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Welcome Note 

The Dyslexia-SPELD Foundation (otherwise known as DSF Literacy and Clinical 

Services) is an independent, not-for-profit organisation that has provided vital support 

to Western Australian children and adults with learning difficulties and disabilities for 

over 40 years. It remains committed to improving the level of support provided to 

children and adults with learning disabilities, and the community’s understanding of 

specific learning disabilities – in particular, dyslexia. DSF is recognised as a “centre of 

excellence” in the field of literacy development and in the understanding and response 

to literacy failure. 

 

DSF continues to focus on ensuring that children and adults with learning difficulties 

are supported adequately and appropriately and that all students are provided with the 

opportunity to achieve their potential. One of the key services that DSF provides to 

individuals with learning difficulties and disabilities is access to evidence-based 

remediation provided by registered DSF Tutors and Specialist Teachers. DSF also 

provides advice and support to families and educators on successful literacy and 

numeracy acquisition, evidence-based practice, and the strategies most likely to 

improve literacy and numeracy outcomes for all students. DSF supports and advises 

students, adults, and families directly, as well as indirectly, through the support and 

advice provided at a school or employment level. 
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THE DSF TUTOR REGISTER 

DSF maintains a register of qualified Tutors and Specialist Teachers (both groups will 

be referred to as Tutors* or DSF Tutors *  throughout this document) who provide 

individual tutoring for children, adolescents and adults. DSF Tutors are appropriately 

trained in evidence-based teaching approaches designed to improve students’ literacy 

and numeracy skills. Student progress is monitored by the DSF Tutor Management 

Team as DSF Tutors are required to submit regular progress reviews. Tutors 

registered with DSF are covered by both Professional Indemnity and Public Liability 

Insurance. 

 

The children and adults who seek tutoring through DSF experience difficulties with 

literacy and/or numeracy and some have a diagnosed Specific Learning Disorder 

(such as Dyslexia). However, individuals do not need to have an identified learning 

disability to access tutoring through DSF. 

 

The demand for tutoring by Tutors registered with DSF is ever-increasing, particularly 

with the changes in the criteria for a Specific Learning Disorder diagnosis (i.e. students 

are required to receive at least six months of targeted intervention to determine 

whether their difficulties are responsive to intervention or persist despite support, 

before a formal diagnosis can be considered). DSF Tutors work across the Perth 

metropolitan area and throughout Western Australia. Some DSF Tutors also provide 

online tutoring using a virtual classroom. This is of particular value to families living in 

remote and regional areas. 

 

WHY DO WE HAVE TUTOR GUIDELINES? 

We are continually working towards ensuring that our DSF Tutors provide instruction 

of the highest quality and standard. This is achieved through the application process, 

training, ongoing support, and monitoring. The Tutor Guidelines provide clear and 

consistent procedures so that all DSF Tutors can provide an effective, high-quality 

service to our member families, and ensure that DSF maintains a duty of care to the 

families it supports and the Tutors on the DSF Tutor Register. 

                                                 
*
 DSF has two levels of tutors on the Tutor Register: Specialist Teachers and Tutors. Specialist 
Teachers must have an appropriate teaching qualification. Tutors must have a relevant qualification (e.g. 
Education Assistant, Speech Pathologist, Psychologist). For ease of reference, both Specialist 
Teachers and Tutors will be referred to as Tutors or DSF Tutors throughout this document (unless 
otherwise specified). 
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THE BENEFITS OF BEING A DSF TUTOR 

There are a range of benefits for Tutors registered with DSF.  These include: 

 Direct referral of students;  

 Collegial support from other registered Tutors; 

 Advice and support from the Tutor Management Team and other DSF staff, 

including Speech Pathologists and Psychologists; 

 Discounts on DSF resources, professional learning, and photocopying; 

 Access to ‘Tutor-only’ test materials and other resources in the Resource 

Library; 

 Flexibility in working hours and place of work; 

 Professional Indemnity insurance at a significantly reduced rate;  

 Free Public Liability insurance; and, 

 Making a significant difference in the lives of children and adults. 

 

THE DSF TUTOR REGISTER 

The Role of DSF Tutors 

The role of DSF Tutors not only includes providing a high-quality tutoring service to 

DSF members but also includes listening to students (and their families) to help inform 

tutoring goals and any emotional support that may be needed to enhance their 

engagement in learning; liaising with parents, schools, and teachers to ensure the best 

possible learning outcomes; and ultimately making a difference in the lives of students 

with learning difficulties or disabilities (no matter how small).  

 

Who are our students? 

DSF Tutors work with school-aged children, from junior primary through to secondary 

school (including upper secondary students completing their Year 12 examinations), 

as well as adults (e.g., professionals, university students and parents) who wish to 

further develop their literacy and/or numeracy skills. 

  

Where do DSF Tutors work? 

