Briagolong Community House Inc. Risk Analysis Assessment
	Risk
	L
	I
	T
	Actions to minimise the risk

(a) what strategies currently in place? (b) what else could we do?

	Occupational Health & Safety –
	
	
	
	

	 Venue – Briagolong Community House Inc. has legal tenancy in the Briagolong Mechanics Institute Hall; a Wellington Shire Council owned building; Mechanics Institute Hall Committee of Management: caretakers.


	
	
	
	· Briagolong Community House Inc representative on Mechanics Hall COM

· Regular audit and assessment  - regular maintenance and repair as needed

· Fire Plan visible at exists and

· Emergency evacuation plan visible

· Storage of Hazardous/dangerous materials correctly

	Equipment


	
	
	
	· use of appropriate products and accessories for equipment

· regular maintenance needs assessment, with prompt repair by qualified technician  

· upgrading and replacement of old or dangerous equipment 

	Coordinator

· burnout

· sick leave

	
	
	
	Coordinator observing O H & S best practises:

· good time management – prioritising key performance indicators

· avoiding work overload  - (saying no to additional work commitments if not in line with COM directions and House Aims and Objectives)

· by taking sick leave as and when needed

Contingency planning

· training a volunteer/s who can assist or ‘man’ the House when the Coordinator is absent/sick

· by keeping Committee of Management well informed on House operations

Committee:

· meeting employer responsibilities  

· support and adequate direction from COM – recognition of work performance

· appropriate expectation of performance for hours employed – part time (“can’t be all things to all people”)

· pro-active in providing professional development training or releasing staff to attend professional development training  

       Contingency Planning:

· developing a plan of action for when staff are absent/sick e.g. volunteer or paid casual worker



	      Bookkeeper 

· burnout
· sick leave

	
	
	
	Bookkeeper:

· by observing O H & S best practices

· good time management, by regularly maintaining up to date accurate records and prioritising key performance indicators

· by avoiding work overload

Committee: 

· meeting employer responsibilities 

· support and direction by the Treasurer, Committee of Management and Coordinator – recognition of work performance

	Change of Staff – loss of skills/knowledge

· Coordinator

· Bookkeeper
· Cleaner
	
	
	
	Coordinator:

· developing a procedures manual for employees and volunteers

· succession planning

· training of a volunteer/s who can assist or ‘man’ the House when the Coordinator is absent

· giving adequate notice of intention to leave

Committee:

· awareness and participation in House activities, particularly governance meetings/ PD

· adequate provision for long service leave and sick leave 

       Long term strategic planning:

· through lobbying Local and State Government for adequate funding to retain skilled staff and open centre five days a week

· by endeavouring to increase staff numbers – through partnerships such as TAFE Work for the Dole Program or under the Government’s welfare to work program

Bookkeeper:

· by maintaining up to date accurate records

· by keeping Committee of Management well informed of financial records and status

· by giving adequate notice of intention to leave 

· by training of a volunteer/s who can assist the House when the Bookkeeper is absent

Committee:

· pro-active in providing professional development training

Contingency Planning:

       developing a plan of action
Follow best practices in O H & S guidelines

Committee:

· Pro-active in P D training – such as manual handling

· Handling hazardous chemicals and disposal

      Contingency Planning:

· developing a plan of action



	Change of Committee – loss of skills and knowledge


	
	
	
	· positive promotion of achievements of the House – seen to be a worthwhile resource/organisation in the community

· development of a Recruitment Policy - encourage House Users to attend Committee Meetings and to take an active role as a Committee Member

· new committee members to receive an ‘Induction Package’ – can be overwhelming without reference material

· promote life long learning - new skills in leadership and managing a business

· recognition of contribution

· include fun and social activities

· research and keep abreast of community changes and needs for activities/Programme

	Theft


	
	
	
	· Police Checks when employing staff

· Committee of Management Delegation Policy –limit on how much staff member is able to spend                                              

· Through organisation maintaining good financial practices:

              Receipts written promptly – money taken accounted for in regular banking

              Two signatories on cheques (as outlined in Constitution)

              Accurate regular update of records 

             Incoming money kept in a locked cabinet in secure Office until banked 

             Bookkeeper or Committee member to do banking

      Regular financial reporting to committee

      Expenditure approved by Committee

      Direct debiting of staff wages

      Books audited annually      

      Security alarm system on Administration Office (coded – restricted access)

· Maintain a key register



	Loss of Funding – DVC

                          ACFE


	
	
