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FACTSHEET
Setting up a new community language school
How to make a new community language school (CLS) a success
Gauge community interest in starting a CLS and identify possible student numbers for each year level.
Form a management committee/team.
Identify available teachers/instructors to conduct classes. The availability of teachers/instructors will dictate the number of classes that can be offered.
Ensure all personnel involved in the CLS hold a current blue card by checking the Queensland Government’s Blue Card Services website. Ensure all personnel submit their application to renew their blue cards at least 30 days before their blue card expires.
Identify a suitable location for classes. Make sure it has easy access for students, adequate parking and room for expansion of classes in the future. Ensure the venue meets fire regulations. CLS language classes must not be conducted from residential premises.
Department of Education (DoE) premises (for example a state school) are an option. A list of state schools can be found here. If you take this option you will need to complete an ‘Agreement to hire school facilities’ form that will be provided by the school.
CLS may choose to teach classes non-DoE locations, such as their local library, community hall or community centre. The Brisbane City Council website provides a comprehensive list of community halls and facilities available to hire on their website.  
Regardless of whether you are planning to use DoE or non-Doe premises, arrange a meeting with the principal (state school) or owner/manager (non-DoE premises) to discuss the needs of your CLS including:
· the day and time of lessons each week
· the number of classrooms needed
· the date lessons will commence
· the number of students and teachers attending community language school classes 
· rental costs
· cleaning costs
· contact details in case of an emergency.
Ensure that relevant insurance is arranged: 
· for CLS (funded or un-funded) that use DoE premises (e.g. state school), DoE will arrange and pay for Public Liability and Voluntary workers personal accident insurances 
· for CLS that use non-DoE premises, discuss insurance requirements with the owner/manager.
Create a form to collect relevant enrolment information for each student including:
· the name of the student
· the year level of each student
· the mainstream school the student attends
· name and details for emergency contacts (e.g. parent/guardian)
· if the student is an Australian citizen or permanent resident
· parental consent that student attendance information may be forwarded to the Department of Education for grant administration purposes. 
Keep all student information in a secure location to ensure student privacy.
· Develop teaching programs. 

If you wish to seek funding from DoE for your new CLS, please notify DoE that classes have commenced at your CLS — by emailing communitylanguageschools@qed.qld.gov.au). 
For more information about setting up a community language school, contact the Ethnic Schools Association of Queensland.
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