There are a range of options for the working environment of DSF Tutors. Tutors can 

choose to work from their own home, at the student’s home, or there may be an 

opportunity to work at the student’s school (with permission from the school).  We also 

have DSF Tutors that work in our Literacy Clinics.  It is essential for any Tutors that 

there is a designated, distraction-free space available for you and the student.  
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Selection of Programs 

There has been a wealth of research, as well as national and international reviews, 

that have identified the components of successful literacy instruction/intervention. This 

has been supported by evidence collected from classrooms, individual students, and 

whole-school literacy programs. Essentially, students make significantly more 

progress, and achieve consistently better results, when they participate in structured, 

synthetic phonics programs that utilise a sequential multi-sensory approach. Such 

programs ensure that students understand and master essential skills in English and 

provide them with the opportunity to develop competencies in reading accuracy, 

fluency, and comprehension. They also provide students with the opportunity to 

significantly improve their spelling and writing. 

 

DSF Tutors receive training in appropriate methods in literacy and numeracy 

instruction, all of which incorporate evidence-based approaches. It is expected that 

DSF Tutors will use programs and approaches that have been specifically identified as 

appropriate because they fit within a research-based approach to literacy/numeracy 

remediation. Furthermore, it provides assurance to families that their child receives 

intervention that is high-quality, evidence-based, structured, and systematic. The DSF 

‘Understanding Learning Difficulties – A Guide for Parents’ manual has a section 

devoted to providing the evidence base for a range of intervention programs in order to 

assist families and other professionals in identifying the most appropriate approaches 

and programs for literacy learning. The ‘Selecting a successful intervention’ section 

from the Guide can be found in Appendix A, with the full guide accessible via the link 

http://uldforparents.com.  

 

It is unacceptable for Tutors to use programs that have limited (to no) research 

evidence to support their use in improving outcomes for individuals with learning 

difficulties and disabilities. For example, the Arrowsmith program is purported to 

improve academic skills, memory, motor skills, speech and language, and reasoning 

abilities, yet there is no independent research evidence available to support the claims 

that the exercises – designed to improve neuroplasticity – improve academic skills or 

remediate learning difficulties. Further information regarding evidence for the 

effectiveness of a range of programs and products is provided in Appendix A.  

http://www.dsfliteracyclinic.com.au/programs/
http://uldforparents.com/


Rev 2019-1, April 2019  Page 6 of 40 

In the event that a DSF Tutor runs an independent business providing a service 

or product designed to improve outcomes for individuals with learning 

difficulties/disorders that is not viewed as evidence-based (in line with DSF 

guidelines), consideration will need to be given to their ongoing registration with 

DSF.  

 
Examples of programs that are recommended by DSF are ‘Sounds-Write’, ‘Letters and 

Sounds’, and ‘MultiLit’. These programs may be supplemented by resources such as 

the ‘Phonics Books UK’s Dandelion Launchers, Readers, and Catch-Up Readers’ or 

‘TRUGS’ games. Further information regarding structured synthetic phonics and 

recommended phonics programs and resources can be found in Appendix B and C.  

 

Planning and Reporting 

An important function of the Tutor Register is to provide parents and individuals with 

access to Tutors who are competent, professional and work closely with DSF staff to 

ensure the consistently high quality of the tutoring services provided.  

In order to maintain a high-quality service and ensure regular monitoring of progress, 

DSF Tutors are expected to: 

 Develop an Individual Tutoring Plan 

(ITP) for each student detailing 

anticipated goals, strategies/programs 

used, and a summary of any 

assessments undertaken. 

 Conduct an initial assessment to gauge 

the student’s level of skill and 

knowledge. If the student has been 

recently assessed by DSF, it is hoped that the comprehensive DSF assessment 

report will provide invaluable information and only a simple ‘placement’ 

assessment may be needed. If the student has not been previously assessed, or 

the report is older, a brief assessment of the student’s literacy or numeracy skills 

may be necessary to provide a clear picture of their strengths and weaknesses. 

 Regularly monitor student progress and provide feedback to families/individuals. 

This may take the form of a 5-minute chat at the end of each tutoring session to 

discuss the progress that has been made, and home practice for the week. 
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 Submit student progress reviews each semester to the student’s parents (or 

directly to the client if the student is an adult) and to the DSF Tutor Management 

Team. It is hoped that the DSF ‘Semester Review’ template will be used for 

reporting, or a similar format that details the tutoring goals, strategies and 

resources used, progress made, and any specific comments on areas of strength 

and weakness.   

 

Online Tutoring 

One of the tutoring options available to families living in remote, regional and 

metropolitan areas is online tutoring. All DSF Tutors who tutor online are experienced 

in working with students who have learning difficulties and other learning disabilities. 

Tutoring is via a web-based program, such as Zoom, Skype, iVocalise, Electa-live, 

FaceTime and WizIQ. Tutors deliver an evidence-based, highly structured literacy 

intervention program such as Letters and Sounds or Sounds~Write via this platform in 

an enjoyable and engaging manner that provides opportunities for students to 

participate in a hands-on way. 

 
Students wanting to access online tutoring will need a broadband internet connection 

and a desk top computer with an external microphone and speakers, or a lap top with 

an internal microphone and speakers. Families are able to access an online tutor list 

through the online tutor search. In order to do so, families will need to be logged in as 

DSF members and have completed a Tutor Request Form. 

