
MEAs are employed by schools to support EAL learners. The MEA’s skills in 
a language or languages other than English enable them to act as a bridge 
between the school and families. They can also contribute to making the 
mainstream curriculum more responsive to Victoria’s rich cultural heritage  
and diversity.

MEAs ARE ABLE TO ASSIST WITH:  

• Effective communication between students and 

teachers in the classroom

• Integrating EAL learners and their families into 

school activities by helping them to understand 

school expectations and goals

• Assisting teachers to understand home cultures 

and expectations families have of the school and of 

education in general

• Assisting newly arrived students and their families to 

settle into the school community| 

TO INCREASE THE EFFECTIVENESS OF 
MEAs, SCHOOL LEADERS CAN:

• Ensure that MEAs are clear about who their 

coordinator/manager is and who they report to

• Support regular meetings between MEAs, their 

coordinators and classroom teachers

• Provide MEAs with opportunities to feedback to 

leadership about any changes/improvements that 

can be made to further support student inclusion 

• Ensure that all members of the school community 

are familiar with the role, duties and timetable of the 

MEA

• Promote the use of flexible performance plans that 

outline roles and responsibilities of each MEA while 

also responding to the changing needs of the school, 

students and families, and the skill development of 

MEAs’ 

• Ensure participation of MEAs in school professional 

development, planning days and MEA specific 

training provided by Foundation House or CMY
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TO INCREASE THE EFFECTIVENESS OF 
MEAs, CLASSROOM TEACHERS CAN:

• Use MEA insights into the language skills and 

cultural backgrounds of students to increase the 

inclusivity of classroom learning

• Communicate regularly with MEAs, including 

through meetings, about skill and content goals for 

students

• Share resources and planners with MEAs in advance 

to assist in their readiness to support students

• Utilise MEAs to communicate with families about 

low risk day-to-day matters, in collaboration with 

Community Liaison Workers as needs arise

• Develop an understanding of how MEAs can support 

students in formal as well as informal testing
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ROLE OF AN MEA

SUPPORT FOR STUDENTS AND TEACHERS  
One of the main roles of an MEA is to assist EAL 

students in the classroom program. Under teacher 

supervision and guidance, MEAs can:

SUPPORT FOR PARENTS AND THE 
COMMUNITY 
The MEA is an important link between the school, 

parents and the local community. They can:

• Assist with the enrolment of new EAL students, 

including access to uniform, books and digital 

devices

• Contribute cultural perspectives to curriculum and 

assist with the design of materials that are relevant 

to all students

• Provide teachers with insight into EAL students’ 

cultural background and language skills

• Support EAL students in their learning by explaining 

concepts and instructions in the learners’ first or 

other language/s

• Reinforce school expectations through explanation 

in the learners’ first or other language/s 

• Assist individual EAL students or groups of students 

in mainstream or EAL classes to engage with 

activities provided by the classroom teacher 

• Act as a support for EAL students when attending 

external activities and excursions 

• Assist teachers to communicate with parents and 

other family members

• Prepare simple (low-risk) written information for 

parents, such as notes, notices or basic information 

about the school. Professional translators should 

be used for sensitive information or when high-

risk, complex or technical information is being 

communicated.

• Assist with communication between parents and 

the school for low-risk day-to-day matters such as 

organising a meeting, reminders about excursions 

and other class notices 

• Foster links between families and the school by 

encouraging parents to take part in school events 

and activities 

• Explain school policies and activities to student and 

parents

• Liaise between parents, community organisations 

and other school staff

• Inform the school about family circumstances that 

may impact on student learning (with the family’s 

permission)  



SIFR.FOUNDATIONHOUSE.ORG.AU

PROVISION OF LANGUAGE ASSISTANCE 
MEAs play a valuable role in using their language skills 

for direct communication with students and parents 

but should not be used as interpreters or translators. 

An MEA may be asked to communicate low-risk day-to-

day information to families but should not be used to 

relay subjective messages about student behaviour. DET 

provides professional interpreters and translators free of 

charge to all government schools. Link to Interpreter and 

translator services here.

ROLE OF AN MEA

Example 1: A teacher would like to remind a non-English 

speaking family about returning a permission form for 

an excursion. An MEA can be used to contact the home, 

if their language skills match the language background 

of the family. The MEA can explain the details of the 

excursion and verbally translate the excursion note over 

the phone or in person as required.

Example 2: A student is involved in a serious incident 

and the consequences need to be communicated 

to the family. An MEA may be asked to contact 

the home to organise a meeting with a Year Level 

Coordinator as well as an interpreter but should not 

be asked to communicate the details of the incident 

or its consequence as this information needs to come 

directly from the Year Level Coordinator to avoid 

miscommunication.

EXAMPLE 3: A student fails to hand in an assessment 

task and is issued a Make-up Assessment Task session. 

An MEA can be used to contact the home and 

communicate this information with the family as it is 

considered low-risk. The MEA can state the assessment 

task that was missed and the details of the Make-

up session. If the family would like further details of 

the student’s progress or behaviour in class, the MEA 

should direct the classroom teacher to call back with an 

interpreter to communicate this information directly or 

arrange a meeting with an interpreter.
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PREPARATION OF CLASS MATERIALS 

Teachers are responsible for planning and preparing for 

their lessons. MEAs can be asked for suggestions and 

advice on how to differentiate for specific students, but it 

is the classroom teacher’s responsibility to prepare these 

materials. 

SUPERVISION OF STUDENTS 
Teachers are responsible and have a duty of care for their 

students. A teacher must be present at all times when an 

MEA is assisting students. The teacher is responsible for 

the overall supervision of classes and students.

BEHAVIOUR MANAGEMENT  
An essential element of the role of an MEA is developing 

and maintaining strong relationships with students. It is 

not appropriate for MEAs to discipline students, however 

they can reiterate teacher expectations and encourage 

students to stay on task through positive reinforcement.

INTERPRETING  
The role of an MEA is quite distinct from, and much 

broader than, that of an interpreter. An MEA may be 

asked to communicate low-risk day-to-day information 

to families but should not be used to relay subjective 

messages about student behaviour. Please see examples 

under “provision of language assistance”.

BEYOND THE ROLE OF AN MEA

TRANSLATION 

When translation is required MEAs can assist with low-

risk day-to-day written communication for the school 

community by preparing short simple letters, notices or 

sections of newsletters in language/s other than English. 

It is not appropriate for an MEA to translate long or 

complicated texts, or texts with sensitive information.

An MEA must refuse to translate or interpret:

• When the subject matter of an interview or 

procedure is of a high-risk nature and beyond 

their professional competence as well as linguistic 

ability eg. a psychological assessment, a sensitive 

counselling situation or an encounter requiring a 

parent or student to provide consent.  

• When the relationship they have with a parent or 

student means it is not appropriate to carry out an 

interpreting role.

BEYOND THE  
ROLE OF AN MEA 

Acknowledgement to Craigieburn Secondary College for permission to adapt 

their resource, Classroom Teacher Guidelines for working with MEAs, as well as 

the Victorian Department of Education and Training for excerpts from the MEA 

Handbook (2021)


