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1 BACKGROUND 

The Assisted School Travel Program (ASTP) plays a significant role in meeting the transport needs of eligible students 
with disability. It provides free, specialised transport to and from school where parents are unable to provide or arrange 
transport for the student either fully or in part. 

The online student application is part of a planned suite of forms designed to streamline the ASTP application process 
for schools and will eventually replace the paper forms. At present, only applications can be processed online. Soon, 
schools will also be able to process change requests and variations online too. 

This user guide has been developed to help schools correctly submit online student applications, in consultation with 
parents, for assisted school travel. 

2 ACCESSING THE APPLICATION 

Access for government schools 

Staff access to the online application is managed through the Access Management Utility (AMU). All school principals 
can delegate access to other staff in their school through AMU. If this function is not working, please complete the 
technical support form and a member of the ASTP's Business Assurance team will get in touch with you. 

Access for non-government schools 

As per the Department of Education's (DoE) policy, access to DoE services can only be provided to the principal of a 
non-government school. If a school participates in the NSW Premier's Reading Challenge, or NAPLAN testing, the 
school principal may already have an active account. 

If the principal does not have an active DoE account, or the account has expired, the principal will need to complete 
the technical support form, ticking the Access request box for an account to be created. 

Once a non-government school principal has access to the DoE portal, they can create DoE accounts for any relevant 
staff members within their school and manage access to the online application through AMU. 

Principals can also reset passwords, extend account expiry dates and update staff details. There will also be a link to 
the application on ASTP Online. 

  

http://surveys.education.nsw.gov.au/s3/astp-technical-support
http://surveys.education.nsw.gov.au/s3/astp-technical-support


 

| NSW Department of Education Assisted School Travel Program 

DOC19/465636 Page 2 of 23 August 2020 

3 DASHBOARD VIEW 

When you log in, the first thing you will see is your school's dashboard. There are boxes across the top of the screen, 
each with a title across describing the application category and a number at the bottom. 

Schools with P&C contractors will have the Submitted to L&W Officer (Learning and Wellbeing Coordinator) box. 

 
Figure 1. School dashboard 

 

When you select a box, a list of current applications in the selected category displays in the bottom half of the screen. 

 
Figure 2. Dashboard box 

 
Figure 3. List of unsubmitted applications 
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4 MEANING OF EACH APPLICATION STATUS 

The status of each application will be displayed in the far right column of the application list. Their meanings are 
explained below. 

 Assessment complete – This means that the assessment process for this application is complete and the 
application has either been approved or declined. If approved, the parents will receive advice by either email or 
letter depending on whether they have provided the program with their email address. The school will receive 
advice of approval when they receive an updated run card with the student added. 

 Assessment in progress – This means that the application you have submitted is being reviewed and assessed. 
A decision has not yet been made. 

 Declined by Learning and Wellbeing – This status only applies to government schools with P&C contractors. It 
means that application has not been endorsed by the Learning and Wellbeing Coordinator. Extra information may 
be required from the school before the application can proceed. 

 Further information required – This means that the application was submitted but is being returned to you with a 
request for further information.  

 In progress – This indicates that the application has been started by the school but not yet submitted. 
 Prerequisites failed – The application has not met the basic prerequisites as outlined in the application guidelines. 

You will need to review the guidelines and contact the ASTP should you have any questions. 
 Submitted – The application has been received by the ASTP. 
 Withdrawn – The application has been withdrawn by you or by the ASTP. The ASTP will not withdraw applications 

without first consulting with the school. 

     NOTE 
If the application is declined, the parents will be notified by email or mail depending on whether they have 
provided the program with their email address. The school is notified by email. Parents may appeal within 30 
days of receipt of decline notification if there is additional information. 

5 STARTING A NEW APPLICATION 

To start a new application, click on New on the left side of the interface. If you haven't used the application before, 
take the time to expand each drop-down menu and read the information on this page. 