 

DSF Literacy Clinics 

The DSF Literacy Clinics are an exciting initiative designed to provide students 

struggling to develop appropriate reading, spelling and writing skills with effective, 

high-quality support. There are currently three Literacy Clinics operating in Western 

Australia. These clinics are located in Albany, East Victoria Park, and Mount 

Hawthorn. The Literacy Clinics offer high-quality tutoring at a reduced hourly cost 

because it is provided in small groups.  

 

All staff at the DSF Literacy Clinics are experienced, successful tutors who are highly 

trained in the Sounds~Write program and have particular skills in working with 

students who are failing to make progress in literacy and who are losing confidence in 

their own ability to succeed. The DSF Literacy Clinic Tutors are supported by the 

Literacy Clinic Coordinator and professional team at DSF.  
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All resources used in the DSF Literacy Clinics are evidence-based and of exceptional 

quality. Some of the resources used at the DSF Literacy Clinics include the Sounds-

Write program, Phonics Books readers, and Phonics and Morpheme Activity Packs. All 

assessment tools are professionally developed and meet rigorous standards. Students 

engage in a range of enjoyable activities designed by the tutors as part of their 

individual programs.  

 

For newly-registered tutors who are keen to learn more about how to implement the 

Sounds~Write program in a tutoring session, there are opportunities to observe tutors 

in action at the DSF Literacy Clinics. Further information about the clinics can be found 

on our website www.dsfliteracyclinic.com.au.   

 

What is the Fee Structure for Tutoring? 

The current recommended hourly rate for tutoring is between $55 and $85 an hour 

(including or excluding GST; Tutors’ choice). This is the range provided to parents 

when they contact DSF and therefore it is important that Tutors charge accordingly.  

DSF facilitates contact between Tutors and families/individuals seeking tutoring. Once 

a student is matched with a DSF Tutor, it is the Tutor’s responsibility to manage the 

financial transactions between themselves and the student’s family including the 

refundable tutor administration fee paid by the family at the time of application (see the 

following section for details). While there is a close working relationship between DSF 

staff and Tutors, it is important to be aware that DSF does not employ Tutors, except 

for those that work within the DSF Literacy Clinics. It is each Tutor’s responsibility to 

maintain good accounting practice in relation to their tutoring income. The DSF Tutor 

Management Team can provide advice regarding some of the financial tasks that 

Tutors need to complete including: 

 Keeping appropriate records (including copies of receipts); 

 Raising invoices; and, 

 Cancellation policies. 

 

Please be aware that any assessments undertaken throughout the tutoring 

relationship are to be included as part of the hourly tutoring rate. DSF does not 

recommend that tutors charge any additional fees for the assessment of DSF students. 

This is particularly so in situations where families have only recently completed a 

http://www.dsfliteracyclinic.com.au/programs/
http://www.dsfliteracyclinic.com.au/programs/
http://store.dsf.net.au/resources-developed-by-dsf
http://www.dsfliteracyclinic.com.au/
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comprehensive DSF assessment. It is hoped that the results and recommendations 

from the assessment report will greatly assist tutors in their planning and reduce the 

initial assessments they need to complete.  
 

What is the $50 Tutor Administration Fee? 

At the time of application, the parent/individual pays a one-off $50 tutor administration 

fee for each child for whom they are seeking a Tutor (i.e. separate requests and 

payment are completed for siblings). This fee allows them access to the online tutor 

finder, provides DSF with valuable information about the student, and covers the 

ongoing costs associated with monitoring each student’s progress. Once DSF is 

advised that a Tutor has been secured, the $50 fee is refunded to the family by the 

tutor by way of reduced tutoring fees for the first two sessions attended. For example, 

if a tutor is to charge $65 per session, they would charge $40 for the first and second 

sessions ($25 discount per session = $50) and $65 thereafter. In order to confirm with 

Tutors that DSF has in fact been notified of the student – tutor link, DSF will send out 

an email to advise of the link and confirm the $50 refund is to occur. This process also 

applies to those families who have made contact with the Tutor via an alternative 

pathway, yet still pursued the appropriate avenues to register as DSF family members.  

 

The ‘$50 Tutor Administration fee’ was introduced in 2014. It was implemented due to 

the increasing number of registered tutors, volume of students accessing tutoring 

services, and the significant time and effort involved in administration to ensure the 

DSF Tutoring service continues to fulfil the requirements of our insurance policy (e.g., 

communication, training, student-tutor matching, and ongoing monitoring of the 

student’s progress). It is therefore incumbent on the Tutor to refund the fee to the 

family/individual. 

 

Should there be a situation in which Tutors are tutoring siblings, and as a result of the 

family’s financial circumstances their tutoring rates have been reduced, please contact 

the DSF Tutor Management Team to discuss your options surrounding repayment of 

the tutor administration fee.  

 

In situations where Tutors are working with a student who receives financial 

assistance through DSF and who DSF has referred, DSF does not ask these families 

to pay the $50 administration fee. Additionally, DSF does not ask organisations, such 

as Centrecare and the department for Child Protection and Family Support, to pay the 
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$50 administration fee.  This means DSF Tutors do not refund the $50 tutor 

administration fee to families receiving financial assistance or organisations accessing 

a Tutor.  

