PAYNESVILLE NEIGHBOURHOOD CENTRE
55 The Esplanade, Paynesville 3880

(PO Box 192, Paynesville 3880)

Phone/Fax: 5156 0214

Email: pvillenc@bigpond.net.au

DISABILITY ACTION PLAN

PREPARED JULY 2006

1
ORGANISATION
Paynesville Neighbourhood Centre (PNC) is a community-based organisation run by a Coordinator who reports to a Committee of Management.  Additional administrative staff, tutors and volunteers contribute to the running of the PNC on a casual part-time basis as required.  The PNC leases premises from the East Gippsland Shire Council for a nominal fee.
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ORGANISATION AIMS & OBJECTIVES

To manage the Paynesville Neighbourhood Centre -
· to ensure the Paynesville Neighbourhood Centre is utilised to an optimum level, by a variety of community user groups;
· to develop and co-ordinate community training and education programs for target groups such as children, youth, aged, unemployed, disadvantaged and special interest groups;
· to develop and co-ordinate hobby and cultural programs to suit all participants needs;
· to assist in the development and co-ordination of employment, social, educational, health and welfare options for the community.
3
PNC DISABILITY ACTION PLAN VISION

To provide an inclusive environment where diversity is embraced and everyone has the opportunity to participate in activities offered, and where it is recognised that every person is multi-dimensional and has a different set of life experiences, abilities and disabilities.
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GUIDING PRINCIPLES

Under the Disability Standards of Education 2005 which have been formulated under the Disability Discrimination Act 1992, Paynesville Neighbourhood Centre have formulated their Disability Action Plan to ensure that people with disabilities have equal access to the services offered within the PNC.  

The PNC Disability Action Plan also embodies the Principles of the revised Commonwealth Disability Strategy (http://www.facs.gov.au/disability/cds/cds/principles1.htm) summarised as:

Equity: people with disabilities have the right to participate in the community, including the opportunity to contribute to its social, political, economic and cultural life;

Inclusion: services and facilities should be available to people with disabilities. The requirements of people with disabilities should be taken into account at all stages in the development and delivery of programs and services;

Participation: people with disabilities have the right to participate on an equal basis in all decision-making processes that affect their lives;

Access: people with disabilities should have access to information in appropriate formats about the programs and services they use; and

Accountability: relevant areas should be clearly accountable for the provision of access to programs, facilities and services for people with disabilities. This includes specifying desired outcomes, establishing performance indicators and linking reporting outcomes to mainstream reporting mechanisms, as appropriate.
It also means recognising and valuing people's differences. Failing to embrace these differences is itself discriminatory.
5
PNC POLICIES INFORMING PLAN

These policies contribute to and support the Disability Action Plan, and are available through the PNC office -

Access, Equity & Cultural Diversity

Ensures individuals have equal opportunities to participate effectively in programs and services whatever their age, gender, indigenous culture, ethnic origin, (dis)ability, economic circumstance, religious or political affiliation, and whatever their literacy or numeracy skills.

Equal Opportunity

Aims to provide a working environment where equitable employment policies and practices are in place in order to meet both this organisation’s objectives and broader strategic direction of the sector.

Grievance Policy and Disciplinary Procedure

Ensures that grievances are resolved by negotiation and discussion between the parties. Where a grievance cannot be resolved through discussion and conciliation, an appropriate external and independent agent may be called upon to mediate between the parties.

Occupational Health & Safety

The Paynesville Neighbourhood Centre is an employer under the Occupational Health & Safety Act 1958 and aims to create a safe and healthy environment for all its staff and participants.

Risk Management

Risks are identified, assessed and measured through regular surveys and audits covering areas such as housekeeping, fire protection, safety and review of statistical information.  Controls are then put in place to avoid or deal with the risk in an appropriate and safe manner.

Sexual Harassment Policy

Ensures that the working environment is free from sexual harassment.  It aims to see that adequate measures are in place to both prevent sexual harassment from occurring and to effectively manage any complaints of harassment should any be made.