 
Figure 4. 'New application' interface 

  

Download blank 
parent information 

form from here 
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 TIP 
If you are unfamiliar with the ASTP, it is a good idea to carefully read the eligibility criteria before you commence 
your application and call the ASTP if you have any questions. 

Collecting information from parents/carers 
Currently, all data entry into the application is done by the school. The data does not need to be entered all at once 
and schools can start the application, save and go back to it later to complete or upload any supporting 
documentation. There are a number of ways to collect and enter parent data. On the front screen, there is a link to the 
Parent PDF (shown in Figure 4) that can be used as a data collection tool. 

Data collection and entry can be done at the student's face-to-face enrolment interview as parents often bring 
essential documentation to the school at this time. Additional information can also be gathered on the phone. A blank 
copy of the Parent PDF, Parent Statutory Declarations and Acknowledgement and declaration of Accuracy and 
Consent forms can be sent home to parents for them to complete. 

 IMPORTANT 
It is important to make sure you have all essential and supporting documentation for each application. Lists of 
these can be found in the Before you begin section. 

6 NAVIGATING THE APPLICATION INTERFACE 

The progress circles indicate where each section is up to. When the section is complete, the circle will turn green and 
show 100%. You will not be able to submit the application until all circles are green. Use these circles to navigate 
between pages. 

 
Figure 5. Progress circles 

All mandatory information is highlighted in red. 

 
Figure 6. Example of mandatory fields highlighted in red 

If you want to edit any information, click Edit on the blue section bars. 

 

 

https://education.nsw.gov.au/public-schools/astp/parents/eligibility
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Figure 7. Editing information 

The Edit button will change to two buttons: Cancel and Refresh. 

 
Figure 8. Cancelling and refreshing information 

Click Cancel if you have changed your mind about editing, otherwise update your information and press Refresh. 

If you want to update any information in table format, for example, Details of Paid Employment, hover over the table 
and it will turn grey. Click on the Edit icon in the top left corner. The table will expand and you can change the 
information. Click Update to save. 

 
Figure 9. Updating Details of Paid Employment 

Press Save to save all the information on the current page. Errors will be specified. Press Continue to move to the 
next page. 

7 SEARCHING FOR AN APPLICATION 

Go to the left navigation bar on the dashboard and click on Application button and select Search. The Application 
Search fields will appear. You can search by student name, application ID or application status.  

When you submit your Search, the search results will be listed based on the search criteria entered. 

 

Figure 10. Search interface 

Interpreting search results 
 Date submitted – Outlines the date the application was submitted 
 ID – This is a unique ASTP application ID. It can be used to search for a specific application. It is useful if you need 

the progress of a specific application or have completed several applications for the same student over time. 
 Status – Indicates where the application is up to. See application status information below 
 Student – Student's name. 

 TIP 
You can also use the Search option at the top right of the dashboard table to search within each status. You can 
search by student name, application ID or application status. 
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8 PROVIDING FEEDBACK 

Use the Feedback button to provide feedback about the application. DO NOT use this button to update information on 
individual students. If you want to edit the application after it has been submitted, you will need to contact the ASTP 
and ask for the application to be returned to you electronically. You will then be able to edit the application and 
resubmit it. 

 
Figure 11. Feedback button 
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9 GOVERNMENT SCHOOLS APPLICATIONS 

When you are ready to begin, click on the Start New Application button at the bottom of the page. 

 
Figure 12. Starting a new application 

This will take you to the Find Student screen. Your school name will appear and you will need to search by the SRN. 
If you don't have this number handy, click on the link to ERN in the left-hand Application drop-down where you can 
search for your student's details. Enter SRN and click Proceed. 

 
Figure 13. Find Student screen 

After this, you will be taken to the Student Details screen. This screen establishes the student's eligibility for the 
program. All mandatory information is marked in red. 

 

Figure 14. Student details section 
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     NOTE 
If the student has more than one disability, please indicate them all by ticking multiple boxes in the drop-down 
list. 

