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than English at home.i Responding to Moreland’s diverse and 
varied culture, the OSHLSP was created to provide additional 
education support to young people and their unique challenges. 
 
 
OSHLSP Objectives 
 
Specifically targeting young people from a refugee or migrant 
background, the Out of School Learning Support Program’s main 
objectives are to: 
 

 Keep young people who are at risk of leaving school early to 
engage in education and learning and ultimately increase 
attendance and improve school performance. 
 

 Improve the confidence, learning skills and self-esteem of 
students, where learning becomes a positive experience. 
 

 Support and increase young people’s connectedness to school 
and the community while improving attitudes to learning; 
 

 Provide a quiet and safe environment to study, learn and develop 

friendships. 

In order to reach these objectives Council will: 
 

 Provide qualified teachers who are given the opportunity to 
undertake external training to appropriately support refugee and 
migrant young people; 
 

 Develop individual learning plans and create a structured approach 
to learning.  
 

 Provide access to library resources including computers, the 
internet and textbooks. 
 

 Provide opportunity for young people to meet and connect with 
Moreland City Council Youth Services’ staff. 
  

Currently over 32% of 

families in Moreland 

were born overseas, 

while more than 46% of 

the population speaks a 

language other than 

English at home 
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Working with Refugee Students 
 
Young people from a refugee background who have been through 
traumatic experiences may have a more complex array of 
educational needs. 
 

The United Nations 1951 Convention Relating to the Status of 
Refugees defines “refugees” as:  

“people who are outside their country of nationality or their usual 
country of residence and are unable or unwilling to return to or 
seek protection of that country due to a well-founded fear of being 
persecuted for reasons of race, religion, nationality, membership of 
a particular social group, or political opinion”.ii  

While every young person’s refugee experience will differ, many of 
these young people have suffered serious traumatic experiences 
before arriving in Australia which have a significant impact on their 
ability to learn and retain information.  
 
It is important to note that for some young people this might be the 
first time they are facing a structured learning environment. 
Education and learning experiences in their home country or 
transit camps might have been less formal than those in Australia.iii  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

Additional issues young people from a refugee background may face: 

 Blocks to learning caused by the effects of trauma on cognitive, emotional and 
social functioning, which affect the student’s ability to participate in class 

 Concentration and retention problems due to poor sleep and nightmares 

 Learning difficulties caused by malnutrition and deprivation 

 Sight and hearing problems 

 Difficulties in learning a new language without prior literacy skills.  

 Difficulties in learning due to disruptive school or no schooling.  

(VFST (2004) School’s in for Refugees, p.33) 
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Centre for Multicultural Youth Contact Numbers 
 
Council will support any additional training tutors require for 
working with refugee and migrant young people.  This can be 
organised though the OSHLSP Manager who will arrange training 
through The Centre for Multicultural Youth. Alternatively tutors are 
free to contact the Centre for Multicultural Youth to discuss their 
training needs.  
 
For information on tutor training contact the Training Officer - 
Learning Beyond the Bell Ph: (03) 9340 3745 Mob: 0413 351 600 
Email: lbbtraining@cmy.net.au 
 
To receive regular tutor information updates contact the Volunteer 
Resource Officer - Learning Beyond the Bell Ph: (03) 9340 3714 
Mob: 0411 041 811 Email: lbbvolunteers@cmy.net.au 
 
To receive general information about what is happening in the Out 
of School Hour Learning Support Programs contact the Northern 
Regional Officer Ph: 9309 3685 Mob: 0422 094 225 Email: 
lbbnorth@cmy.net.au 
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(i.e. library), signing the student up at the library to gain a library 
card, introducing library staff, teaching internet systems, and how 
to access photocopying, computers, and alongside the general 
expectations of the program.  
 
Student will be provided with a copy of the code of conduct which 
outlines the behaviour excepted within the program.  
 
Students are also provided with an overview of the emergency 
evacuation systems for each centre, including the emergency 
evacuation assembly point and roll check.  
 