Tutor Employment Policy

Paynesville Neighbourhood Centre actively seeks to pursue excellence in the provision of learning opportunities for adults in the community.  PNC aims to employ tutors who are qualified to deliver high quality, relevant information; are committed to sound teaching practices; and are committed to the philosophies of teaching in community-based organisations.

6
PNC DISABILITY ACTION PLAN KEY OUTCOMES

The Paynesville Neighbourhood Centre, to the best of their ability, will ensure the following key outcomes:
6.1
Prospective students should be able to enrol in a course/s independently and make informed learning choices.

6.2
Participants should be able to access facilities and be provided with assistance where difficulties may be encountered.

6.3
Participants should be able to participate in their desired course/s and receive the appropriate certification, if course requirements are satisfactorily completed.  Learning materials should be provided in an appropriate format and tutors should be of assistance when asked.

6.4
Participants should be provided with up-to-date and appropriate information regarding specific disability services and/or support if required.  Requests for support should be treated promptly in a sensitive, discreet and professional manner.

6.5
Individuals should be able to participate in Paynesville Neighbourhood Centre activities without fear of being harassed or victimised on the basis of their disability.  Complaints should be handled in a prompt and professional manner.
7
EVALUATING, MONITORING AND REPORTING

Strategies will be implemented to remove barriers to access and will be evaluated on an annual basis to assess their effectiveness.  
Evaluation may take the form of participant and/or staff/volunteer feedback via regular forms throughout the year and statistical analysis of percentage of enrolments of people with disabilities.  
Committee of Management and Coordinator will take on the responsibility to ensure ongoing evaluations are completed in a timely manner.

Evaluation will be a continuing, evolving process and will be reflected in the updating of this document as required.  This process will occur at least once a year when the Committee of Management will re-evaluate the PNC Disability Action Plan.
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COMMUNICATION STRATEGY - MAKING THE PLAN WORK 
The PNC Disability Action Plan will form the key communication strategy in the following areas to improve access and awareness of services provided by PNC for people with disabilities:
· Staff awareness/promote and protect people’s rights

Ensure high level of staff/tutor/volunteer awareness and understanding of disability issues; ensure access to appropriate information and support for people with a disability who have a particular grievance.

· Co-ordination and co-operation in efforts to be more inclusive

Develop strong links with support services across the community, local government and the Association of Neighbourhood House & Learning Centres, and work in partnership to monitor and improve quality of supports and services, and develop shared strategies and policies.

· Re-orient disability supports in a continuous improvement process

Assess and review the Disability Action Plan, developing more effective strategies for disability support in the future.

· Strengthen local communities

Work with staff, volunteers, community groups and local government to develop community awareness; improve transport options; and increase opportunities for people with a disability to participate in community activities and events.

9
GRIEVANCE PROCEDURES

Should any complaints or disputes arise in relation to any matter regarding the PNC Disability Action Plan, they should be handled according to the PNC Grievance Procedure where, in the first instance, matters will be attempted to be resolved at the local level, failing which, a more formal procedure will be entered into to resolve the grievance.
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PNC GROUPS/COURSES CURRENTLY OFFERED
ACFE funded courses

Provides quality programs addressing participant needs; increasing participant opportunities to access further education, employment and life options; and to deliver programs in a way that is acceptable and relevant to participants.
Courses currently offered -
	Art

Book Club
Computer - various
Craft

Exercise Over 50s

First Aid

Folk Art

Friendship Group

Increased Options
	Play Group 

Parenting
Portrait Painting

Scrap booking
Singing

Study Circle

TOWN

Tuesday Ladies

Walking Group
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CURRENT SUPPORT PRACTICES/SYSTEMS
Enrolment
Telephone enquiries welcome
Course descriptions in local paper, flyer and via telephone
Enrolment process – staff verbally take enrolments; assist in filling out forms
Payment plans for individuals experiencing financial difficulties

Participation & Accessibility

Designated parking (two spaces) with direct access to ramp at back door 

Ramp access to the building – back and front doors

Double doors for wide access (back and front)