If you have indicated the student is a temporary resident, upload the Authority to Enrol form and complete the other 
mandatory fields in this section. 

 
Figure 15. Authority to Enrol upload 

Working with ERN 

Government schools no longer need to submit a Formal Advice of Student Placement form (Form D) as the 
application draws this information from Enrolment and Registration Number (ERN). However, please remember that 
unless the student's ERN status is one of the below, the application will not be able to find the student. 

 Applied to Enrol (Risk Assessed) OR 
 Applied to Enrol (Validated) OR 
 Enrolled (In Attendance). 

To start a new application, the school needs to enter the Student Registration Number (SRN) and click Proceed. 

If you type in a student's correct SRN and they don't appear in the application, you need to check the student's 
enrolment status in ERN. 

 
Figure 16. Enter student's SRN to start application process 

Before starting a new application, the school should check that the student's enrolment status and their other 
information is correct and up to date. If the student's enrolment status does not allow them to progress, be aware that 
they may contact you to assist them to move the application along. This will also have implications for the timing of 
transport applications. If students are not placed in classes until late in the year, schools may not be able to update 
ERN in time to submit applications for the following year. 

 TIP 
If incorrect information is displayed in an application's editable field you can update it by overtyping it, but these 
changes will not be reflected in ERN. If information is incorrect, and does not appear in an editable field, you will 
need to update ERN to correct it. 
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You may need to follow up with parents and/or your local Learning and Wellbeing Coordinator to enable you to update 
the student's ERN status and progress with the application.  

For more information contact the ASTP on 1300 338 278 or schools.astp@det.nsw.edu.au. 

Transport address 

The application will pull through the student's residential address as the primary transport address. If this isn't correct, 
and the student is being transported from their primary residential address, then change the student's address details 
in ERN. You can also add transport addresses if the student is being transported to and from more than one address. 

The addresses are found using Google Maps. Sometimes, where a student lives on a property, an apartment, or in a 
new estate, these addresses cannot be found in the system. If this occurs, check the Cannot find transport address 
box? 

You will then be able to manually enter any address and proceed. This address will be manually verified by the ASTP 
and you will be contacted if the address does not meet the ASTP's address criteria. 

 
Figure 17. Transport address 

 IMPORTANT 
You will need to check the student's and parent details are correct. If anything in the application is not correct, 
please edit the information in ERN and refresh the application. The new information should then appear. 
Changing the information in the application will NOT update ERN. 

Authority to Enrol form for temporary residents 
If your student is a temporary resident, you need to upload the Authority to Enrol form that you receive back from 
DE international. A 3-page confirmation of a temporary resident's authority to enrol is always sent to the school's 
generic email address. 

If it is not in the student's file, ask your School Administration Manager to check this email or call DE International on 
1300 300 229 and ask them to send you another one. There is a section on the bottom of this form that indicates 
whether the child is eligible for the ASTP. 

 
Figure 18. Temporary Resident information for government schools 

If you aren't sure whether a child is fee exempt, please call DE international on 1300 300 229. 

  

https://app.education.nsw.gov.au/school-services-contacts/
mailto:schools.astp@det.nsw.edu.au
https://www.deinternational.nsw.edu.au/
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10 NON-GOVERNMENT SCHOOLS APPLICATION 

On the Find Student screen, non-government schools will need to enter the student's family name, given name and 
date of birth. 

 
Figure 19. Enter student's name and date of birth screen (non-government schools only) 

Once you are taken to the Student Details screen, please complete all mandatory fields marked in red. If you have 
indicated that the student is a temporary resident, complete the mandatory fields in this section. 

 

 Figure 20. Temporary resident information 

     NOTE 
The Authority to Enrol form is not mandatory for non-government schools. They simply indicate Visa sub-class 
and whether the student pays or not. 