At the Homework Club 
 
Tutors are encouraged to arrive early in order to set up the study 
space and create a positive learning atmosphere. Setting up the 
learning space creates a safe, secure and welcoming environment 
for students to enter.  
 
Tutors need to ensure that all materials are available when 
students arrive. This includes the sign-in sheet for parents to 
complete when dropping off and picking up their children(s). All 
materials are kept in a designated locked cupboard at the 
OSHLSP locations.  
 
When students arrive, their parents are to sign them into the 
program, unless other arrangements have been made or the 
young person is considered older enough to take responsibility for 
their own actions.  
 
Students are to work on their set homework. Tutors are to assist 
students when required and ensure that the quality of work is at an 
acceptable standard. Tutors need to provide appropriate activities 
should the student forget their assigned homework. These 
activities should support the students stated learning goals. 
 
Each student will be provided with a manila folder which contains 
their learning goals (stapled to the inside front cover) and other 
worksheets or homework to be completed.  
 
Developing an individual learning plan 
 
All students attending the OSHLSP will have an individual learning 
plan developed with the OSHLSP Coordinator. Each individual 
learning plan should include appropriate short and long term goals, 
and goal indicators to assess their progress. Individual learning 
plans should be set when the young person first enrols into the 
program.  
 
The OSHLSP Coordinator will then inform all tutors of the 
particular focus of each learning plan.  
 
The OSHLSP Coordinator will liaise with the student’s school – 
with parental permission – to obtain additional information on the 
student’s educational requirements.  
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Hours of work 
 
The OSHLSP operates between 4:30 and 6:30pm on determined 
weekdays. Tutors are paid for these hours in accordance with their 
employment agreement. Tutors must ensure that they arrive to 
program on time and are prepared for the session. Should a tutor 
be unable to make a session, the OSHLSP Manager must be 
informed immediately and with enough time to find a suitable 
replacement.  
  
Wages / Timesheet process 
 
Council processes all timesheets electronically and fortnightly. You 
will need to forward your hours of work to the OSHLSP Manager 
before the Thursday of each pay week. 
 
Any variation in your roster should be reported to the OSHLSP 
Manager immediately to ensure that shifts can be covered and that 
pay hours are recorded correctly. 
 
Appropriate Workplace Behaviour 
 
All employees are expected to conduct themselves in a 
professional and ethical manner at all times and in accordance 
with Council’s values. 
 
When dealing with students, parents, colleagues and the 
community, it is expected that all employees will: 
 

 work within the boundaries of the law; 

 be courteous; 

 be respectful; 

 be patient; and 

 helpful. 

 
Inappropriate Interactions with Students 
 
Council expects that all tutors will act in accordance with its 
policies and procedures and the law. Inappropriate conduct will not 
be tolerated at any time.  
 
This includes: 

 verbal abuse or harassment; 
 demonstrating favouritism to a student(s) over others. 
 any rough physical conduct (including, but not limited to, 

grabbing, pushing, smacking and punching); 
 touching a student inappropriately (including, but not 

limited to, stroking, hugging and kissing); 
 
Tutors hold a unique position of influence and trust that 
should not be violated or compromised. Tutors must 
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More serious offense may result in: 
 

 The student being suspended (period to be determined 
by the OSHLSP Manager) from the program and 
parents/guardians informed of the incident; 

 Parents/guardians contacted immediately and asked to 
remove the student(s)  from the program; 

 Criminal charges sought for the most serious offences 
such as physical or sexual assault.  

 
It is important that no matter the offence type that all young people 
are supported and receive the best possible service at all times. 
This may involve the student being referred to an appropriate 
support agency. 
 
Smoking 
 
Smoking is not permitted by students, tutors or any other person 
on Council property at any time. Anyone smoking should be within 
15 feet of a window or door of any building. Tutors are encouraged 
not to smoke while on duty. As the program is only 2 hours in 
length, it is expected that all tutors will refrain from smoking until 
after the session and out of students view.  
 
