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Working in Community Settings Policy  

 
Introduction Learning Links provides a range of services in community settings to support 

children, young people and families to reach their full potential.  
 
This policy provides Learning Links’ Professionals, who bring their own unique 
knowledge and expertise to the community setting, with information regarding how 
they can support Learning Links in upholding its high standard of service delivery in 
delivering effective educational and wellbeing strategies for children and young 
people.  It includes information on: 

• Our Service Delivery Model in Community Settings (direct service, indirect 
service, and whole provider service) 

• Maintaining Currency of Professional Practice 

• The requirements to work in NSW public schools including completing 
Community Provider Induction 

• Attendance records 

• Maintaining Client Records 

• Use of facilities and resources in community settings 

• Communication with the community setting provider 

• Managing additional service request/s 

• Raising concerns and  

• Mandatory reporting. 

 
Policy Learning Links’ Professionals: 

• Must maintain high ethical and professional standards, duty of care, and 
excellent customer service when working with community providers.   

• Are responsible for upholding Learning Links’ reputation and the trust and 
confidence of community providers. 

• Must comply with Learning Links’ Code of Conduct and induction requirements 
where community based services are provided.  
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Definitions 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Community 
Settings/providers 

Community settings/providers include: 

• Public, private and independent schools 

• Early childhood centres – Long Day Care and Preschool 
Kindergartens 

• Community based organisations. 

Service delivery Service delivery in community settings includes the 
following programs: 

• Psychology,  

• Speech Therapy,  

• Occupational Therapy,  

• Education Support,  

• Reading for Life and  

• Counting for Life. 
 
Associated service delivery tasks that can be completed 
when working in a community setting include, but are not 
limited to: 

• Liaising and consulting with staff,  

• Initial interviews, 

• Notes and observations, 

• Small group intervention,  

• Individual client intervention, parent consultation and 
report preparation. 

Professional Speech therapist, Occupational Therapist, Psychologist, 
Provisional Psychologist, and Teacher. 

Carer Includes parent and guardian. 

Client Students, children, and adults. 
 

 
Eligibility  This policy applies to all Education and Allied Health Services staff who are 

employed on a full-time, part-time or casual basis; volunteers, or clinical placement 
students who provide service delivery in community settings. 

 
Responsible Responsibilities for the policy are: 

 

Person Responsible for: 

General Manager, 
Education and 
Allied Health 
Services 

• The overall implementation and continuous improvement 
strategies to ensure maintenance of this policy. 

• Supporting managers in overseeing service delivery as 
required. 

Managers/ 
Coordinators 

Overseeing all aspects of service delivery in community settings 
including: 

• Negotiating the commencement, continuation, and cessation 
of services, 

• Ensuring compliance and regulatory requirements for 
service delivery, 

• Allocating professionals for service delivery, 

• Liaising with professionals in community settings and 
resolving day to day operational issues as required, 

• Handling complaints and concerns, 

• Requesting changes to and/or additional services. 
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Professionals Providing high quality services in the community as follows:  

• Utilising the most current evidence based practice, 

• Adhering to attendance requirements, 

• Following the procedures required by the community setting 
provider. For example, signing-in, 

• Appropriately using provider facilities and resources, 

• Maintaining client and community provider records, 

• Providing only the agreed services, 

• Referring requests for a change or addition of service to 
coordinator/manager, 

• Advising the coordinator/manager immediately if unable to 
continue to provide services and they will then contact the 
provider, 

• Maintaining professional conduct at all times, 

• Ensuring that all mandatory requirements are completed and 
current. 

 

Related 
documents 

Learning Links • Quality Policy 

• Privacy Policy 

• Client Record Policy and Procedure 

• Leave Entitlements Policy and Procedure  

• Feedback and Complaints Policy and Procedure 

• Code of Conduct  

• Keeping Children Safe Policy and Procedure 

• Dress Code and Grooming Standards Policy and 
Procedure 

• Conflict of Interest Policy and Procedure 

• Driver Policy for Company Cars, Allowance Vehicles and 
use of your private vehicle for work 

Department of 
Education and 
Communities 

• Code of Conduct 

• Child Protection 

• Mandatory Reporting 

• Controversial Issues in Schools Policy and Procedures 

• Allegations Against Employees Policies and Procedures 

Industry documents • APS Code of Ethics and Ethical Guidelines - Australian 
Psychological Society - www.psychology.org.au 

• Code of Ethics - Speech Pathology Australia 
www.speechpathologyaustralia.com.au 

• Occupational Therapy Board of Australia Code of 
Conduct  
www.occupationaltherapyboard.gov.au 

• Speech Pathology in Schools 
https://speechpathologyaustralia.cld.bz/Speech-
Pathology-in-Schools-2017  

• The framework for effective delivery of school psychology 
services: a practice guide for psychologists and school 
leaders 

• WHO Health Promoting Schools can be found at 
http://www.who.int/school_youth_health/gshi/hps/en/ 