Automatic opening doors (front only)

Appropriate chairs and desk heights

Space for wheelchair access within rooms

Participants placed appropriately in rooms, ie close to front if visually impaired

Curriculum Development, Accreditation & Delivery

Photocopier (enlarges print for visually impaired; multiple copies of tutorial notes to support participant learning) 

Data projector (enhance materials for visual impaired)

Whiteboard available for large print

Space for volunteers or carers to assist in classes

Student Support Services

Friendly, patient and helpful staff and volunteers

Toilets for people with disabilities

Links to disability information, services or carers

Harassment & Victimisation

A policy register which details policies in place including Occupational Health & Safety
12
STRATEGIES


12.1
ENROLMENT


Aims

Enrolment into desired course/s completed by individual without difficulty or undue stress;


Participants should be informed of entry and attendance requirements for course/s;


Assistance should be readily available to assist with the enrolment process.


Outcome
Prospective students should be able to enrol in a course/s independently and make informed learning choices.
	Barriers
	Strategies to overcome or remove barriers
	Timeframe
	Performance Indicators
	Resources Needed
	Responsible Person/s

	1.1 Enrolment form print small, may create difficulty when reading.

1.2 Enrolment not available in range of formats.
1.3 Enrolment form does not include learning support needs feedback section for students.
1.4 No reception/counter available for completing forms.
	Investigate possibility of increased font size and expanding form to two pages (back-to-back).

Have electronic enrolment form available on PNC computer for student access.

Develop range of enrolment options such as via email in PDF & Word format, so participants can read on their own computers using appropriate technology.
Include additional tick box under section 9 to include: Would you like to discuss special learning support needs in confidence with a tutor?

Provide a clipboard with enrolment forms at reception.  Allow participants to sit down when filling out form, make desk available in office or tutorial room.
	Currently being reviewed.
Under consideration
As required.
Currently being reviewed.
Already in place.

	Feedback from students annually.
Feedback from students annually; number of electronic enrolments per annum.
Feedback from students annually; number of electronic option requests per annum. 

Feedback from students annually; number of special learning support requests per annum.
Feedback from students annually; number of enrolments at reception per annum.
	Short-term administration assistant to redevelop form.
As above.
As above.
As above.
Clipboards.
	Coordinator, Committee of Management – Person responsible for enrolment.
Coordinator, Staff.
Coordinator, Staff.
Coordinator, Staff.
Coordinator, Staff, Volunteers.



12.2
PARTICIPATION & ACCESSIBILITY

Aims

Students with disabilities should be able to access the facilities of the PNC;

Course activities should be sufficiently flexible for students to participate; 

Reasonable alternative learning activities should be offered where necessary.
Outcome 
Participants should be able to access facilities and be provided with assistance where difficulties may be encountered.

	Barriers
	Strategies to overcome or remove the barriers
	Timeframe
	Performance Indicators
	Resources needed
	Responsible Person/s 

	2.1 Rear door to building has access ramp but door does not open automatically.

2.2 Front automatic door opens outwards, green button located in awkward position, possibility of bumping those people in wheelchairs or with mobility disabilities.

2.3 Entry doors are heavy swing doors.

2.4 Doors to tutorial rooms only just wide enough for wheelchair access.

2.5 Ramp at back not suitable for electric scooter access

Barriers 

2.6 Lack of smoke detectors.

2.7 Limited transportation options.

2.8 Limited special needs equipment and lack of information in which is available.

2.9 Document and promote inclusive teaching strategies for staff.
	Keep doors open as much as possible;

Investigate doorbell for assistance;

Replace swing doors with automatic sliding doors.

Keep doors open as much as possible;

Relocate green buttons on stand-alone posts in line with DDA recommendations

As above

Have staff/volunteers ready to assist as required;

Enlarge doorway access as part of building upgrade.

Realign ramps and enlarge doorways to tutorial rooms as part of building upgrade.

Strategies to overcome or remove the barriers 

Have alternative safety/evacuation plan in place, and part of induction program for all PNC staff, volunteers and students.

