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CISA INC DISABILITY ACTION PLAN

Introduction

In its services and operations Community Information Strategies Australia (CISA) Inc acknowledges the diversity of the South Australian community.

The CISA Disability Action Plan represents our particular commitment to people with a disability who might make use of the services provided by us, who seek employment with us or who are already employed. 

Purpose
The main purpose of the Disability Action Plan is to provide a structured approach towards identifying and systematically removing discriminatory practices from policy administration, services and facilities.  Its intention is to effect proactive change that makes equal opportunity a reality for people with a disability.

Context

The Disability Discrimination Act 1992 (DDA) provides the legislative context for the Disability Action Plan.

In South Australia, Promoting independence – a disability policy for South Australia sets the policy imperative for the development of disability action plans.  The policy is encapsulated in five key outcomes: 

1. Accessibility for people with a disability is ensured

2. Information on services and programs is inclusive of people with a disability
3. Services and advice to people with a disability is based on an awareness and understanding of issues for people with a disability
4. There are opportunities provided for consultation with people with a disability
5. Each organisation meets the requirements of the Disability Discrimination Act. 1992

The completion of a disability action plan is a central strategy in achieving that outcome.
Community Information Strategies Australia Inc (CISA)
CISA was established in August 1981.  It has 6 employees and operates from an office located in the Adelaide CBD. 

It is the peak community information body in South Australia. www.cisa.asn.au It is a community-based not-for-profit organisation and its Board of Management is largely derived from the community information and government sectors.

CISA is central to the systematic collection of quality accurate data on community services in South Australia and is recognised as such by the bulk of community information providers and key government agencies at State level.  CISA is known for its products (the print Directory of Community Services, the desktop computer–based CISA Infosearch:SA database, the web-based Infosearchweb database, the electronic newsletter The Knowledge, and its web-based events listing service www.eventspool.com ) and it has established a reputation for excellence in information management resources, services and training.

CISA offers consultancy services to community services, government and private sector organisations. These services include:

· developing specialist databases (including Web-based databases) and/or customising existing software

· developing Web sites that provide agencies with an effective information presence on the Internet, as well as editing, updating and maintaining Web sites

· maintaining and supporting other organisations’ computer-based services

· developing, or advising organisations on the development of good quality information products and services 
The continued growth of consultancy services, especially through its commercial arm, InfoPartners Pty Ltd, is a high priority for CISA.
InfoPartners

InfoPartners Pty Ltd is a fully CISA-owned commercial subsidiary, with its own Board comprising CISA Board representatives and commercial business people. The purpose of this entity is to:

· provide revenue to subsidise any shortfall in government funding to vital community projects

· maximise CISA’s independence from government funding

· provide staff with valuable experience and development in the broader information management field to bring back to community projects 

· ensure CISA does not breach any tax or competition legislation when operating in the open market.

CISA’s future is centred on its strengths, which include:

· excellence in the delivery of knowledge management strategy, information management consultancy services and content delivery

· well known, high quality products — the Directory of Community Services, The Knowledge newsletter, Infosearch:SA software, www.infosearchweb.com and www.eventspool.com  

· an expanding customer base 

· a dedicated and skilled team

Specific sectors of CISA’s business have significance for people with a disability in the South Australian community.  At the statewide level, through its involvement with community information organisations and publishing services information, CISA has the ability to influence the responsiveness of the information industry to disability issues.  
In the area of information technology CISA is committed to extending opportunity both through policy development and through fostering innovative electronic technology applications.  
As it is implemented, the CISA Disability Action Plan can draw on the experience and expertise that it contributes to projects across the non-government and government sectors. These will underpin strategies that will improve the CISA working environment, the information environment for people with a disability, and the compliance requirements of the Disability Discrimination Act 1992. 

Definition of disability

Under the Disability Discrimination Act 1992 (DDA), disability is broadly defined so that anyone with a disability can be protected from unlawful discrimination.  All categories of disability are covered: physical, intellectual, psychiatric, sensory, neurological or learning.  Discrimination against a person because of some physical disfigurement or because they have some disease-causing organism (for example, the HIV virus) is also covered.

Definition of discrimination

Discrimination covers less favourable treatment of a person because of a disability, or the disability of a relative or associate.  Discrimination can be direct or indirect.  Direct discrimination occurs when an individual is treated less favourably because of a disability or perceived disability.  Indirect discrimination occurs when reasonable changes or adjustments are not made for a person with a disability, or if there are conditions or requirements which disadvantage people with a disability. 

1. POLICIES AND PLANNING
Outcome

CISA operations and services are based on policies and planning procedures that consider issues of concern for people with a disability.

