
Flowchart of stages of the Aboriginal Tutorial Assistance Scheme. 
�

Student lodges Student 
Application for Tutor. 

Coordinator searches tutor database for list of   
possible tutors. Alternatively, Coordinator contacts 

institutions for list of possible tutors. 

Coordinator forwards 
tutor list to student. 

Student approaches Coordinator in 
person for tutor. 

Student phones Coordinator 
for tutor. 

Student uses contact list to approach prospective tutors for 
willingness and availability to provide services. 

Student informs Coordinator of chosen tutor and tutor kit* is 
sent to tutor. 

Tutor returns completed Employment Declaration Form, 
Recruitment Authority, Tutor Retainer Agreement, and Tutor 

Work programs. 

Coordinator processes paperwork and tutor is then registered 
to provide services with the Institute. 

Coordinator continues to process pay claims each 
fortnight for the period of the semester.  

At the end of each semester Tutors complete and return the Student Progress Report and Attendance Record, whilst students complete and return the 
Tuition Assessment Form. All of these forms are evaluated and endorsed by the Institute of Koorie Education. *The Tutor kit contains- Cover letter, Pay 

dates Calendar, ATAS Guidelines, Timesheets, Travel claims, Employment Declaration, Student Application, Attendance Record, Tutor Retainer 
Agreement, Recruitment Authority, Work Program Forms, Progress Reports and Tuition Assessments. 

Student nominates prospective tutor. 

Coordinator confirms student’s entitlement 
on Callista. 

Coordinator confirms tutor 
eligibility and qualifications. 