 

Registration Fees 

Tutors registration fees and insurance are due before July 1st every year. The annual 

fee includes both a Professional Membership fee and Specialist Teacher/Tutor 

Registration fee. A pro rata professional membership fee and pro-rata tutor registration 

fee applies after January 1st. 

The annual Professional Membership fee entitles Tutors to regular DSF Bulletins each 

year, use of the DSF library, discounted workshop fees, and discounts when 

purchasing resources from the DSF bookshop. The annual Specialist Teacher/Tutor 

Registration fee entitles Tutors to ongoing access to the DSF Tutor Manager/s and 

opportunities for collegiate support, recognition as a Specialist Teacher/Tutor in the 

field of specific learning disorders through registration with DSF, students being 

referred to you for tutoring (contingent on those who access the online register and 

their proximity to you geographically), and additional (significant) discounting on 

workshop fees. 

 

DSF Tutor Insurance 

Built into DSF Tutor Membership rates is coverage for $20,000,000 Public Liability and 

$5,000,000 Professional Indemnity insurance for DSF tutors. It is important to note that 

if DSF tutors provide services on government school premises, they may be required 

to present documentation indicating they have this level of coverage (the DSF Tutor 

Management team can provide a formal letter for schools requesting this 

documentation).  

 

For Tutors to be covered under the DSF Tutor Insurance policy, for Public Liability and 

Professional Indemnity insurance, they must have a current fully-paid DSF Tutor 

Membership and disclose to DSF any current claims or circumstances which may give 

rise to a future claim. Please be aware that Tutors are fully insured once they have 

paid their registration, but only with respect to students from families who are current 

members of DSF. It is important to note that if a family’s membership lapses, 

Tutors are no longer covered by either Professional Indemnity or Public Liability 

insurance when tutoring that student. 
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Do I Need an ABN? 

All Tutors should apply for an ABN if they are operating a business and they should 

register for GST if their turnover is over $75,000 per annum. Further information 

regarding this can be found via the following links: 

 https://www.ato.gov.au/Business/Starting-your-own-business/Before-you-get-

started/Choosing-your-business-structure/Sole-trader/  

 https://www.ato.gov.au/business/registration/work-out-which-registrations-you-

need/business-or-company-registrations/#Australianbusinessnumber  

 https://www.ato.gov.au/Non-profit/Your-organisation/GST/  

 

Tutor Catch-Ups 

DSF runs a Tutor Catch-Up each school holidays to provide Tutors with an opportunity 

to discuss current issues, share information about strategies and programs, be 

informed of new programs and issues concerning DSF Tutors, share success stories, 

and/or brainstorm solutions to problems encountered. As a part of these Tutor Catch-

Ups, a mini workshop or presentation is run that counts towards Tutor’s continuing 

professional development and PD hours. DSF Tutors are encouraged to attend 

quarterly Tutor Catch-Ups, and it is hoped that all Tutors will be able to attend at least 

one Tutor Catch-up per year. In order to ensure DSF caters to the needs of Tutors, 

suggestions for professional learning topics and the timing of workshops are 

welcomed.  

 

Ongoing Support 

The DSF Tutor service has a list of mentor tutors that are able to be contacted by new 

and current tutors for support. This may include discussions around program use and 

tutoring students, general support in setting up as a new tutor, and opportunities to 

observe an experienced tutor ‘in action’. DSF Tutors are also encouraged to contact 

the Tutor Management Team should they have queries relating to any aspect of their 

role, or wish to discuss DSF referred students.  

 

There is also a private DSF Tutoring Facebook page that has been set up to provide 

tutors with a forum in which questions can be posed and answered, valuable 

discussions can be generated, and experiences can be shared.  The Tutor Team will 

provide the Facebook page address to each new tutor once registered. 

 

https://www.ato.gov.au/Business/Starting-your-own-business/Before-you-get-started/Choosing-your-business-structure/Sole-trader/
https://www.ato.gov.au/Business/Starting-your-own-business/Before-you-get-started/Choosing-your-business-structure/Sole-trader/
https://www.ato.gov.au/business/registration/work-out-which-registrations-you-need/business-or-company-registrations/#Australianbusinessnumber
https://www.ato.gov.au/business/registration/work-out-which-registrations-you-need/business-or-company-registrations/#Australianbusinessnumber
https://www.ato.gov.au/Non-profit/Your-organisation/GST/
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Associated Business Interests 

Frequently, tutoring is only one aspect of a Tutor’s busy professional life. Some DSF 

Tutors teach in schools, work in other businesses and sell products (sometimes 

associated with literacy acquisition). Whilst Tutors are obviously free to participate in 

other professional activities, it is important to keep these separate from the Tutor’s role 

with DSF. Essentially any independent business owners should not imply in any way 

that the business they run or products they produce are endorsed by DSF. As such, 

the DSF logo and specified affiliation to DSF should not be linked to product sales or 

activity promotion of any kind (e.g. promotion and presentation of professional learning, 

opinions expressed as part of website testimonials, and resource development) as it 

has the potential to suggest DSF endorsement of the product or activity. Furthermore, 

the DSF logo and specified affiliation to DSF should not be used on any 

documentation other than that directly related to the tutoring of DSF referred students 

or potential DSF students. Specifically, this should be limited to: 

 Student progress reviews and letters to DSF member families  

 Forms completed by DSF member families (e.g. student biography, contract) 

 Invoices and receipts 

 

DSF understands that Tutors may wish to mention training attended and qualifications 

gained through DSF, their years of DSF membership, and/or include an email 

signature containing a line that they are a DSF Tutor. This is acceptable, assuming it is 

not linked to product sales or activity promotion that is not endorsed by DSF. If in 

doubt, please contact DSF for further clarification about the use of the DSF name and 

logo. 