	Action


	Performance indicators
	Responsibility
	Time Frame

	Review and rewrite/amend if necessary existing policy and procedure documents with reference to disability issues, eg:

· OH& S policy and practice documents

· HR documents 
	Review completed, amendments incorporated where required
	CEO
	By June 2003

	Provide opportunity for disability interests to inform planning process and operations:

· Proactively in forward planning

· Responsively
	· Consultation with disability interest representatives included as a process element 

· Grievance mechanism in place
	CEO

	Ongoing

	Include issues for people with a disability in planning (eg resource allocation)
	Strategic Plan addresses identified disability issues including resource requirements
	Board, CEO
	Inclusion in 2004-06 Strategic Plan


2. PHYSICAL ACCESS

Outcome

People with a disability can use CISA premises without encountering physical barriers that impede their access.

	Action


	Performance Indicators
	Responsibility
	Time Frame

	Systematic audit of direct service areas and workplace accommodation based on checklist (already completed) with reference to HREOC Advisory Notes
	Audit completed. Current requirements for physical access all met.
	CEO
	Feb 2003

	Develop prioritised action to deal with identified trouble spots with reference to related planning processes (eg Asset management and budget planning)
	Plan coordinated. Key issue is lack of toilet facilities for people with disabilities on Level 3, where offices are located, but there accessible facilities at Ground Floor level, which can be accessed by lifts. Building Management has been advised that is it is a condition of renewal of our lease in 2005 that additional facilities are provided on Level 3.
	Building Management in collaboration with CEO
	Identified issues to be rectified as a condition of renewal of lease in Nov 2006

	Ensure access issues for people with a disability are always addressed in building and refurbishment projects
	Access problems minimised
	CEO
	See above

	Allow for reasonable design modification in office areas so that staff with disabilities can work comfortably and with minimum restriction
	Modifications completed when needed
	CEO
	Ongoing


3. WORKING ENVIRONMENT

Outcome

CISA provides an environment in which workers with a disability are comfortable and can contribute at their optimum.

	Action


	Performance Indicators
	Responsibility
	Time Frame

	Refer to PHYSICAL ACCESS
	Physical restrictions minimised
	CEO
	See PHYSICAL ACCESS

	Ensure immediate local work environment is modified where required and any special or adapted equipment is provided without delay and is maintained
	Modifications completed as required
	CEO
	As needed

	Provide for flexible arrangements to take account of particular needs, eg modified hours, working from home, parking and travel assistance
	Arrangements sensibly, sensitively, proactively negotiated to mutual satisfaction. CISA Enterprise Agreement allows for modified working hours and working from home. No provision for staff parking.
	CEO, Team Supervisors
	Ongoing

	Ensure there are local procedures in place, known and observed, to guarantee staff with a disability are safe in times of emergency
	General awareness of procedures, confidence in implementation 
	CEO
	Ongoing


4. EDUCATION AND TRAINING

Outcome

The CISA community clearly understands the significance of discrimination under the Disability Discrimination Act 1992 and has the capacity to pre-empt, reduce and counter such discrimination

	Action


	Performance Indicators
	Responsibility
	Time Frame

	Identify groups for targeted awareness and training
	Staff and Board awareness session conducted
	CEO

	By December 03

	Maintain interest in and awareness of relevant issues through CISA communication channels (eg intranet, Common Knowledge Network)
	Items published
	Information Manager
	Ongoing

	Provide consultancy service to organisations wishing to ensure their web services are compliant with disability standards.
	Relevant organisations notified of the service
	Technology Manager
	By December 03


5. COMMUNICATING AND ACCESS TO INFORMATION

Outcome

People with a disability can communicate with CISA and obtain information by appropriate means and in appropriate formats.

	Action


	Performance Indicators
	Responsibility
	Time Frame

	All CISA websites are accessible
	All CISA websites are Bobby (Level 1) and W3C compliant
	Technology Manager
	Current and ongoing

	All CISA websites encourage the use of disability information
	All services listed on CISA websites assisted to indicate their level of disability access
	Information Managers
	Eventspool by November 03 and other sites progressively through 2004.

	Promote alternate modes of information provision and service delivery where appropriate, eg

· Web interfaces

· E-mail 
	Alternatives developed and staff trained where necessary
	Technology Manager
	Ongoing

	Ensure that the layout and content of information material meets standards of design and clarity that will help readers with visual or intellectual difficulties.
	Standards and guidelines in place and observed
	Knowledge Manager
	Standards and guidelines in place.
Implementation ongoing.


6. ACCOUNTABILITY AND REVIEW

Outcome

Structural framework, systematic monitoring and reporting supports progressive implementation of the Disability Action Plan (DAP).

