to any person. 

For both Level 1 and Level 2 critical incidents, the attending staff member should use the 

Tirkandi Inaburra Critical Incident Report template. 

6.2 MANAGING RISK OF HARM CONCERNS 

Refer to the NSW Online Mandatory Reporter Guide. 

http://www.keepthemsafe.nsw.gov.au/resources/?a=74740
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A service provider is legally mandated to make a new risk of significant harm report to DCJ 

any time that they have reasonable grounds to suspect that a child/young person they are 

providing a service to is at risk of significant harm. They must do this under section 23 of the 

Children and Young Persons (Care and Protection) Act 1998.  

‘Reasonable grounds’ refers to the need to have an objective basis to deduce that a child/ 

young person may be at risk of significant harm, and includes:  

• any new incident or evidence that is consistent with section 23 of the Act 

• factors that triggered previous risk of significant harm report/s about the child that re-

emerge or reoccur through a new incident or evidence.  

 

Tirkandi is legally required to make a new risk of significant harm report to DCJ if they 

suspect that a participant is currently at risk of significant harm based on what they can 

reasonably judge and supported by their professional training and/ or experience. Wherever 

possible, suspected risk of significant harm reports should only be made by Tirkandi Case 

Managers in consultation with the Assistant Manager and CEO.  

The above applies whether or not a current care order is in place. A new risk of significant 

harm report will enable DCJ to take further statutory action, if appropriate.  

 A new risk of significant harm report may be warranted in the following cases:  

• a new risk significant of harm concern arises of a different type from the original referral 

and the Mandatory Reporter Guide indicates suspected risk of significant harm  

• a significant escalation in existing concerns 

• the existing risk of significant harm concerns remain serious despite IFBS involvement.  

6.3 REPORTING TO THE HELPLINE 

If required, reports should be made to the Child Protection Helpline on 132 111 (24 hours/ 7 

days). 
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7. REPORTING AND KEY COMMITTEES 

7.1 REPORTING ARRANGEMENTS 

The CEO reports to the Tirkandi Inaburra Cultural and Development Centre Inc. Management 

Committee (Board) who has the delegated authority to oversee the operations of the Centre. 

The Management Committee delegates responsibility and authority to the CEO to meet the 

day-to-day management and funding requirements of the Centre. Major policy, expenditure 

or staff management decisions are made in appropriate consultation with the Management 

Committee, with the exception being where the safety of staff or participants is at immediate 

risk.  

The Assistant Manager, Case Manager’s, Building & Grounds Maintenance Officer and 

Cleaner report to the CEO. All other staff report to the Assistant Manager and Team Leader.  

7.2 REPORTING TO DCJ 

As agreed in the contract with DCJ, Tirkandi will meet the agreed milestones in the HSA 

(Human Services Agreement) and report outcomes data through DEX monthly, at the 

minimum.  

7.3 KEY COMMITTEES 

7.3.1 TIRKANDI OPERATIONS TEAM 

Centre Management Meetings are held every Monday morning at 10am in the CEO’s Office. 

Members of the Tirkandi Operations Team include the CEO, Assistant Manager, TCSC, the 

Case Managers and Team Leader. Members of this meeting discuss: 

• centre management issues 

• service delivery standards 

• programming standards and refinements  

• strategic planning (operational guidance) 

• WHS 

• partnership development.  

7.3.2 CULTURAL ADVISORY COMMITTEE 

The Cultural Advisory Committee meets four times a year (after each Term) to review the 

cultural program and recommend cultural programming directions. The committee is 

established to support and develop cultural components of the program, both at the Centre, 

the school and making links back in the boys’ communities.  
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7.3.3 HEALTH AND SAFETY COMMITTEE 

See 7.4.6 for more information on the Health and Safety Committee. 

7.4 HUMAN RESOURCES AND TRAINING 

7.4.1 STAFF ESTABLISHMENT 

Staffing of Tirkandi typically comprises: 

• 1 CEO 

• 1 Assistant Manager 

• 1 Community & Safety Coordinator 

• 2 Case Managers 

• 1 Team Leader 

• 18+ Youth Workers 

• 1 Building and Grounds Maintenance Officer 

• 1 Cleaner 

7.4.2 STAFF QUALIFICATIONS 

The Assistant Manager must hold a Social Work degree or other recognised tertiary 

qualification in a related field, or be working towards one, and/ or have significant 

demonstrated experience in a managerial role in a similar service environment. 