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

 

http://www.learninglinks.org.au/wp-content/uploads/2017/01/HR-Conflict-of-Interest-Policy-and-Procedure.pdf
https://education.nsw.gov.au/policy-library/policies/code-of-conduct-policy
https://education.nsw.gov.au/wellbeing-and-learning/child-protection
http://www.keepthemsafe.nsw.gov.au/
https://education.nsw.gov.au/policy-library/policies/controversial-issues-in-schools?refid=285776
https://education.nsw.gov.au/policy-library/policies/child-protection-allegations-against-employees?refid=285776
https://www.psychology.org.au/Assets/Files/APS-Code-of-Ethics.pdf
https://www.psychology.org.au/Assets/Files/APS-Code-of-Ethics.pdf
http://www.psychology.org.au/
https://www.speechpathologyaustralia.org.au/SPAweb/Members/Ethics/spaweb/Members/Ethics/Ethics.aspx?hkey=5c5556d0-327f-4d06-8e89-fd1a638e543a
http://www.speechpathologyaustralia.com.au/
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Service 
delivery model 
in community 
settings 

Learning Links has established a consistent three-tiered approach to working in 
community settings that is derived from the World Health Organisation’s (WHO) 
Health Promoting Schools Strategy.  
 
The three focus areas are  

• direct service,  

• indirect service and  

• whole provider service.  
 
The service delivery strategy is known as the “Response to Intervention” and the 
model enables professionals who work in community settings to apply their expertise 
to the delivery of preventative and direct service to students, clients, carers, 
teachers, early childhood teachers and other professionals.  
 
The Australian Psychology Society provides the following guide specifically for 
schools but may be relevant in other settings, 

• 5% of children require direct services 

• 15% of children require indirect services 

• 80% require whole provider service. 
Extracted from The framework for effective delivery of school psychology services: a practice guide for 
psychologists and school leaders September 2016. 

 
Direct service  Direct service involves the professional providing an individual service to the client 

which can include assessments, individual therapy, individual counselling, liaison 
with carers and staff, structured programs delivered individually, workshops to carers 
and teacher professional learning.  

 
Indirect service 
 

Indirect service delivery meets the needs of clients by providing providers, carers 
and other stakeholders with professional advice or consultative support. The indirect 
service approach includes one or more of the following: 

• Consultation with providers to provide advice and information about general 
discipline specific issues that affect clients 

• Consultation with providers to determine client programs, strategies and 
techniques including educational, psychological intervention and prevention 
approaches 

• Parent information sessions that provide an understanding of child and 
adolescent development 

• Consultation with relevant providers to address individual client and class 
behaviour, learning styles and/ or difficulties 

• Advice about making appropriate changes to classroom management and the 
curriculum in order to meet the educational, developmental and or behavioural 
needs of a client. 
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Whole provider 
service 

Whole provider service allows for a systemic approach to services in the community 
setting.  
 
Professionals are able to consider individual clients and the community setting and 
assess the need for provider wide programs that are proactive and preventative.  
 
Work at this ‘universal tier’ enables professionals to: 

• Examine the system in which a client functions and identify factors in the family, 
school and wider community that can be addressed to help them function more 
effectively. 

• Offer recommendations for external supports and programs that can assist a 
school to achieve optimal success for the greatest number of students. 

• Provide advice and information about policies that affect student populations 
and/or student welfare practice. 

• Contribute to high‑quality staff development with their own unique knowledge 
and expertise. 

• Assist with planning, preparation, implementation and evaluation of programs 
and educational strategies. 

• Participate as members of the community setting in professional development 
opportunities to ensure maintenance and improvement of their own knowledge 
and skilled service delivery. 

 
Currency of 
Professional 
Practice 

Learning Links is committed to developing and maintaining evidence based practices 
by understanding current evidence, developing a culture of improvement and valuing 
the unique and specialised knowledge, skills and experience of our professionals. 
 
Learning Links’ professionals are required to maintain their professional knowledge 
and practice to ensure evidence based practice is utilised to support and inform 
service delivery for clients. 
 
It is expected that Learning Links’ professionals understand and implement relevant 
industry guidelines which include but are not limited to: 

• The Framework for Effective Delivery of School Psychology Services: A Practice 
Guide for Psychologists and School Leaders, 

• Speech Pathology in Schools. 

 
Community 
Provider 
Induction 

If required, professionals will participate in an induction process within the 
community setting in accordance with the requirements of the community provider.  
This induction may include a tour of the premises, sign-in and out procedures, 
emergency exists, evacuation procedures, staff facilities, relevant WH&S 
procedures, staff contact list, location map, and details of the main contact person. 

 
 
Attendance Professionals are required to: 

• Attend all scheduled services unless notification is provided to 
coordinator/manager as per the Leave Entitlements Policy and Procedure  

• Sign in and sign out of the community setting every time services are provided 

• Wear Learning Links’ identification at all times and provider identification if 
requested 

• Follow Learning Links’ Dress Code and Grooming Standards Policy and 
Procedure  

• Advise the coordinator/manager in the first instance if unable to complete the 
agreed services. The coordinator/manager will then contact the provider to 
advise and negotiate alternative arrangements. 