	Action
	Performance Indicators
	Responsibility
	Time Frame

	Seek endorsement for DAP from:

· CISA Board
· People representing disability interests as reflected in CISA workforce, customer and management profile
	DAP endorsed by disability stakeholders and Board
	Board and CEO
	December 2003

	Submit CISA DAP to HREOC
	DAP accepted by HREOC
	CEO
	March 2004

	CISA planning incorporates requirements to advance the Disability Action Plan


	· CISA 2004-06 Strategic Plan includes Disability Action Plan targets reference to Disability Action Plan

· Target achievements reported in business plan reviews 
	CEO
	Ongoing

	DAP implementation progress reports to be completed on regular basis
	· Report on DAP included in CISA Annual Report
	CEO
	Annual


APPENDIX 1 – Extracts from CISA Staff Manual
Policy - Equal Opportunity 
 


Purpose and background
The South Australian Equal Opportunity Act makes discrimination unlawful on the grounds of gender, marital status, pregnancy, race, physical or mental impairment. Sexual harassment and victimisation are also unlawful.

Policy

It is the organisation policy that all persons as employees or as applicants for employment will not be discriminated against in terms of their gender, sexual preference, marital status, religion, race or in any other way according to law.

Responsibilities and Procedures

It is the responsibility of all CEOs to have due regard to equal opportunity in the recruitment and promotion of employees.

It is the responsibility of the CEO to monitor statutory requirements and to ensure that organisation policy is observed. The CEO will inform the Board of Management of any allegations by employees of discrimination or harassment.

Policy - Recruitment of Persons with a disability 
 

Purpose and background
It is essential to assess the ability of the individual to determine if the applicant is likely to meet the needs of the position.

Equal opportunity laws will always prevail but so will the safety and work standards of the organisation.

Policy

It is CISA policy to offer equal employment opportunity to applicants with a disability, while aiming to provide a safe working environment for all employees.

Responsibilities and Procedures

It is the responsibility of the CEO to evaluate the ability of all applicants to perform all duties of the job.

Policy - Recruitment and Appointment 

Purpose and background
The organisation is an Equal Opportunity employer and will strive to advertise all vacant positions in an endeavour to acquire the most suitable applicant for the position.

Policy

It is organisation policy that prior to initiating any employment procedure within the organisation, approval of the CEO will be obtained.

Existing employees will be ensured of promotional opportunity.

Responsibilities and Procedures

The Knowledge Manager can hire a worker for short hours or a short time in a junior job on their own initiative, so long as any general directions are followed (e.g. to spread casual work around fairly) and provided approved budgets are met. For more permanent work or a more senior short time job, the CEO will form an interview panel. For the CEO’s position, the Board will make the appointment.

Procedure - Induction 
 


Purpose and background
The purpose of this procedure is to outline the induction procedures for newly recruited employees.

Procedure to be followed

Introduction

Before a newly recruited employee is trained in the organisation for a specific job, he/she should be welcomed as a new member of the organisation. The first day of employment is long remembered by most people. Initial impressions and information count heavily in later attitudes toward the job and the organisation.

Proper induction is therefore an integral part of the training process. Helping new employees to feel at home more quickly enables them to get the full benefit of specific job training. The new employee is often highly motivated to do a good job, and his/her introduction to the organisation should build on this positive attitude toward the organisation and the job.

Policy

It is organisation policy to provide an effective induction program for all new employees.

Responsibilities and Procedures

It is the responsibility of the CEO to ensure, in liaison with supervisors, that all new employees have undertaken Induction Training on the first day of employment.

A friendly welcome to the organisation is not the only purpose of good induction. An equally important objective is to give the new employee accurate and useful information about the organisation, the employee services it offers, and the personnel policies that will affect him/her as well as all other employees.

The whole induction program should be directed toward giving the new employee a real and genuine feeling that he/she is welcomed as a member of the organisation and is able to work effectively. A good deal of the success of subsequent training and performance on the job depends on good prior induction or orientation to the organisation.

Induction Checklist

  The organisation – it’s history, development and management including: 

  Strategic Plan 

  Business Plan 

  Relationship between CISA & InfoPartners 

  Human Resource policies – what the new employee can expect of the organisation and what it expects of him/her, including introduction to the Quality management system and OH&S policy 

  Terms of employment – including Enterprise Agreement, superannuation, and other general rules 

  The job for which the new employee is hired – nature of the work, hours, remuneration, timesheets, opportunities for advancement. 

  Completion of Staff record sheet and Bank account information form 

  Physical amenities– including Tour of building (toilets, kitchen, building hours, parking, fire escape, stationery cupboard) 

  Work space/environment issues 

  Telephone 

  Photocopier and fax 

  Work related issues 

  Immediate work issues - Work plan meeting 

  Meetings – ie Monday morning meetings 

  Introduction to other staff 

  Subsequent follow-up (several weeks later) to answer further questions; reviewing key information and checking on success of initial job placement during the probationary period of employment. 

  Sign off on OH&S Policy, Quality Manual System and Induction check sheet.
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