	
	· Lobby Local and State Government for realistic funding

· ensure compliance in meeting Funding & Service Agreement requirements

· endeavour to develop good working relationships with Funding Bodies 

· actively investigate other means of services and funding



	Loss of data/records


	
	
	
	· save and back up records to computer and disk – hard copies where appropriate

· save and back up important records to CD, particularly financial records and statistical data – to be held off the premises at an agreed safe location  financial

        (records kept for at least 5 years; employment records 7 years)

· battery backup system on administration computer in the event of power failure

· Minutes kept off premises at Secretary’s place – also duplicate copies kept at venue



	Litigation


	
	
	
	· follow practice for Privacy Policy/Privacy Act

· observe Confidentiality Policy

· observe O H & S requirements

· maintain/update Public Liability Insurance Cover and payment

· Workcover records and payments up to date

· adequate and appropriate remuneration and provision for employees 

· employer and government body obligations are met

· contract workers to have their own Public Liability Insurance Cover

· maintain Incident Reporting Records 

· treat people fairly and with respect

· Develop Ethics Policy 



	Fire 


	
	
	
	· regular and proper maintenance of venue and surrounds

· regular inspection and service of fire hydrants and fire blankets

· O H & S requirements are met

· Fixed Smoke alarms - fitted with operational batteries

· Bush fire alert – follow CFA directions

	Disability  Discrimination Act Education Standards

· House/Physical accessibility and barriers 

· Students/enrolments - barriers

	
	
	
	· Develop a Disability Discrimination Act Education Standard Action Plan (see Attachment ‘A’)


L – Likelihood Rating  high 5 …… low 1


I – Impact Rating – catastrophic 5, high 4, moderate 3, minimal 2, very low 1 


 T – Total

*Re-prioritise once dealt with and actions are in place 

- Attachment A –
Briagolong Community House Inc.
Reg Inc. No A0025254Y – ABN 59 247 453 303
Risk Analysis Assessment

Disability Discrimination Act Education Standards

A Neighbourhood House located at:

Briagolong Mechanics Institute Hall

9-11 Avon Street

BRIAGOLONG  Vic   3860
www.briagolong.com.au 

Vision Statement:

‘Open doors for Community Involvement and Learning, to improve Quality of Life’

Mission Statement:

‘To Provide a Friendly Centre for Individual and Community Education and Development through Learning’

Enrolment

Aims:

· Information about enrolment processes addresses the needs of students with disabilities and is provided in a range of formats

· Enrolment procedures can be completed without undue difficulty

· Physical access barriers are addressed

· Provision of clear signage

Outcome 1: Prospective students with disabilities are able to enrol in a course or program and to make informed learning choices on the same basis as prospective students without disabilities and are provided with the necessary reasonable adjustments to do so

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

	Program/enrolment information maybe required in a variety of accessible formats


	Consult with staff/ community/experts 

Ensure enrolment and course information is accessible, inclusive and enables an informed choice.

Further investigate means of improvement for vision impaired or those with hearing impairment
	End 2006 – Trial an alternative format
	Tested and evaluated by at least two experienced people
	Equipment needed – Cassette Player and tapes.  Programme in large print /provide magnifying glasses

Computer/internet – Program and enrolment details up on www.briagolong.com.au so that people have a wider access to information

Investigate new technologies – such as audio for ‘Redgum Review’ (community newsletter) on website
	COM - volunteer to tape programme information

Coordinator

Contractor/computer technician currently re-developing website (present version to be replaced)

COM

	The Briagolong Community House Inc. entry has a 3cm timber support underneath the double doors, which open outwards; may be a barrier for people in wheelchairs who are unassisted


	Apply for funding 

O H & S issue addressed - construction of properly fitting handrail to ramp area/or construction of raised garden bed to define area

Installation of electronic bell and intercom system to exterior door – to alert Coordinator that there is someone requiring assistance;

Signage for exterior wall;

Installation of graded ramp either side of raised timber support, for improved access
	Mid 2007
	Success in application for funding

Increased enrolment by people with a disability
	Bell (which can be disarmed when centre is not open) – intercom system – employment of electrician to install bell

Weatherproof notice for exterior wall 

Timber and means of affixing – employment skilled person 


	Wellington Shire Council

Briagolong Community House Inc

COM

Briagolong Mechanics Institute Hall COM Coordinator

COM

Coordinator



	Need for barrier along raised concrete ramp outside exterior doorway – vision impaired people at risk due to drop down to ground level 
	Apply for Funding