• *NB. Psychology services only – Consent for psychological intervention lasts 
only for the duration of the issue for which the client was referred. 

 
Client Records Client records are maintained in accordance with the Client Records Policy. 
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Client records are the property of Learning Links and can only be released in 
accordance with Learning Links’ Privacy Policy. 
 
A general summary of service delivery may be provided to relevant staff with written 
consent from the carer. 

 
Use of facilities 
and resources 
at community 
setting 

It is expected that community settings will provide professionals with access to 
appropriate facilities that are quiet, distraction-free, have adequate seating, lighting 
and temperature control. If required, a confidential space with a window to ensure 
that appropriate duty of care is maintained, should also be provided.  
 
In the event that facilities are not appropriate, you should advise your 
coordinator/manager who will then contact the provider to discuss. 
 
It is expected that professionals prepare all required resources prior to attending the 
community setting to enable services to be delivered. 
 
Use of resources in community settings needs to be negotiated on a case by case 
basis and may include access to photocopying, laminating, binding and storage 
space. You should not assume that access to these facilities will be available. 
 
Learning Links’ professionals are prohibited from the following: 

• Accessing the provider’s local area network for printing and internet use unless 
approved by the provider and coordinator/manager. 

• Taking materials into the community setting that are outside the purpose of the 
services being provided and may be deemed inappropriate and offensive. 

 
Communication 
with provider 

In accordance with Learning Links’ Privacy Policy and your relevant professional 
ethical code and practice standards, the following communication protocols apply: 

• Provide timely response to provider requests, 

• Ensure regular communication / feedback with relevant staff in relation to 
matters that are crucial to the management of the client and the general 
wellbeing of others in the environment, 

• Ensure regular communication with relevant staff to support strategies, 

• Maintain confidentiality regarding the content of client disclosures gathered 
during service delivery, 

• Duty of care relevant to your role and service delivery mode, 

• Without disclosing confidential matters, you can discuss general progress, 
wellbeing issues, social and/or behaviour concerns, the educational and 
developmental needs of the clients, provider policies and any other relevant 
information, 

• Sharing information regarding progress, wellbeing, educational and 
developmental needs will be required in most settings. Disclosure of 
confidential information should not be made. 

• Document or upload all correspondence between yourself and the provider on 
Salesforce.  This may include emails, phone calls, and letters. 

 
Managing 
Additional 
service request 

You are required to deliver the allocated service and should not provide an additional 
or extended service without prior approval from your coordinator/ manager. 
 
A community provider may request that similar or different services are provided as 
part of, or in addition to, the current services being provided by Learning Links. This 
request is to be referred immediately to your coordinator/ manager.  
 
Providing services to a community provider in addition to your role at Learning Links 
is prohibited unless specific permission has been given. 
 
In the event a community provider requests that you undertake another role outside 
your current role at Learning Links you must notify your coordinator/manager 
immediately. 
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Raising 
concerns 

If you have any concerns about providing services in the community setting you must 
immediately raise these concerns with your coordinator/manager. 
 
Concerns can include: 

• Environmental issues – facilities provided are inappropriate, 

• Staff issues – the conduct of staff in the community setting is inappropriate 
towards you, other staff or clients, 

• Sharing confidential information with you regarding other professionals, clients 
or business-related matters. 

 
It is the responsibility of your coordinator/manager to raise these concerns with the 
community provider directly as appropriate. 
 
In the event a community provider raises concerns or complaints about a Learning 
Links’ staff member the Learning Links’ Feedback and Complaints Policy and 
Procedure will be followed. 

 
Mandatory 
reporting 

Learning Links is committed to child safe practices to ensure the care, protection and 
safety of all children and young people receiving services in community settings. 
 
In the event you have identified that a mandatory report is required follow the 
Keeping Children Safe Policy and Procedure. 
 
Where appropriate a coordinator/manager will advise the community provider that a 
mandatory report has been made. 

 
Requirements 
to work in NSW 
Public Schools 

There are specific requirements to provide services in public schools in NSW. Prior 
to providing services the following must occur: 
 
Prior to a Learning Links’ professional providing services in a NSW Public School the 
following requirements must be met: 

• Current qualification in First Aid, CPR, and ASCIA Anaphylaxis, 

• Completed declaration for child related work that includes 100 points proof of 
identity documentation, 

• Being familiar with the following DEC policies and procedures: 
o Code of Conduct 
o Controversial Issues in Schools Policy and Procedures 
o Child Protection 
o Mandatory Reporting  
o Allegations Against Employees Policies and Procedures. 

 
When delivering services at a subsequent school, you must provide photo 
identification with your date of birth details (e.g. driver’s licence) to allow the school 
to check against previously provided identity and clearance details. 

 
Document 
control 

This table outlines the control details for this document. 
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https://education.nsw.gov.au/policy-library/associated-documents/Appendix6-Proof-of-Identity.pdf
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