Many non-government schools have satellite classes at other school campus. Please use the School Section drop-
down list to indicate which satellite class the student attends. 

 

On the Transport Address screen, type in the transport address that the student will be travelling to and from. This 
does not have to be the student's primary residential address. Multiple addresses can be listed. The addresses are 
found using Google Maps.  

If an address cannot be found in the system, check the Cannot find transport address box? (shown in Figure 18). 
You will then be able to manually enter any address and proceed. This address will be manually verified by the ASTP 
and you will be contacted if the address does not meet the ASTP's address criteria. 
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11 ATTENDANCE TYPES 

The application asks you to specify whether the student is Full Time, Part Time or Transitioning (shown in Figure 21). 

 If you select Full Time, no extra documentation is needed. 
 If you select Part Time and the student is attending Part Time for medical reasons, a medical exemption form is 

needed, and you will be provided with a space to upload it. 
 If the student is transitioning, either from part- to full-time attendance or from one educational setting to another a 

transition plan outlining the transition plan is needed and you will be provided with a space to upload it. 

 
Figure 21: Attendance types 

     NOTE 
A part-day exemption form is required for government schools only. If the part day exemption is to continue 
beyond five weeks, subsequent part day exemptions need to be signed by your school's education director. All 
subsequent part day exemptions require approval by the Director of ASTP. 

 

12 NDIS AND NCCD DATA 

The online application asks for some additional data not previously requested. You need to provide information about 
the student's National Disability Insurance Scheme participation (NDIS) and their Nationally Consistent Collection of 
Data (NCCD) status. 

 
Figure 22. NDIS and NCCD data  

https://education.nsw.gov.au/policy-library/associated-documents/exempt_gui.pdf
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13 SHARED CARE 

If students are in a Shared Parental Care arrangement, please select either 'Yes' or 'No' where it asks Are there 
shared care arrangements for this student? 

 
Figure 23. Shared care radio buttons 

If you select 'Yes', a Shared Care Comments box will appear where you can provide specific details of the 
arrangements. If you want to upload a calendar or additional supporting information, please indicate this in the Shared 
Care Comments box that further documentation is attached and use the Add Optional Attachments upload facility 
in the Transport Requirement section on the Transport Information page (shown in Figure 25). 

 
Figure 24. Shared care comments box 

 
Figure 25. Upload shared care calendar in Add Optional Attachments section 

 

Student's additional or family information 

This section appears on the principal's page can also be used to upload any additional information relating to this 
student and their family. This could include: 

 HSLO or Learning and Wellbeing liaison 
 FACS/Juvenile Justice interest etc. 
 Extenuating family circumstances 
 Details of surgery etc. 
 Court orders 
 Shared care calendars. 
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Figure 26. Additional student or family information 

14 SCHOOL INFORMATION 

School Out of Hours Contact Information 

The school details page of the application now asks for an Out of Hours Contact as a mandatory field. Details are 
entered manually the first time and the system saves the details. On subsequent applications, names can be chosen 
from the drop-down menu. 

 
Figure 27. School Out of Hours Contact Information 

Copy down function 

School times and support class times need to be entered manually. If they are the same every day, there is a copy 
down function. You can copy down for all and then amend. 

This copy down function is a feature in school times, sibling school times and parent employment work hours. 

 
Figure 28. Copy down function 
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15 PARENT INFORMATION 

Mandatory uploads of supporting information 

If the parent has a medical condition that prevents them from providing transport, an ASTP medical certificate must be 
provided. Tertiary study timetables are also a mandatory requirement where applicable. The ASTP also requires 
information about the parent's driver licences and if they tick 'Yes', they need to provide the licence number. 

If they indicate that they own a car, they must provide the registration and vehicle type. If they are requesting transport 
on the basis that their vehicle is unroadworthy, a mechanical report, or disposal notice should be provided and can be 
uploaded in the 'Mechanical Report' upload area in the parent information section. 