Install visual/audible smoke detectors as matter of priority.

Investigate transport support options for people with disabilities with local council.

Arrange taxis as required.

Touch screen/s in computer room;

Braille keyboard/s in computer room.

Provide appropriate information and posters to staff/tutors and in tutorial rooms;
Training/induction sessions conducted for staff by request;

Develop staff/tutor/facility evaluation feedback form for students.
	Already in place

Review, amend as budget allows.

Already in place

Amend as budget allows

As above

Already in place

Review as budget allows.

Review as budget allows.

Timeframe 

Already in place, ongoing.

As soon as possible, no later than October 2006.

Ongoing as part of urban planning.

Already in place, on demand.

End 2006.

September 2006; ongoing as requested.
	Visitor feedback annually.

As above

As above

Staff/student feedback annually.

Visitor feedback annually.

Performance Indicators 

Staff/student feedback annually; results of bi-annual mock evacuation sessions.

Annual audit by appropriate authority (CFA).

Community & participant feedback annually.

Feedback from students annually.

Feedback from students annually.

Feedback from staff; feedback from evaluation form annually.
	Door opening lock.

New doors.

As above

As above

Major building maintenance.

Major building maintenance.

Resources needed 

Evacuation instructions in Braille and/or placed readable height.

Smoke detectors/alarms complying with OHS standards & suitable for people with hearing impairments.

Various options to be considered.

Free call for students with disabilities.

Special needs equipment sourced through ACE Disability Network or other provider (Commonwealth Small Equipment Grant).

Short-term project worker/consult with ACE Disability Network. 


	Coordinator, Staff.

East Gippsland Shire Council – Rural Access Officer.

As above

As above

Coordinator, Staff.

East Gippsland Shire Council – Rural Access Officer.
As above
Responsible Person/s 
Coordinator, Staff, Committee of Management – Person responsible for participation.

East Gippsland Shire Council – Safety Officer.
East Gippsland Shire Council – Rural Access Officer & Local transport providers.

Coordinator, Staff.

Coordinator, Committee of Management – Person responsible for participation.

Coordinator, Committee of Management – Person responsible for participation.


12.3
Curriculum Development, Accreditation & Delivery

Aims   

Curriculum, teaching materials and the assessment and accreditation requirements should be appropriate and accessible;
Course delivery modes and learning activities should take account of the learning capacities and needs of the student and meet intended educational outcomes;
Study materials should be made available in a format that is appropriate for the student and conversion of learning materials into alternative accessible formats should be done in a timely manner.

Outcome
Participants should be able to participate in their desired course/s and receive the appropriate certification, if course requirements are satisfactorily completed.  Learning materials should be provided in an appropriate format and tutors should be of assistance when asked.
	Barriers
	Strategies to overcome or remove the barriers
	Timeframe
	Performance Indicators
	Resources needed
	Responsible Person/s 

	3.1 Teaching materials mostly provided in written format.

3.2 Tutors may be unsure of how to create an optimal learning environment for students.
	Consult with ACE Disability Network to develop alternative teaching material formats as appropriate, such as Braille, Electronic or audio alternative formats provided on request.
Display posters in tutorial rooms.

Tutor/volunteer induction manual with practicable strategies on how to ensure all students are able to participate in classes.

Provide information to tutors prior to commencement of classes to help identify students who may require additional assistance in class.
	End 2006.

In hand.

Under consideration – by October 2006.

Under consideration as part of enrolment review.


	Tested and evaluated by at least two experienced people annually.

Feedback from students; feedback from staff annually.
	Consult with local government/ACE -Screen Reader technology, teaching aids on disk, Braille keyboard, touch screens in computer room (see 2.8).
Poster from ACE.  Short-term project worker to develop induction manual & consult with staff/volunteers on changes to teaching practices.

	Coordinator, Committee of Management – Person responsible for course delivery & development.

Coordinator, Committee of Management – Person responsible for course delivery & development.


