COMMUNITY LANGUAGES WESTERN AUSTRALIA INC

Community Languages Western Australia Inc (CLWA) is the peak body representing
community language schools in Western Australia. Its fundamental objective is to
promote Languages Education and to assist in matters pertinent to the teaching of
different languages and cultures. CLWA provides advice, assistance and professional
learning sessions and programs for member community language schools, teachers,
coordinators and administrators.



GUIDELINES ON THE ESTABLISHMENT OF A
COMMUNITY LANGUAGE SCHOOL IN WESTERN AUSTRALIA

These guidelines may be used to assist communities in WA wishing to establish language schools to teach
and promote their respective community language and culture.

What is a community language school?

Community languages schools teach a variety of languages other than English. They are not-for-profit
organisations run by community based groups. Their primary aim is to help students learn and use their
community language. They are also open to any student who wants to learn a community language, other
than English, and any school-aged student is encouraged to enrol (i.e. Kindergarten to Year 12).

Classes are held outside school hours.

SETTING UP
YOUR
ORGANISATION

Your community language school must be run by an organisation which is
an independent, not-for-profit legal entity — such as an incorporated
association.

You must set up your organisation before you can apply for a grant from
the Community Languages Schools Program with the Office of Multicultural
Interests (WA).

Step 1: Form a management committee / school board

The first step is to form a management committee / school board to help
you run your community language school.

This committee should be made up of people who share your community
language background and culture. It is advisable that they are interested in
running a school and they must understand the responsibilities of running a
school.

If possible, you should include people with some experience in areas such
as:

e teaching;

e administration and record keeping;

e finance and bookkeeping;

e legal and insurance issues;

e sponsorship and fundraising;

* running a committee and meetings.
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A management committee / school board has strict legal requirements and
responsibilities.

Note: If you are interested in applying for a grant through the Community
Languages Schools Program with the Office of Multicultural Interests (WA),
your management committee / school board must include representation
of at least one member of the language group’s community and one parent
of a student at the community language school.

Step 2: Become an incorporated association

Your organisation must be an incorporated association in order to apply for
a grant through the Community Languages Schools Program with the Office
of Multicultural Interests (WA).

An incorporated association is a legal body. It gives your organisation its
own legal identity and protects your committee members in legal
transactions. It also lets you enter into and enforce contracts, to sue or be
sued, and to continue running your school if one of your committee
members decides to leave.

There are both benefits and obligations when you set up an incorporated
association. You must pay an application fee and keep proper financial and
membership records and registers. Committee members and a public
officer (who is your official main point of contact and one of your
committee members, and who can sign legal documents) must make sure
your organisation meets all of its statutory and reporting obligations.

You must also have a constitution which should also specify that one of
your main objectives is the teaching of your community language.

Learn how to become an incorporated association through the
Department of Mines, Industry Regulations and Safety.

Step 3: Register for an Australian Business Number (ABN)

An ABN is a unique number issued by the Australian Government to
identify your organisation. It helps your organisation deal with government
departments and businesses, claim goods and services tax (GST) credits,
and to do many financial tasks such as invoicing your students.

Learn how to apply for an ABN through the
Australian Business Register.

Step 4: Get the right insurance

Having insurance is important for many reasons. Insurance protects your
organisation, your students, your staff and your management committee.
There are special policies available for community organisations.
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FIND A VENUE

FIND SUITABLE
TEACHERS

Required insurance

e public liability insurance to protect the school;
e professional indemnity insurance to protect students, teachers,
volunteers and parents.

Recommended insurance

e directors and officers liability insurance to protect the management
committee;

e workers compensation insurance to protect employed or paid staff
in the event of an injury;

e voluntary workers insurance to protect volunteers in the event of
an injury.

Step 5: Set up a bank account
You will need a bank account in the name of your organisation.

You can open a bank account after you have set up an incorporated
association.

Use your association's bank account to manage incoming and outgoing
money, like fees, wages, sponsorship money and - if you are successful -
grant payments from the department.

Some banks offer special low-fee accounts for community groups, so ask
your local banks.