 

In instances where a DSF Tutor operates a business that employs or sub-contracts 

other tutors and/or teachers, it is absolutely essential that any families contacting the 

DSF Tutor who cannot be accommodated by the Tutor are referred back to the DSF 

website or Tutor Management Team. Under no circumstances should they be referred 

on to another tutor employed or sub-contracted by the DSF Tutor.  
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HOW DO PARENTS / INDIVIDUALS ACCESS DSF TUTORS? 

In order to access the details of DSF Tutors, parents/individuals join the Foundation as 

a Family Member by completing a membership form and paying the annual fee plus a 

tutor administration fee (families / individuals are advised that the administration fee 

will be refunded to them by way of reduced tutoring costs across the first two sessions). 

At the same time as completing their membership, they are required to complete an 

online Tutor Request Form.  If the family is already a member of DSF, they only need 

to complete the online Tutor Request Form. For those parents / individuals that 

complete this process online, they are given instant access (via their membership 

login) to the online DSF Tutor Register. For those families / individuals that complete a 

paper-based membership form, they are added to the website and emailed a 

password and login that allows them access to the online DSF Tutor Register. Access 

to the online DSF Tutor Register is for a period of approximately four weeks, although 

access can be extended or reinstated by notifying DSF. Families/individuals can 

search for a Tutor by location and view their online profiles, which provides a 

biography about the tutor, their availability and contact details. 

 

Parents / individuals contact the selected Tutors (using the contact details provided on 

the tutor’s profile) to arrange the time and day of lessons and discuss tutoring needs / 

focus, the location of tutoring, and rate of pay. In the event that a DSF Tutor is 

contacted by a family, but cannot find an appropriate time to provide tutoring, 

please encourage the family to continue contacting possible tutors through the 

DSF website. If they indicate that they have tried numerous options and are not 

able to find anyone, please encourage them to phone the office and discuss 

their specific needs with the DSF Tutor Management Team. 

 

Once a tutoring arrangement has been confirmed, the parent / individual and Tutor 

inform DSF of the relationship. At this time, access to the online Tutor Register is 

removed.   
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DSF Family Membership and Insurance 

All members of DSF are required to renew their membership on a financial year basis. 

It is essential that Tutors request a copy of each family’s DSF membership card when 

they commence tutoring, and when renewed each financial year thereafter. A new 

card is issued to all members each financial year with their membership number and 

updated expiry date. It is important to note that if a student/family’s membership 

lapses, Tutors are no longer covered by either Professional Indemnity or Public 

Liability insurance when tutoring that student. DSF Tutor Management staff are able to 

check from time to time, when absolutely necessary, however, it is incumbent on the 

Tutor to ensure the membership of their tutoring families is current.  

 

Low-cost tutoring for families 

In situations where a family is in a state of financial hardship, they may be able to 

apply for financial assistance through DSF. DSF has a finite pool of funding to support 

families in financial hardship to access low-fee tutoring. Families in such 

circumstances are able to apply for a block of ten, fee-reduced tutoring sessions, and 

re-apply for additional blocks of fee-reduced tutoring thereafter, should it be 

necessary.  

 

In order to apply for financial assistance, families are required to complete an 

application form and nominate the fee that they are able to contribute to tutoring each 

week. They are also required to provide copies of health care cards/pension cards (if 

families have one) and any other supporting documentation, such as Centrelink 

statements.  

 

If the application is approved, the families are supported by the DSF Tutor 

Management Team to find a suitable tutor. Once a tutor-student relationship has been 

established, the family pays the tutor their nominated fee and the tutor invoices DSF 

for the remainder of their session rate. For example, if the Tutor charges $70 per 

session and the family has indicated they are able to pay $20 per session, the Tutor 

then invoices DSF for the difference ($50) per tutoring session that the student has 

attended.  
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WHAT IS THE PROCESS TO BECOME A DSF TUTOR? 
 

1. Submit an application 

 Potential Tutors are required to complete and submit an application form to the 

Tutor Management Administrator, via tutormanagement@dsf.net.au and attach all 

supporting documentation (i.e. resume, WWCC Card, copies of degrees and 

certificates). 