Work with Local Government and Briagolong Mechanics Institute in providing a safe structure to define raised ramp area
	Mid 2007
	Success in application for funding 
	Metal ramp or raised garden bed and materials/plants


	Engage Local Government to resolve external access issues -Wellington Shire Council

Briagolong Community House Inc. COM 

Briagolong Mechanics Institute Hall COM

Coordinator

	Parking area – needs to be sealed, with a designated parking area for people with a disability
	Lobby Local Government

Work with Briagolong Mechanics Institute Hall COM towards this end
	2007
	Success in getting parking area sealed
	
	Engage Local Government to resolve external access issues – Wellington shire Council

	Administration Office is situated upstairs


	Signage – ‘Office is upstairs – please call out if you are unable to use stairs’

Staff to go downstairs to speak to/enrol students

Signage – ‘Office is upstairs – please ring bell if you are unable to use stairs’

Connection electronic bell/intercom system downstairs inside building -as well as outside front door


	Beginning Term 4, 2006

Already taking place

Mid 2007


	Tested and evaluated

Tested and Evaluated
	Sign, Frame and picture frame hook

Bell (which can be disarmed when centre is not open) and intercom system – employment of qualified electrician. 

Replacement of previous signage to indicate this


	Coordinator

Coordinator

Coordinator

	Low literacy Skills of students with a disability
	Client met with a smile and made feel comfortable. Coordinator to offer to assist student to complete form.  
	Already taking place
	Enrolment forms are adequately completed
	Enrolment form and pen


	Coordinator


* Disability Action Plan on Agendas and discussed at Committee of Management Meetings held 12th May, 14th July and 25th August 2006 – ongoing review process for COM, Coordinator and tutors – community members encouraged to provide feedback on how this is working.

Participation

Aims:

· Course activities are sufficiently flexible for most students to participate;

· Learning activities are negotiated, agreed on and implemented, within reason

Outcomes 2:  Students with disabilities are able to participate in the learning experiences, without experiencing discrimination 

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

	Document and promote inclusive teaching strategies for staff
	Consult with staff/community/experts.

Training opportunities promoted and accessed for tutors (e.g. strength training, falls prevention for elderly)
	Mid 2007 

And

Ongoing


	Staff attend training

Tutors encouraged and supported to attend training and incorporate inclusive teaching strategies
	Training Information

Consult with other organisations, local government/ACFE
	COM

Coordinator

Tutors

	Minimum numbers of students are required to cover course costs – enrolment of disabled students may raise cost of course if tutor requires an assistant/ student support service, making course fee unaffordable.

Consideration must be given for equal opportunities for other students to have their fair share of tutor’s attention
	Consult with staff/community/experts.

Engage student support services where possible.

Investigate possible funding and forming partnerships to deliver programs

Apply for grants
	Ongoing
	Success in application for funding

Inclusion of students with a disability in courses and activities

Other students report that they have had a fair go 

Tutors are managing classes adequately and are properly trained - not stressed.
	Information on funding to support students/ courses 

Consult/network with other organisations, local government/ACFE
	COM

Coordinator

Tutors

	Identified physical access and participation barriers
	Liaise with Wellington Shire Council and Mechanics Institute Hall COM e.g. Briagolong Community Representative Group
	Ongoing – meetings, etc.
	Improved communication - in touch with community needs and formation of action plan for achieving results
	Funding
	COM

Coordinator

Representative on Community Representative Group

	Lack of adequate equipment that enables training to be provided, particularly for visual and hearing impaired; 

Lack of communications and computer equipment required to support flexible training delivery
	Staff training

Apply for funding - directly link to the delivery of ACE programs and services to learners in the community, particularly flexible delivery

Support access of new learner groups

Support access of people with a disability in ACE


	Ongoing
	Success in application for appropriate funding

Success in application for funding

Increased delivery of services and students in targeted areas
	Equipment and support
	COM

Coordinator

Tutors

	DDA – as a small Provider lack of expertise to develop Action Plan and need for setting actions or goals and targets and means of measuring and evaluating
	Training staff

Talk to people with a disability – investigate and develop a mechanism for measuring DDA

Incorporate this into Strategic Business Plan

Look at existing policies and modify in needed

Confidentiality of utmost importance
	Development and lodgement of DDA Action Plan on HREOC web site by Oct 2006 – no funding provided for staff to put Action Plan together
	Action plan lodged to best of capabilities
	COM