It is preferred that the Case Managers and Team Leader hold a recognised tertiary 

qualification in Social Work, Psychology, Early Childhood or other related field, or be working 

towards one, or have significant demonstrated experience or in a similar service environment.  

It is preferred that the Youth Workers hold a Certificate IV in Community Services, Youth 

Work or another relevant field, but this is not mandatory. However, the position must be 

prepared to undertake training to gain this certificate during their employment. There may 

be opportunities for Tirkandi to support or sponsor the Certificate IV in Community Services, 

Youth Work or another relevant field. 

All position holders must have a current Working with Children’s Check, First Aid Certificate 

and driver’s license, as well as a sound understanding and working knowledge Aboriginal 

culture and society, issues related to Aboriginal child and family welfare, and the ability to 

effectively communicate with Aboriginal people is essential for all Tirkandi staff. 

7.4.3 RECRUITMENT 

The selection process for Tirkandi will be compliant with the selection procedures for Tirkandi 

outlined in the Policy and Procedures Manual. 
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The recruitment and selection process should be open, transparent, competitive and require 

applicants to demonstrate skills as well as a sound conceptual grasp of the program 

rationale. 

Where possible, Tirkandi should provide regular community information sessions within the 

catchment area prior to recruitment action. These information sessions have been shown to 

produce more appropriate/relevant applicants and are an important point of interface 

between Tirkandi and potential applicants. 

See Policy and Procedures Manual. 

7.4.4 SUPERVISION, MENTORING AND PERFORMANCE EVALUATIONS 

Tirkandi has guidelines for all managers regarding supervision and performance evaluations. 

The Tirkandi Staff Performance Evaluation and Development (SPEAD) program consists of a 

yearly personal development plan being drafted and agreed upon between each staff 

member and their line manager. This plan then forms the foundation of each monthly 

supervision and development session. Half-way through each year the development plan is 

reviewed and amended if necessary. 

Each Case Manager will be supervised by the CEO, with the Assistant Manager supervising all 

Youth Workers on an individual basis.  

The elements of supervision include:  

• case work and planning 

• debriefing 

• practice of personal planning and performance functions and accountabilities 

• support and career development. 

 

Tirkandi staff may also decide, in discussion with their managers that they would benefit 

from other internal or external mentoring, training or development opportunities. Where 

deemed appropriate through the performance evaluations process, these opportunities 

should be discussed and made available where possible.  

Performance evaluations are conducted to provide staff with the opportunity to discuss job 

tasks, identify and correct weaknesses, encourage and recognise strengths, and discuss 

positive, purposeful approaches for meeting goals. Outside of the formal performance 

evaluation process, staff are strongly encouraged to discuss job performance and goals with 

their immediate supervisor on an informal, day-to-day basis.  

7.4.5 TRAINING 

Tirkandi supports and encourages staff to undertake training to gain the necessary skills they 

need to undertake their duties. Tirkandi Management conduct a detailed training need 

analysis and identify suitable training courses that will meet the training requirements of 

staff. Managers and staff are able to submit a training request if it relates to the functions of 

their role and would improve their capabilities, job performance and career development. 
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Nominations to undertake training must be approved by the CEO, with the exception of the 

CEO who must seek approval of the Tirkandi Management Committee.  

It is expected that Tirkandi staff will be offered and receive relevant role related training from 

DCJ and DOE.  

7.4.6 WORK HEALTH AND SAFETY 

HEALTH AND SAFETY REPRESENTATIVE 

The TCSC takes on, by default, the role of Tirkandi’s Health and Safety Representative and 

Chairperson of the Tirkandi Health and Safety Committee. 

In accordance with the Work Health & Safety Act 2011, the Health and Safety Representative 

has the responsibilities of: 

• representing the workers of Tirkandi in relation to health and safety matters  

• monitoring the measures taken by Tirkandi to comply with the WHS Act 2011  

• investigating complaints from work group members about work health and safety  

• inquiring into anything that appears to be a risk to the health or safety of work group 

members. 