12.4
Student Support Services

Aims
Staff should be aware of the specialised support services available for the student and be provided with information that enables them to assist the student to access required support; 

Access to specialised services for the student, where necessary, should be facilitated, including through collaborative arrangements with specialised service providers in health, personal care and therapy, speech therapy, occupational therapy and physiotherapy. 

Outcome
Participants should be provided with up-to-date and appropriate information regarding specific disability services and/or support if required.  Request/s for support should be treated promptly in a sensitive, discreet and professional manner.
	Barriers
	Strategies to overcome or remove the barriers
	Timeframe
	Performance Indicators
	Resources needed
	Responsible Person/s 

	4.1 Office door/reception generally kept closed – not easily accessible or welcoming.

4.2 Staff/volunteers not familiar with support needs or local organisations for people with disabilities.

4.3 Students may feel uncomfortable asking for help or information.

4.4 Environment may not be conducive to disclosing confidential information.

Barriers 

4.5 Security and storage of confidential data.
	Investigate having door open; or modifying door with ‘window’ open on top half of door.

Ascertain services and support available to students with disabilities in our community.  Contact relevant agencies for information and include in induction manual.

Develop local support services sheet/brochure, widely publicised to both staff and students & readily available in foyer.
Create a private, safe space where students can talk freely, away from busy areas.

Strategies to overcome or remove the barriers
Ensure only authorised staff have access to locked filing cabinets.

Place greater emphasis and awareness of privacy/confidentiality, such as not leaving inappropriate information visible on desks.

Password protected computer access.
	End 2006.

End 2006.

End 2006.

September 2006.

Timeframe
Already in hand.
	Number of visitors accessing reception annually.

Information readily available for staff/volunteer reference – feedback and usage by staff/volunteers.

Number of brochures required per annum; feedback from local agencies, staff & students annually.
Usage & feedback annually.

Performance Indicators
Observation, feedback annually.
	Consultation with Shire; Maintenance person & materials to make alterations as appropriate.

Short-term project worker to develop resource– apply for grant.  Consult with local government/ACE.
As above.

Resources needed
Short-term project worker to run staff training session on DAP and privacy policies.

	East Gippsland Shire – Rural Access Officer, Coordinator, Committee of Management – Person responsible for student support services.

Coordinator, Committee of Management – Person responsible for student support services.

Coordinator, Committee of Management – Person responsible for student support services.

Coordinator, Staff.

Responsible Person/s
Coordinator, Staff, Committee of Management – Person responsible for PNC policies.


12.5
Harassment & Victimisation

Aims
PNC policies, procedures and codes of conduct for staff, volunteers and students explicitly prohibit harassment and victimization on the basis of disability;
Complaints procedures should be fair, transparent and accountable;
Staff, volunteers and students should be reminded from time to time of their rights and responsibilities under the federal Disability Discrimination Act 1992 (DDA).

Outcome 
Individuals should be able to participate in PNC activities without fear of being harassed or victimised on the basis of their disability.  Complaints should be handled in a prompt and professional manner.
	Barriers
	Strategies to overcome or remove the barriers
	Timeframe
	Performance Indicators
	Resources needed
	Responsible Person/s 


	5.1 Lack of Privacy Policy.

5.2 Staff and students are unaware of their obligations under the DDA and of the rights and responsibilities of people with a disability.
	Develop a PNC Privacy Policy and ensure staff are familiar with appropriate procedures and relevant policies.

Have policy manual readily accessible to staff/volunteers.

Ensure staff and students are aware of their obligations under the DDA and of the rights and responsibilities of people with a disability; and are aware of appropriate complaints procedures.


	Currently being undertaken.

September 2006

and

Ongoing


	Knowledge of policies in place assessed annually.

Contents of Policy Folder & knowledge of complaints procedures annually.
	Short-term project worker to develop resource & run training/induction session for staff/volunteers.
Short term project worker to review and update PNC Policy Folder; develop information sheet for students/foyer; run training session for staff/volunteers (as part of DAP training session).

	Coordinator, Committee of Management – Person responsible for PNC policies.
Coordinator, Committee of Management – Person responsible for PNC policies.
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