 

Qualifications and Experience 

All Tutors registered with DSF are required to: 

 Have an appropriate qualification from a recognised tertiary institution 

o DSF Specialist Teachers must have a teaching qualification 

o DSF Tutors must have a recognised qualification from another relevant 

discipline (e.g. Education Assistant, Speech Pathology, Occupational 

Therapy etc.) 

o Secondary Teachers need to have taught English and/or Maths 

 Have a current Working with Children Check (WWCC) and commit to 

renewing the WWCC as required by the government 

 Have a minimum of two years practical experience or equivalent (e.g. in a 

classroom, as a therapist, individual tutoring) † 

 Have provided the names and contact details of two professional referees 

who can attest to the applicant’s credentials, professionalism and aptitude 

 Have a current Tax File Number (TFN) from the ATO  

 

2. Reference Check  

On receipt of your completed application, the professional referees of each 

applicant will be contacted and the references reviewed.  

 
3. Initial Interview with the DSF Tutor Manager 

If the application and reference checks are acceptable, applicants will then be 

required to attend an initial interview with the DSF Tutor Manager and 

demonstrate aptitude and suitability against a range of criteria.  

 
                                                 
†
 Teachers with less than two years experience may be considered. Their teaching experience will be 

evaluated on a case-by-case basis by the DSF Tutor Manager. 

mailto:tutormanagement@dsf.net.au
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4. Professional Learning (if approved) 

If applicants are deemed to be suitable for a position as a DSF Tutor, they are 

then required to complete a minimum of five days of training in current research 

and high quality, evidence-based programs and strategies recognised as effective 

for individuals with learning difficulties and disabilities.  Prospective Tutors can 

choose the course options from the lists below; ensuring that for Literacy they 

include one course from column A and at least one course from Column B; for 

Numeracy they include two courses from column A and the remainder from 

Column B; to a minimum of five days. 

* Please note: Completion of training does not guarantee registration with DSF. 

 

Literacy Pathway 

For example:  

 Dyslexia - Defining Features + Sounds~Write = 5 days 

 Understanding Learning Difficulties: A Practical Guide + Sounds~Write = 5 days 

 DSF e-Learning Course Understanding Learning Difficulties + Sounds~Write = 5 days 

 Dyslexia - Defining Features + Letters & Sounds + 5 Principles of English Spelling + 
Word Aware = 5 days 

 Understanding Learning Difficulties: A Practical Guide + Letters & Sounds + Talk 4 
Writing for Tier 3 Students + Word Aware = 5 days 

You are welcome to contact the DSF Tutor Management Team to discuss 
your Literacy pathway choice. 
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Numeracy Pathway (for those tutors that will only provide numeracy tuition) 

 

 *This workshop is compulsory for all prospective tutors interested in numeracy. 

For example:  

 Dyscalculia - Defining Features + Understanding Learning Difficulties + Paul 
Swan workshops + High Quality Maths Instruction = 3 days (+ 2 further days 
required) 

 Dyscalculia - Defining Features + DSF e-Learning Course Understanding 
Learning Difficulties + Pawl Swan workshops + High Quality Maths Instruction 
= 3 days (+ 2 further days required) 

 

Please contact the DSF Tutor Management Team to discuss further courses 
to make up 5 days for the Numeracy pathway. 

 

If prospective tutors have completed training in one of our currently recommended 

programs within the last three years, we will consider the provision of credit 

towards their five days of training. 

 

Please be aware that the cost of professional learning for the five days of training 

is charged at a non-member or Professional member rate. DSF Tutors can only 

access the Tutor Membership rate once they have completed the process to 

become a DSF Tutor and been formally registered.  
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5. Reflection Sheets 

Reflection sheets based on the Professional Learning courses attended are 

completed and will be reviewed by the DSF Tutor Management Team.    

 

6. Follow-up Session Post Training 

Based on the initial interview and reflection sheet findings, applicants may be 

required to attend a follow-up session post training with the DSF Tutor Manager to 

demonstrate aptitude and suitability against a range of criteria, before a final sign 

off is agreed upon.  

 

7. Final Tutor Meeting (if approved) 

Once all of the above requirements are completed to a satisfactory level, 

prospective tutors will be expected to attend a 1.5 to 2.5 hour ‘Final Tutor Meeting’ 

with the DSF Tutor Manager, where programming, reporting, assessing, and 

invoicing and receipting will be discussed.  

 

The Final Tutor Meeting is typically the final step before being listed on the 

Register and is a great opportunity for new Tutors to ask any questions they have. 

As part of this meeting, Tutors are provided with a range of forms and templates, 

as well as a ‘Tutor Profile’ form that forms the basis of their online tutor profile. 

 

Following payment of membership and receipt of the Tutor’s signed insurance 

form and tutor profile, the Tutor’s name, along with their professional profile, is 

entered on the online Tutor Register. 
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ONGOING REQUIREMENTS TO MAINTAIN REGISTRATION WITH DSF  

Professional Standards 

A DSF Tutor is expected to act in a professional, courteous, positive and respectful 

manner at all times, as well as maintain a clean, distraction-free environment for 

tutoring. It is also expected that students and students’ families act in a courteous and 

respectful manner. Additionally, it is anticipated that DSF Tutors will use teaching 

programs and approaches that adhere to the research and evidence surrounding high-

quality literacy and numeracy instruction. As the primary means of communication 

between DSF and Tutors is via email, it is desirable if Tutors have an up-to-date and 

working email address.   