 

For more information see Health and Safety Committee Constitution. 

TIRKANDI HEALTH AND SAFETY COMMITTEE 

The Tirkandi Health and Safety Committee provides joint consultation process with 

management and employees in relation to WHS matters in accordance with the Work Health 

& Safety Act 2011 and associated regulations.  

The purpose of the Committee is to provide a forum where health and safety issues at the 

workplace can be identified and resolved, and where safe systems and procedures can be 

developed and monitored by joint consultation with management and employees as well as 

making recommendations for improvements. The Health and Safety Committee will be the 

principle mechanism for consultation in relation to WHS matters related to the workplace of 

Tirkandi. 

The Committee is comprised of five members: 

• TCSC (Chairperson of the Committee and Tirkandi’s Health and Safety Representative) 

• 1 x member from the Centre Management team 

• 2 x Youth Workers, appointed through election 

• 1 x staff member that works within facility maintenance and cleaning, appointed 

through election.  

 

The Committee meets every three months, as convened by the Chairperson or at any 

reasonable time at the request of at least half of the members of the committee.  
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The TCSC completes a workplace inspection prior to every meeting. The findings of this 

inspection will be made available to the committee for discussion and analysis of completed 

risk assessments and inspection forms. 

For more information see Health and Safety Committee Constitution. 

VEHICLES  

There are several vehicles at the Centre that staff can use while on duty. The vehicle is to be 

used, and records kept, in accordance with the Transportation Policies outlined in the Policies 

and Procedures Manual (e.g. the vehicle must only be used for work purposes and driven in 

line with safe driving practices).  

See Policy and Procedures Manual.  

MOBILE PHONES 

The Youth Workers have access to the use of mobile phones mainly for supporting home 

contact for the participants and for excursions and outings. The mobile phones are to be 

used for work related purposes only. The mobile phone assigned to Youth Work must also 

be taken on all excursions and outings from Tirkandi.  

RISK ASSESSMENT FOR EXCURSIONS 

For all excursions involving participants, Tirkandi will undertake a hazard/ risk assessment 

and emergency procedure prior to the excursion.  

7.4.7 AFTER HOURS CONTACT NUMBER 

Tirkandi has a designated after-hours number. This can either be a designated landline that 

diverts to the on-call officer’s mobile phone or a specific mobile phone to be taken by the 

on-call officer. 
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8. PRIVACY AND PROTECTION OF PERSONAL 

INFORMATION 

8.1 PRIVACY LEGISLATION 

The Privacy and Personal Information Protection Act 1998 (PPIPA) sets out privacy standards 

for the NSW public sector. These standards regulate the way Community Services and other 

agencies deal with personal information.  

PPIPA covers NSW public sector agencies and provides for the protection of personal 

information and the privacy of individuals generally. In this document, a reference to 

‘information’ refers to both personal information and health information.  

8.1.1 WHAT IS PERSONAL INFORMATION? 

Personal information is any information or opinion about an identifiable person. This includes 

records containing information such as name, address, sex or personal characteristics and 

circumstances. 

8.1.2 COLLECTING PERSONAL INFORMATION 

We collect personal information:  

• when accepting and receiving application   

• when providing services to boys and their families 

• when engaging individuals and organisations for the provision of services and or 

referrals  

• when assessing people who apply for authorisation to care for children and young 

people in out-of-home care  

• when employing staff 

• when managing complaints. 

8.2 PERSONAL INFORMATION PROTECTION 

Workers in Tirkandi must comply with information protection principles specified in the NSW 

Privacy Legislation. These information protection principles cover the collection, storage, 

access and accuracy, use and disclosure of personal.  

The principles also address the need for appropriately addressing complaints regarding the 

perceived mishandling of personal information. 

http://docsonline.dcs.gov.au/Document/legislation/privacy_ACT1998.pdf
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8.2.1 TIRKANDI PRIVACY PRINCIPLES AND POLICY 

Tirkandi regards the secure protection of personal information entrusted to it by individuals 

as of paramount importance. Tirkandi is bound by the Privacy Act 1988 and the amendments 

incorporated in the Privacy Amendment (Private Sector) Act 2000. Tirkandi’s practices have 

also been designed to adhere to the National Privacy Principles. This protection is also a 

fundamental part Tirkandi’s service to participants.  