 
Figure 29. Medical certificate 

 

Figure 30. TAFE/Uni timetable 

 
Figure 31. Mandatory uploads and vehicle information 

Parent statutory declarations 

Each parent is required to sign a statutory declaration and these need to be uploaded against the parent details. Each 
parent signs their own and each parent needs a separate upload. The Acknowledgement and Declaration of Accuracy 
statement needs to be signed by both parents and is uploaded with Principal's Declaration. 

 
Figure 32. Parent Statutory declarations  
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16 TRANSPORT INFORMATION 

You will need to get names and phone numbers of supervising adults for students. You can add as many supervisors 
as you wish. 

 
Figure 33. Student supervisor information 

  



 

| NSW Department of Education Assisted School Travel Program 

DOC19/465636 Page 16 of 23 August 2020 

17 STUDENT TRAVEL NEEDS 

This is the area where you will see a lot of change and we are asking for more information about equipment on 
transport and how it is used. Hopefully, this will cut down on the number of phone calls between ASTP and schools. 

 
Figure 34. Student safe travel needs 

 

18 SUBMITTING AN APPLICATION 

Once all of the circles are green, a submit button will appear at the bottom of the principal's page. Once the 
application is submitted, the application status will change to 'Received'. 

 
Figure 35. Submitting an application 
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19 FIXING AN INCOMPLETE APPLICATION 

Once an application is received, it is checked by an ASTP officer before it progresses to the assessment phase. If 
there is a problem with the application, for example, you have uploaded the wrong disability confirmation sheet or it 
has expired, the application will be returned to you via the application. 

The application will appear in your dashboard with a Further information required status and you will receive a 
notification email. Click on the application 'ID' link and choose the 'Edit Application' option. 

 
Figure 36. Edit application 

Consult your email to see what is missing and navigate to the section you need to update. In this example, you would 
remove the old Disability Confirmation Sheet, upload the new one and edit the 'Expiry Date' as required. 

 
Figure 37. Update information as needed 

Once you have made the required changes, go to the Principal's page and press 'Submit'. 

The student's application status will display as Assessment in progress and the submission date will change. 

 
Figure 38. Assessment complete 
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20 LEARNING & WELLBEING COORDINATORS 

All Learning & Wellbeing Coordinators (LWCs) of schools in the pilot have been provided with access to the 
application. 

The LWC will need to: 

1. Go to https://online.det.nsw.edu.au/astp  
2. Log in with your DoE portal name and password. If you are unable to log in using your portal details, please 

complete the technical support form. 
3. Logging in will take you to the Application Review dashboard. You will be able to see a list of applications that 

require your endorsement. 
 

 
Figure 39. Application Review Dashboard for LWC 

ERN status for all government schools 

There are two ways that the application will have an impact on LWCs. When a school submits an application using the 
paper form and the student is enrolled in a support class, they are required to submit a Formal Advice of Student 
Placement form (Form D) with the application to verify the student’s enrolment. There are two exceptions to this 
requirement: 

1. Where a student with a physical disability is enrolled in a mainstream setting 
2. Where a student is enrolled through a Clinical Schools Program. 

For government schools, the application draws information about the student’s enrolment directly from ERN. 

Schools with P&C contractors 
Schools with P&C contractors will have the Submitted to L&W Officer box on their dashboard. Where applicable, 
schools are required to send their applications and change requests to the LWC who supports their school for 
endorsement that the application does not represent any conflict of interest. 

  

https://online.det.nsw.edu.au/astp
http://surveys.education.nsw.gov.au/s3/astp-technical-support
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A Review Checklist is available and the criteria the application needs to meet are summarised below: 

1. Does the student meet the ASTP eligibility criteria for the program and is the disability confirmation sheet current 
and accurate? 

2. Is the inability of parents/carers to provide or arrange travel to and from school clearly demonstrated? 
3. When the school indicates that an Assisted Travel Support Officer (ATSO) is required: Is the level of support 

requested for the student appropriate to their needs as outlined in their behaviour support plan and/or risk 
assessment and/or health care plan? 