Drugs and Alcohol 
 
All tutors must not be under the influence of, alcohol and/or illegal 
substances while at work.  
 
To ensure that safe workplace practices are maintained, tutors 
who are taking legally prescribed medications which may affect 
their ability to perform their duties accordingly must inform the 
OSHLSP Manager immediately. Information pertaining to the type 
of medication being administered / taken will remain confidential.   
 
Young people who attend the program under the influence of 
alcohol and/or other illegal substances require close staff 
supervision. Tutors are (advised) to contact the young person’s 
parent/guardian immediately as the student needs to be returned 
to family care.  
 
Young people who are presenting as aggressive and/or violent 
behaviour due to substance use will need to be removed from the 
program immediately in a friendly and supportive manner for the 
safety of both tutors and other students. The OSHLSP Manager 
should be contacted and informed of the incident at the earliest 
possible convenience. 
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Counselling 
 
Should any tutor require debriefing or counselling, they may 
contact Council’s Human Resources Department on 9240 1111 
(Just ask for HR). Otherwise, your OSHLSP Manager can arrange 
debriefing for you.  
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Attendance Sheet for Out of School Hours Learning Support Program 
                    Term  _  2010 

Program Location ……………………………………………….. 
 

Week number Week1 Week 2 Week 3 Week 4 Week 5 Week 6 Week 7 Week 8 Week 9 Week 10 

Time Checking In / 
Out 

In Out In Out In Out In Out In Out In Out In Out In Out In Out In Out 

1 (e.g.) John Smith 4:30 6:30                   

2                      

3                      

4                      

5                      

6                      

7                      

8                      

9                      

10                      

11                      

12                      

13                      

14                      

15                      

16                      

17                      

18                      

19                      

20                      

21                      

22                      

23                      

 

 



Out of School Hours
Learning Support Program

Application Form 2010
Send completed form to: 
Simon Vella 
Moreland City Council 
Locked Bag 10 
MORELAND VIC 3058 

1. Student’s Details: 
 

Given Name: _____________________
 

Address: ________________________________________
 

Date of Birth: ________________ 
 

Country of Birth: ________________
 

Year arrived in Australia (if applicable): __________
 

How many years did your child attend school before coming t
 

Phone number (Home): ____________ Mobile: _____________ Email address: _____________________
 

2. Referral Information: 
 

How did you find out about the program? 
 

3. Parent or Guardian Details: 
 

Given Name: _____________________
 

Address: ________________________________________
 

Phone number (Home): ______________
 

Country of Birth: ________________
 

Language Spoken: _______________________________ Is
 

4. Emergency Contact Person(s):
 

Given Name: _____________________
 

Relationship to Student: _______________________________________________________________
 

Phone number (Home): _________________ (Work): ___________________ Mobile: ________________
 

Language Spoken: _______________________________ Is an interpreter Required: Yes           No
 

5. Program Location: 
 

Please tick which homework program you would like the 
 

Coburg        Glenroy  

 

Out of School Hours
Learning Support Program

 

Application Form 2010 

Parent or Guarding to Complete 

_____________________________ Last Name: _________________________

Address: _______________________________________________________Postcode: _____

 Age: _____________  Male / Female (Please circle one)

Country of Birth: _________________________ Cultural Background _____________________

Year arrived in Australia (if applicable): ___________ Language spoken at home: _____________

How many years did your child attend school before coming to Australia (if Applicable)

number (Home): ____________ Mobile: _____________ Email address: _____________________

 

How did you find out about the program? ____________________________________________________

 

 

Given Name: _____________________________ Last Name: _________________________

Address: _______________________________________________________Postcode: _____

number (Home): ______________ (Parents’ Work): ________________ Mobile: _______________

Country of Birth: _________________________ Cultural Background _____________________

Language Spoken: _______________________________ Is an interpreter Required: Yes           No

 

. Emergency Contact Person(s): 

