
8 
 

Updating a Teacher/Helper’s Contact or Accreditation 
Information 
 
When you need to update a teacher/helper’s contact information, or a piece of their accreditation information 
follow the steps below: 
 

1) Log in to the SRE Coordinator Community using your email address and password at: 
https://youthworks.my.site.com/srecoordinators 
 

2) Click on the “Contact” link at the top of the page. 
 

 
 
 

3) This will take you to the contact page. Locate the teacher/contact in the list and click on their name to 
take you to their contact record. 

 

 
4) You will open the contact page for the teacher/helper that you want to update information for. Their 

contact details are on the left-hand side and their accreditation requirements on the right-hand side. 
 

 

https://youthworks.my.site.com/srecoordinators
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5) If you need to update a piece of contact information (name, email, 
mobile etc.) then hover your cursor over any of the fields and the 
small pencil will appear. Click on the pencil to open the edit window 
and then update the information accordingly. Then click save. 

 
 

 
6) If you need to update an accreditation record (WWCC, 

Safe Ministry, Lesson Observation etc.) then click on the 
Accreditation link (the column that starts with CC No. …) 
next to the appropriate Record Type. This will open the 
relevant accreditation record where you can edit and 
save the required accreditation record. 
You do not need to create a new SRE Accreditation. 
Simply update the existing record with the up to date 
information. 
 

 
 
 
 
WWCC 

 
You will need to update:  
• The WWCC number. Note that if 
it is not in a valid format, you won’t be 
able to save the record. 
• The date that the teacher’s 
WWCC was verified by the parish. 
• The Expiry Date for the WWCC. 
 
 
Then click ‘save’ 
The status changed from ‘in progress’ 
to ‘current’ and the 6 week reminder 
field completed. 
 
 

 
 
You can then click on the teacher’s name to 
return to their contact record. You will see that 
the information for the WWCC has been 
updated. 
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Safe Ministry 
 

For the Safe Ministry record you will need to 
update:  
• The date that Safe Ministry Training was 
completed. 
• Who it was completed with. For most 
teachers it will be SafeMinistry.Training.  

 
• You will also record here the date the SRE 
teacher’s Safe Ministry Check was 
completed. 
 
 
Click save, and similarly to the WWCC the 
status, expiry and reminder fields are 
updated. 
Click on the teacher’s name to return to their 
contact page. 

 
 
Accreditation Training 
 

This is where you will record the accreditation 
modules that the teacher has completed. 
The first thing you will update is the date the 
SRE Accreditation Form was completed. This is 
when the form is completed and signed by the 
Snr Minister approving the teacher to teach. 
 
Then mark the check boxes according to the 
accreditation modules that the teacher has 
completed, note the High School and Primary 
school options for modules 2 & 3. 
If the teacher has Recognised Prior Learning for 
any modules, note those below with the RPL 
details – degree etc. Do not also check the 
related box above. 
 
Then also note what curriculum is being used. 
Sydney Anglican Curriculum being Connect 
(Incl. Beginning with God & Big Questions) or 
Think Faith. 
Then click save. 
 
The Accreditation Level (Helper, Teacher – High 
School or Primary School or both) will update 
according to the modules that have been 
completed. 
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Annual lesson Observation 

For a new teacher, they need to be observed 
teaching a class as they start. When that is 
completed, fill that in here and note who 
completed the observation. 
 
 
When you click save you will notice that expiry 
automatically fills to the 31st of July the 
following year.  

 

 
 
 
 
Annual Development Training 

Like the Annual Observations, the date that 
the annual development training is completed 
is filled in here. A new teacher does not need 
to complete Development Training until their 
second-year teaching, however it will be best 
practice to update a new teacher’s 
development training to the date that they 
completed their modules. This will ensure that 
the following year they will be reminded if 
their Development Training requirement is 
expiring. 
Like Observations, the expiry will be set to the 
31st of July. 
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SRE Office 
The SRE Office record shows when an 
authorisation card has been sent to the new 
teacher. This cannot be edited by the 
coordinator but is there to inform the 
coordinator when the card has been sent. 
The SRE Office checks a report each week 
and will send cards to all new teachers who 
have been added. 
If needed urgently, then email the SRE 
office. 

 
 
 
 
 
As you update the SRE Accreditations for your teacher the fields will update in the table on their contact page. 

 
 
 
 
The Accreditation/Compliance Status will also update as they complete their WWCC, Safe Ministry and 
Accreditation Training Modules to reflect, Current, Incomplete or Expired. 
This will show ‘Current’ if WWCC, Safe Ministry & Accreditation Training are all ‘Current’. 
This will show ‘Incomplete’ if one (or more) of these requirements are ‘In Progress’. 
This will show ‘Expired’ is one (or more) of these requirements are ‘Expired’. 