When a school with a P&C contractor submits an application, the school will see a message on the screen as follows: 

Your application has now been forwarded to your Learning and Wellbeing Coordinator for review and endorsement. 
When your application has been endorsed and sent to ASTP, you will receive an email notification. If the application is 
not endorsed within 7 days, please contact your Learning and Wellbeing Office. 

Email notification 

When the application is submitted, the LWC for the school will receive an email notifying them that the application 
needs to be reviewed. 

 
Figure 40. Notification email to LWC Officer 

  

https://education.nsw.gov.au/public-schools/astp/parents/eligibility
https://app.education.nsw.gov.au/school-services-contacts/
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Viewing an application 

To view an application, select the student's name. This will take you directly to the student's application. 

 
Figure 41. Click on the student's name to view the application 

If you then click on the drop-down arrow next to the number in the student's ID column, you can also view the 
application. This view could be useful if you have several applications to review. 

 
Figure 42. View application 

Reviewing an application 
Review the application using the following criteria. You will notice that there is a summary of the Review Checklist on 
the dashboard screen. This is simply there to prompt you, especially if you haven't used the dashboard for a while. 

1. Does the student meet ASTP eligibility criteria for the program and is the disability confirmation sheet 
current and accurate? 

  

https://education.nsw.gov.au/public-schools/astp/parents/eligibility


 

| NSW Department of Education Assisted School Travel Program 

DOC19/465636 Page 21 of 23 August 2020 

To view the student's disability confirmation sheet, click on the Student Complete in the green circle. This will take 
you to the 'Student' section. Scroll down to the 'Student Criteria for Services' section. 

 

 

Figure 43. Click on green circles to view different sections of the application 

 
Figure 44. View the student's Disability Confirmation Sheet in the Student Criteria for Services section 

2. Is the inability of parents/carers to provide or arrange travel to and from school clearly demonstrated? 

To assess whether a student is eligible for Assisted School Travel, the program looks at the demonstrated inability for 
parents/carers to provide transport and requires documentary evidence to support their statement of inability. 

To view this information about parent eligibility, go to the Parent 1 and Parent 2 sections of the application and scroll 
down to view. 

You may also wish to view the stated reason student is applying. This information can be found in the Transport Info 
section. 

     NOTE 
If the Transport Info is showing Incomplete, do not be concerned. This means that the start date requested by 
the school is less than 7 days away. This will reset when the application is endorsed by you. 

When the school indicates that an Assisted Travel Support Officer is required: 

3. Is the level of support requested for the student appropriate to their needs as outlined in their behaviour 
support plan and/or risk assessment and/or health care plan? 

To view this information, go to Transport Info and scroll down. You will be able to see any information entered by the 
school click on the plans to view.  

Completing the process 

1. Select Endorse if the application does not indicate a conflict of interest. The application will continue through to 
the ASTP and an email is automatically sent to the school informing them that the application/change request has 
been endorsed. 
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2. Select Decline if a conflict of interest is clearly identified. If you select this option, you will need to follow up with 
school to see whether there are any adjustments that can be made to the application. In cooperation with the 
school executive and your director, a review of processes and procedures may be required. 

3. Select Incomplete if more information is required for you to make an assessment. If you choose this option, you 
will need to specify exactly what is required in the email you send back to the school. There is an email template 
built into the interface. 

 

 

Figure 45. Incomplete application email 

Editing the 'Incomplete Application' template: 

 Click on the email text 
 Edit the template with the information required 
 Click on the blue tick to save your email 
 Press Incomplete to send. 

 
Figure 46. Click on blue tick to save email text 

The school can then edit the application, resubmit and the officer will pick it up again from the review screen. 

Select Withdraw if you, in consultation with the school, decide not to proceed with the application at this time. 
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