Given Name: _____________________________ Last Name: _________________________

Relationship to Student: _______________________________________________________________

number (Home): _________________ (Work): ___________________ Mobile: ________________

Language Spoken: _______________________________ Is an interpreter Required: Yes           No

 

omework program you would like the student to attend: 

 

Out of School Hours 
Learning Support Program 

___________________________________ 

Postcode: ______________ 

Male / Female (Please circle one) 

Cultural Background _____________________________ 

spoken at home: ____________________ 

o Australia (if Applicable)? _______________ 

number (Home): ____________ Mobile: _____________ Email address: _____________________ 

____________________________________________________ 

Last Name: ___________________________________ 

Postcode: ______________ 

rents’ Work): ________________ Mobile: _______________ 

Cultural Background _____________________________ 

an interpreter Required: Yes           No 

Last Name: ___________________________________ 

Relationship to Student: __________________________________________________________________ 

number (Home): _________________ (Work): ___________________ Mobile: ________________ 

Language Spoken: _______________________________ Is an interpreter Required: Yes           No 



6. School Information 
 

Name of School: _______________________________________________________________________ 
 

Address of School: __________________________________________________Postcode: ___________ 
 

School phone number: ____________________ Students Year Level: _____________________________ 
 

Year Level Coordinators Name: ____________________________________________________________ 
 
Coordinators Phone number: ______________ Email address: ___________________________________ 
 
What areas does the student require support with: 
 
Maths Science Social Science English Reading  Others: ____________________ 
 
In order to develop a comprehensive learning plan for the student, the Program Coordinator would like to 
contact the school.  This will assist in gaining an understanding of how to best support the student and their 
particular learning needs.  This contact is optional.  Please indicate if you give your consent to the Program 
Coordinator contacting your child’s school. 
 

Consent is given for the programs coordinator to make contact with the students Year level Coordinator: 
 
YES          NO  
 

 

7. Pick up and drop off arrangement: 
 

Please indicate what arrangements have been made for your child: 
 
             My Child will by picked up by their parents / guardian  
 
             My Child can make his / her own way home at the end of the program 
 
             My Child can leave the program on their own when work is completed 
 
             Other arrangements _____________________________________________________________ 
 

 

8. Medical Information: 
 

Name of Doctor / Medical Service: ____________________________ Phone: ______________________ 
 

Student Medicare Number: ____________________________________ 
 

Please list any known allergies: ___________________________________________________________ 
 
Please indicate any disabilities or illness that the program needs to be aware of: 
 
Autism  Vision Impairment  ADHD  Hearing Impairment  Epilepsy 
 

Diabetes Asthma   Other: ____________________________________________ 
 

Will the student be required to take any medication whilst at the program? If so please provide details: 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 
 

 

 

 

 

 



9. Permission Agreement: 
 

I consent to: _______________________ (name of young person) attending the Out of School Hours 
Learning Support Program.  I understand that my child will be dismissed at the end of the session and that 
no further supervision will be provided to my child at the end of each of these sessions.  I understand that it 
is the parent/guardians responsibility to inform the Program Coordinator of any special arrangements 
beyond these times. 
 

Parental / Guardian Consent: (Please sign) __________________________________________________ 
 

Parent / Guardian: (Print name) ___________________________________________________________ 
 
 

 

 

 

 
 
 
 
 

 

 



 
 

Moreland Homework Club Program 
 

            My Personal Learning Goals 
 
Student Name:  
 
Home group: 
 
Date: 
 

 

My Learning Goals       Complete when young person enrols in program  
(Use the SMART goals worksheet to write your goals here.) 

 

Short Term Goals 
 
 
 
 

Long Term Goals 
 
 
 

 

 

Learning Goal Indicators 
(How will you know when the goals have been achieved?) 
 
 
 

 

Student Comment  
(Comment on how you went in achieving your goals.) 

 
 
 
 

Tutor Comment  
(What will the tutor do to support the student in achieving these goals.) 