 

Working with Children Check (WWCC) 

A WWCC is essential for working as a DSF Tutor. A WWCC expires every three years 

and, as part of the re-application process, a new card is issued (with a new notice 

number and expiry date). Due to this, DSF requires a copy of the new card for record-

keeping purposes and to ensure all Tutors are cleared to engage in child-related work. 

It is the Tutor’s responsibility to ensure they have an up-to-date WWCC card. Further 

information regarding the WWCC can be found via the links:  

 Factsheet 13 ‘Information for Self-Employed People’ 

https://workingwithchildren.wa.gov.au/docs/default-source/default-document-

library/factsheet-13-information-for-self-employed-people-2015.pdf 

 Factsheet 14 ‘Offences and Penalties for Self-Employed People’ 

https://workingwithchildren.wa.gov.au/docs/default-source/default-document-

library/factsheet-14-offences-and-penalties-for-self-employed-people-2015.pdf   

Please be aware that it is illegal to undertake child-related work if you do not 

have a valid WWCC.  

 

Ongoing Professional Learning  

Ongoing professional learning is an essential part of developing good practice. As 

such, all registered Tutors are required to regularly engage in DSF-approved 

professional learning opportunities in order to consolidate and improve their expert 

knowledge of literacy acquisition and remedial approaches to teaching.  New tutors 

are required to complete a minimum of 5 days of professional learning in their 

first year. Tutors are thereafter required to complete a minimum of 6 hours of 

relevant professional learning per year (financial year) to remain on the register.  

https://workingwithchildren.wa.gov.au/docs/default-source/default-document-library/factsheet-13-information-for-self-employed-people-2015.pdf
https://workingwithchildren.wa.gov.au/docs/default-source/default-document-library/factsheet-13-information-for-self-employed-people-2015.pdf
https://workingwithchildren.wa.gov.au/docs/default-source/default-document-library/factsheet-14-offences-and-penalties-for-self-employed-people-2015.pdf
https://workingwithchildren.wa.gov.au/docs/default-source/default-document-library/factsheet-14-offences-and-penalties-for-self-employed-people-2015.pdf
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Tutors are able to access professional learning workshops onsite at DSF at a 

significantly reduced rate.  Professional learning through DSF could be comprised of 

two full-day workshops such as Letters and Sounds, or several shorter workshops 

such as Working Memory, Word Shark, Reading Comprehension, Voracious 

Vocabulary or an Essay Writing workshop. The DSF staff members who present 

professional learning workshops are knowledgeable and have practical experience 

using the programs and materials presented. Please see our website and Professional 

Learning calendar for a full list of available courses https://dsf.net.au/events. 

Consideration may also be given to the recognition of Professional Learning attended 

outside of DSF in place of DSF courses, if considered relevant by the DSF Tutor 

Manager. 

 

Reporting 

In order to monitor student progress and ensure the quality of tutoring services 

provided is at a high level, Tutors are required to submit a copy of their student 

progress reviews each semester, for any student that has completed five or more 

tutoring sessions, to each student’s parents (or directly to the client if the student is an 

adult) and to the DSF Tutor Management Team (i.e. Tutor Management Administrator, 

tutormanagement@dsf.net.au).  

 

Student Details 

To ensure the maintenance of clear and accurate records, Tutors are required to 

provide the Tutor Management Team with the names of any new, discontinued or 

transferred students on a regular basis. This will often be done through a request for a 

current student list each semester. While we realise some Tutors may have continued 

with the same students, or not been tutoring any DSF students for an extended period 

of time, it is still useful for DSF to have this regularly noted in writing to avoid any 

assumptions being made and, subsequently, inaccurate records.  

 

Please be aware that if these requirements are not met, the DSF Tutor 

Management Team may be unable to renew your registration.  Should you have 

any concerns regarding these requirements, all Tutors are encouraged to 

contact the DSF Tutor Manager to discuss it further.  

 

https://dsf.net.au/events
mailto:tutormanagement@dsf.net.au
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A final note… 

Being a DSF Tutor gives teachers and other professionals the chance to work closely 

with students who need support.  There are many rewards from being a Tutor, the 

most important of which is the chance to make a difference in the lives of students who 

struggle with literacy and learning.  
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DSF CONTACT DETAILS 

Phone:   (08) 9217 2500 

Fax:    (08) 9217 2599 

Email:   support@dsf.net.au  

Website:   www.dsf.net.au  

 

 

DSF Staff Member Details 

 
* Please address queries regarding tutoring issues to these staff members. 
 