There are ten National Privacy Principles that proscribe the manner in which information is 

collected and used. They outline the conditions under which information can be disclosed, as 

well as principles governing the integrity, accuracy and security of the collected data.  

The principles cover issues surrounding information exchange, access by individuals to their 

records, the right to examine records and correct any inaccuracies, use of identifiers, the right 

of an individual to deal anonymously with organisations, and the type of information 

collected. 

8.2.2 DCJ PRIVACY POLICY STATEMENT 

The NSW Government's privacy practices in collecting, storing, using and disclosing personal 

and health information are regulated by the Privacy and Personal Information Protection Act 

1998 (NSW) and the Health Records and Information Privacy Act 2002 (NSW). These laws 

have privacy principles that tell us: 

• what information they can collect and how we collect it 

• how DCJ store and protect personal and health information 

• how you can find out what information we hold and correct it if it is wrong 

• how DCJ can use and disclose your information including special protection for health 

and other sensitive information 

• how you can complain about breaches of your privacy. 

 

This privacy notices applies to the Department of Communities and Justice (the Department) 

which consists of the following entities: Community Services, DCJ Housing, Strategy and 

Policy, Corporate Services, the Land and Housing Corporation, the Aboriginal Housing Office 

and also the Home Care Service. 

The Department and its related agencies comply with NSW privacy legislation when 

collecting and managing personal and health information. The information we collect from 

you or from an authorised third party will be held by the entity that collects it, or by DCJ 

Business Services. It will be used to deliver services and to meet our legal responsibilities. We 

may also use your information within the Department as a whole, to plan, coordinate and 

improve the way we provide services. The Department is also legally authorised to disclose 

information to outside bodies in certain circumstances. 
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8.2.3 DCJ SHARING INFORMATION ABOUT A FAMILY’S CHILD 

PROTECTION HISTORY 

DCJ for all boys it sponsors to the program who are in the care of the Minister or in foster or 

kinship care or receiving child protection case work support will provide Tirkandi with 

completed Application Packs that will consider eligibility, case management, risks, planning 

and initial goal setting. To further support the application DCJ will forward to Tirkandi 

relevant documentation including background, family situation, Case Plans, behavioural 

support plans and health plans 

The names of all applicants considered for the program are provided to DCJ to inform the 

Yalbalinya Decision Making Panel to provide support and identify risks and relevant child 

protection histories.  

8.2.4 THE DEPARTMENT OF EDUCATION PRIVACY POLICY 

NSW privacy legislation, the Privacy and Personal Information Protection Act 1998 and the 

Health Records and Information Act 2002, imposes specific obligations on the department 

when handling personal and health information that directly or indirectly identifies a person. 

These obligations, expressed in 12 Information Protection Principles and 15 Health Privacy 

Principles, relate to the collection, storage, use, disclosure and alteration of and access to 

personal and health information. 

The department collects a significant volume of personal information in the administration 

and provision of its education, training and community services. The main classes of 

information collected are employee, student and other stakeholder information including 

information about primary carers/ parents and information obtained in the course of 

developing and managing business relationships. 

When collecting personal information, the department will take reasonable steps to ensure 

that the person to whom it relates is made aware of certain matters including the purpose for 

which it is being collected, the intended recipients of the information and the person's right 

to access and correct the information. In most instances this will be achieved by a issuing a 

collection notice in connection with the collection. 

8.2.5 MANAGING COMPLAINTS ABOUT PRIVACY 

Participants and family who have concerns about how their personal information is being 

managed should be encouraged, in the first instance, to discuss their concerns with their 

Youth Worker or Case Manager. Boys and families can also escalate their complaint about 

privacy to the CEO.  

8.3 AMENDMENTS TO PERSONAL INFORMATION 

Boys and families may request amendments or additions to personal information held in 

Tirkandi by making a written or verbal request to the CEO and asking for an amendment to 

their records. 