 
 
 

 

My Future Learning Goals  
(Write goals that you want to achieve or improve on in the future) 

 

 

 

 

 

 

 

 



Student Code of Conduct 
 

Out of School Hours Learning Support Program 
 
It is important for everyone to respect each other – students and tutors. 
The learning support program aims to help students with their homework 
and provide a quiet space for all students to work. To help everyone 
achieve this, it is important that we all think about the following rights and 
responsibilities: 
 

Student Rights 
 

• To learn in a safe enviroment 

• To be treated with respect 

• To expect appropriate support from a tutor 

• To have a quiet and safe place to study 
 
Student Reponsibilites 
 

• Treat others with respect 

• Be friendly and welcoming to others 

• Recognise that tutors do their best to support 
everyone but there may be times when you will 
need to wait patiently 

• Take care of the program resources and 
equipment 

• Concentrate on your work 

• Work quietly which allows other to do their 
work 

• Inform the coordinator when you arrive  
and before you leave the program 
 

 
 
 
 
 
 
 
 
 
 

Students are expected to follow this Code of Conduct 
when attending the program 

 



Working with Children Check

General Information Sheet 

 
 
 
 
 
 
 

How is the WWC Check different from a 
police records check? 
Unlike a police records check, the WWC Check  
considers certain offences and is valid for five 
years (unless revoked).  During this period, 
cardholders continue to be checked for new 
offences or disciplinary findings by prescribed 
professional bodies.  
 
A new WWC Check is not required when you 
change your employer or volunteer organisation. 
 
You may still need to apply for a WWC Check 
even if you have already had a police records 
check. 
 
Do I need a WWC Check? 
You may need a WWC Check if:  
• you are working in paid or unpaid 

(volunteer) work, and 
• your work is in connection with one of the 

services, bodies, places or activities listed in 
the phasing-in plan, and 

• your work usually involves, or is likely to 
usually involve, regular and direct contact 
with a child where the contact is not directly 
supervised by another person. 

 
If you answer “Yes” to each of the statements 
above, you are doing ‘child-related work’.  Some 
exemptions apply. It is your responsibility to find 
out if you need a WWC Check. 
 
When do I need to apply? 
Each year, certain services, bodies, activities 
and places are phased-in. The WWC Check is 
being phased in until 2011.  
 
If you need to apply you should check the 
phasing-in plan to find out when you need to 
apply. If you fall into more than one category, 
you should apply by the earliest date. 
 
 
 
 

What if I don’t apply? 
It is a criminal offence for you to start or 
continue ‘child-related work’ without having 
applied for a WWC Check if the service, body, 
place or activity that your work is in connection 
with, has been phased-in.  
 
It will also be an offence for your employer or 
volunteer organisation to engage you in ‘child-
related work’.  
 
How do I apply? 

1. Obtain an Application Guide and Form 
from a participating Australia Post outlet 
(visit www.auspost.com.au for your 
nearest outlet) 

2. Complete the Application Form attached 
to the Application Guide 

3. Submit your application, together with 
your proof of identity documents, a 
passport-sized photo, and the application 
fee (if required) to a participating 
Australia Post outlet.  
 

You can start or continue ‘child-related work’ 
once you have lodged your application. You will 
need to show your receipt to your employer or 
volunteer organisation as proof you have applied 
for a WWC Check.  
 
How much will it cost? 

Applying for a WWC Check is free for volunteers 
and $76.10 for paid workers*. A volunteer WWC 
Check cannot be used for paid ‘child-related 
work’. An employee WWC Check can be used for 
both paid and volunteer ‘child-related work’.  
*Fees change annually on 1 July.  Please check 
the website or contact the Information Line for 
the current fee. 
 
 
 
 
 
 
 

What is the Check? 
 

The Working with Children (WWC) Check is designed to help keep children safe. The 
Check was introduced in Victoria in 2006 and aims to prevent people who may pose a risk to the 
safety of children from working with them.  