 
Role Name Email 

Tutor Manager: Lisa Watts* lisawatts@dsf.net.au   

 
Tutor Management Administrator: Nik Carey* tutormanagement@dsf.net.au  
 
 

Tutor Matching Administrator: Nik Carey* tutoring@dsf.net.au 

Tutor Matching Administrator: Cath Harris* tutoring@dsf.net.au 

  

Office Manager &  

Membership Coordinator: Priscilla Kelly priscillakelly@dsf.net.au   

 

Professional Learning Coordinator: Charlie Grey       pl@dsf.net.au  

Professional Learning Coordinator: Libby Payne pl@dsf.net.au 

 
 
Library Coordinator: Beth Burton library@dsf.net.au  
 
  

mailto:support@dsf.net.au
http://www.dsf.net.au/
mailto:lisawatts@dsf.net.au
mailto:tutormanagement@dsf.net.au
mailto:tutoring@dsf.net.au
mailto:tutoring@dsf.net.au
mailto:priscillakelly@dsf.net.au
mailto:pl@dsf.net.au
mailto:charlieg@dsf.net.au
mailto:library@dsf.net.au
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USEFUL INFORMATION 

 

Department of Education   
151 Royal Street, East Perth, WA 6004 
(08) 9264 4111  
www.education.wa.edu.au   
 
School of Special Educational Needs: Disability 
(08) 9402 6185 
http://det.wa.edu.au/oneclassroom/detcms/portal/   
https://www.education.wa.edu.au/organisation/contact 
 
 
Website Links 
 

Information Websites 

AUSPELD www.auspeld.org.au 

Understanding Learning Difficulties 

– A Guide for Parents 

http://uldforparents.com/   

British Dyslexia Association www.bdadyslexia.org.uk  

International Dyslexia Association www.interdys.org  

Dyslexia Action http://dyslexiaaction.org.uk  

Dyslexia Foundation of New 

Zealand 

www.dyslexiafoundation.org.nz 

WA Occupational Therapy 

Association 

Private Speech Pathologists 

Association of WA 

https://www.waota.com.au/ 

 

www.pspawa.com.au 

NAPLAN 

NAPLAN Disability Adjustments 

 

Online Literacy and Numeracy 

Assessment (OLNA) 

OLNA Disability Adjustments 

https://www.nap.edu.au/naplan 

https://www.nap.edu.au/naplan/school-

support/adjustments-for-students-with-disability  

http://wace1516.scsa.wa.edu.au/assessment/olna  

 

http://wace1516.scsa.wa.edu.au/assessment/olna/

disability-adjustments  

Job Access 

 

Australian Disability Clearinghouse 

https://www.jobaccess.gov.au/people-with-

disability 

https://www.adcet.edu.au/learning-disability/     

Independent Living Centre https://ilc.com.au/   

http://www.education.wa.edu.au/
http://det.wa.edu.au/oneclassroom/detcms/portal/
https://www.education.wa.edu.au/organisation/contact
http://www.auspeld.org.au/
http://uldforparents.com/
http://www.bdadyslexia.org.uk/
http://www.interdys.org/
http://dyslexiaaction.org.uk/
http://www.dyslexiafoundation.org.nz/
https://www.waota.com.au/
http://www.pspawa.com.au/
https://www.nap.edu.au/naplan
https://www.nap.edu.au/naplan/school-support/adjustments-for-students-with-disability
https://www.nap.edu.au/naplan/school-support/adjustments-for-students-with-disability
http://wace1516.scsa.wa.edu.au/assessment/olna
http://wace1516.scsa.wa.edu.au/assessment/olna/disability-adjustments
http://wace1516.scsa.wa.edu.au/assessment/olna/disability-adjustments
https://www.jobaccess.gov.au/people-with-disability
https://www.jobaccess.gov.au/people-with-disability
https://www.adcet.edu.au/learning-disability/
https://ilc.com.au/
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APPENDIX A – Selecting a successful intervention (from DSF Parent Guide) 
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APPENDIX B – Examples of High-Quality, Evidence-Based Phonics Programs 
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APPENDIX C – Structured Synthetic Phonics: A Guide for Teachers and 
Parents 
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APPENDIX D – Revision History 

 
Revision 
Number 

Revision 
Date 

Summary of Changes / Purpose 

2019-1 10 April 2019  DSF Tutor Insurance (p.10)  Updated information regarding 

coverage amounts and DoE school requirements.  

 Appendices A, B, and C (p. 24 – 37)  Following the release 

of new parent and clinician ULD guide changed to updated 

information sheets. 

2018-2 13 December 
2018 

 What is the Fee Structure for Tutoring? (p.8) 

Amendment of recommended tutoring fee range - $55 to $85 

(previously $65 to $80) with added note on GST. 

 What is the Process to Become a DSF Tutor? (p.15, 16, 

17, 18)  Update of application process and Professional 

Learning requirements. 

2018-1 30 May 2018  Do I Need an ABN? (p.11)  Update to Australian Taxation 

Office webpage links 

 Ongoing Support (p.11)  Addition of DSF Tutoring Facebook 

page link  

 What is the Process to Become a DSF Tutor? (p.15)  

Amendment of title from Tutor Administration Assistant to 

Tutor Management Administrator 

 Reporting (p.19)  Amendment of DSF Tutor Management 

Team reporting contact to: Tutor Management Administrator, 

tutormanagement@dsf.net.au  

 DSF Staff Member Details (p.21)  Update of position titles 

and email addresses; addition of Nik Carey as Tutor 

Management Administrator; amendment of tutor contact email 

address to tutormanagement@dsf.net.au 

 Website Links (p.22)  Update to website links for external 

businesses  
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