Most community languages schools are operated in government schools
outside regular school hours.

You may choose to run your community language school from a private,
independent or other community location.

When choosing a venue, consider important issues such as whether the
venue is easy to access for people with a disability or whether it meets fire

regulation requirements. Learn more about insurance requirements.

An important point to consider when choosing a venue:

® Use of government schools outside regular school hours will incur a
fee.

Good teachers help children achieve their best and help create an active,
learning atmosphere that benefits students, parents and the wider
community.
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Recommended accreditations

A successful community language school will aim to have teachers who are
trained to teach languages. Teachers can be paid or voluntary.

Your teachers should have:

e professional qualifications in teaching from an Australian or
overseas institution; or
e a certificate in language teaching.

Note: If your teachers do not have a recognised teaching qualification they
must attend and complete the Essentials of Language Teaching course
offered through the Office of Multicultural Interests (WA). This is a
prerequisite when you apply for grant funding from the Community
Languages Schools Program with the Office of Multicultural Interests (WA).

Learn more about the Essentials of Language Teaching course through the
https://communitylanguageswa.com.au/this-is-what-we-do/professional-
learning/professional-learning-program/

Working with Children Checks

Any person in your community language school who has direct
unsupervised contact with children and young people must undergo:

e a Working with Children Check.
As this is a compulsory legislative requirement it is important that every

new volunteer, worker or teacher working at your community language
school undergoes this check as the latter keep all children safe.

Learn more about the Working with Children Check through the
Working with Children Check Website Western Australia.

Professional development

It is important that your teachers continue to improve their professional
skills to deliver a high-quality learning experience to students through
ongoing professional development.

Note: If you are interested in applying for a grant through the Community
Languages Schools Program with the Office of Multicultural Interests (WA),
all teaching staff and at least one administrator must attend a minimum of
two (2) professional learning sessions over the duration of the grant period.

DEVELOP A You will need to develop a school charter that guides the operative
functions of your community language school.
SCHOOL
CHARTER Your School Charter should:
¢ reflect the goals and aspirations of your community language
school;

e set the direction for your community language school;
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ENROLLING
STUDENTS

GRANT
FUNDING

CLWA Disclaimer

e outline the responsibilities of your Management Committee /
School Board and teaching staff;

® be guided by relevant legislative requirements, policies and
procedures.

Note: Your community language school must have a school charter in order
to apply for a grant through the Community Languages Schools Program
with the Office of Multicultural Interests (WA).

At the start of each school calendar year you will need to enrol your
students.

Note: If you are interested in applying for a grant through the Community
Languages Schools Program with the Office of Multicultural Interests (WA)
your community language school must meet certain requirements
regarding student enrolments.

These include:

® enrolments are open to all Kindergarten to Year 12 school students
irrespective of their linguistic and cultural background;

e have a minimum of ten (10) school aged students enrolled in a
school year;

e students have an average attendance rate of at least seventy (70)
per cent over the school year;

e provide a minimum of one and a half hours (1.5 hrs) of face to face
language teaching per lesson;

e deliver at least thirty-five (35) weeks of language classes a year.

It is therefore important that you maintain accurate and up-to-date student
records, including enrolment and attendance information.

The Western Australian Government, through the Community Languages
Schools Program, which is administered by the Office of Multicultural
Interests (WA) provides financial assistance to eligible not-for-profit
community organisations who deliver out of school hour’s community
language classes.

Your community language school may be eligible for grant funding through
the Community Languages Schools Program with the Office of Multicultural
Interests (WA).

To confirm your community language school’s eligibility, refer to the
Community Language School FAQs or contact the Office of Multicultural
Interests (WA) on [08] 6552 1603.

This document has been compiled by Community Languages Western Australia Inc (CLWA) and is intended
to provide a guideline only. CLWA accepts no responsibility, nor any liability, for decisions made by
individual community languages schools. It remains the sole responsibility of those wishing to establish a
community language school that all of the legislative compliance requirements are met through all of the

relevant authorities.
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