People who work or volunteer in connection with certain services, bodies, places or activities are 
required to apply for a WWC Check. Check the phasing-in plan for a list of these.  Detailed 
information about the WWC Check and application process is available on the Department of 
Justice web site or by phoning the Information Line on 1300 652 879.  

 



 

 

What is checked? 
• Broadly, applications will be checked for 

serious sexual, serious violent and 
serious drug-related offences. A checklist 
of offences is available on the web site or 
by calling the Information Line. 

• Currently professional disciplinary 
findings from the Victorian Institute of 
Teaching (VIT) and Suitability Panel are 
also considered. In future, other 
professional bodies may be considered.  

If you do not have a criminal record, and no 
professional disciplinary findings have been 
made against you, you will pass the WWC 
Check.  
 
How will I know that I have passed the 
WWC Check? 
People who pass the WWC Check will be sent an 
Assessment Notice from the Department of 
Justice and a WWC Check Card will be sent 
separately in the mail.  
 
Your employer or volunteer organisation must 
make sure you have passed the WWC Check and 
may ask to see your Assessment Notice or WWC 
Check Card as proof. 
 
 
A sample WWC Check Card is shown below: 
 

 

Can I still pass the WWC Check if I have 
a criminal history or a professional 
disciplinary finding? 
The outcome will depend on the type of finding 
made or the offence, and the circumstances 
surrounding it. Not all offences and findings are 
considered to indicate a risk to the safety of 
children. You may wish to contact the Information 
Line to discuss your personal circumstances. 
 
People who are subject to sex offender reporting 
requirements are not permitted to work with 
children or apply for a WWC Check. 
 
What happens if I don’t pass the WWC 
Check? 
Before the Department of Justice makes a final 
decision to refuse a WWC Check, you will be 
given an opportunity to make a submission 
explaining why you believe you should pass the 
Check. Your submission will then be considered 
by the Department of Justice. 
 
If you do not pass the WWC Check after your 
submission has been considered, you will then be 
issued with a Negative Notice. If you are issued 
with a Negative Notice you cannot perform child-
related work. In most cases you may apply to 
Victorian Civil and Administrative Tribunal (VCAT) 
for an Assessment Notice to be granted. 
 
How will my privacy be protected? 
The Department of Justice, employers and 
volunteer organisations are bound by privacy 
and confidentiality laws.  
 
Your employer or volunteer organisation (where 
known) will be notified of the outcome of your 
application, and if your WWC Check is revoked. 
 
The details of any criminal records or findings 
from a professional disciplinary body will not be 
provided to your employer or volunteer 
organisation.  
 
You can find out more on the web site or via the 
Information Line.

 

Further information 
 
Additional information is available from:  

Website www.justice.vic.gov.au/workingwithchildren 

Email workingwithchildren@justice.vic.gov.au 

Information Line  1300 652 879 
 
8:30am–5pm (EST) Monday–Friday  
(excluding public holidays) 
 

                      If you need an interpreter, please  
                     call the Translating and Interpreting  
                     Service on 13 1450 and have them  
                     contact the WWC Check Information  
                     Line. 
 
If you would like to receive this publication in an 
accessible format, such as large print or audio, 
email workingwithchildren@justice.vic.gov.au or call 
the Information Line 1300 652 879, the National 
relay telephone service (TTY) 13 36 77. 

This information is intended as a general guide only. It is not intended to be given as legal advice and should not be 
relied upon as such.  It is recommended that you obtain legal advice relevant to your particular circumstances.           
                                                                                                                                     CD/09/177956 July 2009 
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Section Seven – End Notes 
 
                                                 
i Moreland Council website, Population profile 2010.  www.moreland.vic.gov.au  
ii CMYI (2007) Learning Beyond the Bell – Co-ordinators Manual; Melbourne Australia, p.6 
iii VFST, 2004, School’s in for Refugees, p.29 (Quoted in CMYI 2007, p.8) 
iv Embrace Education , policy and procedures guidelines 