Coordinator
	


*   Disability Action Plan on Agendas and discussed at Committee of Management Meetings held 12th May, 14th July and 25th August 2006 – ongoing review process COM, Coordinator and tutors  - encouragement for feedback from community members

*   COM representative attended ‘Forging the Links’ Conference held at Lakes Entrance 4th & 5th September 2006 to look at forming partnerships with other organisations and people with a disability
Curriculum Development, accreditation and Delivery

Aims:

· Curriculum and teaching materials are appropriate and accessible

· Course delivery and learning activities take account of the learning capacities and needs of the student 

· Study materials are made available in a format that is appropriate for the student

Outcome 3:  Our students with disabilities are able to participate in the learning experiences without experiencing discrimination

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

	Teaching materials only provided in written format

Delivery of courses such as strength training using weights –inclusion of people with a disability 

Briagolong Community House Inc. is not registered to deliver accredited courses
	Ensure teaching materials are made available in requested alternative format.

Consult with staff/community/experts - form partnerships with other R.T.O.’s in ACE or such as TAFE to deliver appropriate training

Ensure tutors are appropriately qualified and given every opportunity in training for people with disabilities 

Set Aims and Goals – evaluate, monitor and document.  Pro-actively seek improvements to communication strategies

Apply for grants
	Ongoing


	Tested and evaluated

Success in applications for funding

Increased delivery and student numbers in targeted areas

 
	Consult or network with other organisations (including local government/ACFE)

Information on Funding


	COM

Coordinator

Tutors




* Disability Action Plan on Agendas and ongoing discussion at Committee of Management Meetings held 12th May, 14th July and 25th August 2006 – ongoing review process for COM, Coordinator and tutors – encouragement of feedback from House Users.

Student Support Services

Aims:

· Staff are aware of the specialised support services available for the student and are provided with information that enables them to assist the student to access required support

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

Outcome 4: Our students with disabilities are able to access support services used by students in general, on the same basis as a student with a disability, and to access specialized support services where necessary

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

	Lack of awareness by staff of support services able to be accessed
	Ascertain services and support available to students with disabilities in our community.  Consult with staff/community/ experts.  

Ensure staff and students are aware of supports available
	Mid 2007
	Document support services available and publicise within organisation to both staff and students.  

Evaluated and tested by independent group.
	Network/consult with other organisations and local government/ ACFE 

Resource  developed (Reference Folder) – possibly seeking out funding for project.
	COM

Coordinator

Tutors


Elimination of Harassment and Victimisation

Aims:

· Our policies, procedures and codes of conduct for staff and students explicitly prohibit harassment and victimization on the basis of disability

· Grievance procedures are fair, transparent and accountable

· Staff and students are reminded from time to time of their rights and responsibilities under the federal Disability Discrimination Act 1992 (DDA

Outcome 5: Our students with disabilities learn in an environment that is free from discrimination caused by harassment or victimization on the basis of their disability and staff are treated with respect.

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

	Staff and students may be unaware of their obligations under the DDA and of the rights and responsibilities of people with a disability
	Ensure COM, staff and students are aware of their obligations under the DDA and of the rights and responsibilities of people with a disability.

Review Grievance Policy & Procedures and publicise widely within organisation

Consult with staff/community/experts

Organisation’s Vision and Mission Statements to be reviewed and to reflect ‘inclusion’ of community members.

Review other policies – Equal Opportunities

Organisation’s ‘Ethics’ and/or ‘Code of Conduct’ Policies to be developed
	End 2006

And

Ongoing

End 2006

Beg 2007


	Staff Appraisal - awareness by staff and students 

Grievance Policy & Procedures document is reviewed by COM and modified (if needed) - 

Vision and Mission Statements reviewed - widely publicised within organisation and term programmes

Documents completed and publicised – living document


	Policies to be developed/reviewed/modified if needed – network with other organisations to share ideas (including local government/ACFE/DVC/ANHLC/Network of Neighbourhood Houses)


	COM

Coordinator


* Disability Action Plan on Agendas and ongoing discussion at Committee of Management Meetings held 12th May, 14th July and 25th August 2006.  

A review process to be implemented for ongoing evaluation and monitoring by COM, staff and tutors, taking into account feedback from community members.

Briagolong Community House Inc. Risk Analysis Assessment (Reviewed 2006) and Attachment ‘A’ Disability Discrimination Act Education Standards Action Plan
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