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Background
Based in Northcote, Brite Institute is a Registered Training Organisation (RTO) that has been delivering quality training and related services to students and employers since 1992.  Brite Institute is a division of Brite Services Victorian Vocational Rehabilitation Association (Brite Services V.V.R.A.) which was formed in 1971. Brite Services VVRA has been operating as a Community Business Service, providing supported employment opportunities for vocationally disadvantaged people and people with disabilities since 1976. 

Brite Institute operates under the vision, mission statements and objectives of Brite Services VVRA. The values and principles of the organisation provide the foundation for our commitment to improving access, participation and outcomes for people with disabilities.  

Vision Statement

Promoting dignity through achievement and community enterprise.
Mission Statement

Brite Services V.V.R.A. offers quality training, personal development and community support for people with a disability and people who are vocationally disadvantaged. It operates commercial businesses for the purpose of generating funds to support and expand its services to the community.
Brite Institute’s scope of training 

Brite Institute operates within the context of the National Training Framework and the Australian Qualifications Training Framework. Brite Institute is registered with the Victorian state training board (the Office of Training and Tertiary Education (OTTE)) to conduct training and/or assessments and issue nationally recognised and accredited qualifications and Statements of Attainment. 

Brite Institute’s diversity in training and assessment includes accredited training in Aged Care, Disability Work, Community Work, Business Administration, Retail Operations and Process Manufacturing. Fee-for-service training is provided to businesses in the areas of pre-employment, induction and vocational up-skilling to staff. Accredited training is also provided through Adult Community and Further Education funding to people with a disability. 

Brite Institute’s sites and student demographic
Brite Institute’s current sites, service delivery and student population, for the purposes of this review, fall within three broad categories:

Broadmeadows - the head office site of Brite Services VVRA. The Broadmeadows site operates as a Community Business Service, providing supported employment and/or training opportunities for vocationally disadvantaged people and people with disabilities. Brite Institute provides accredited training to people with disabilities at this site broadly covering the areas of OH&S, personal development, work entry skills, pathways planning, and the vocational areas of information technology and process manufacturing. 


Northcote – the base site of Brite Institute. Accredited training is delivered to students not employed through Brite Services VVRA (above). Students come from the general population with a large proportion being women aged between 25 and 60 years. Numbers of students from culturally and linguistically diverse (CALD) backgrounds is also proportionally high when compared to the general population. These two factors are not surprising as the majority of training at Northcote falls within Community services and this over representation of women is indicative the workforce in that sector. Further, Northcote and surrounding suburbs, is an area with a proportionally high number of CALD residents when compared to the general population. Students with a disability are under-represent within the student population at the Northcote site. 
Workplace training – A significant amount of Brite Institute’s training is associated with Apprenticeship/Traineeship Training Program (ATTP) and is carried out on-the-job, in workplace. Student population in this group is predominantly influenced by employer choice of employee.
Current staff skills base
Brite Institute as a division of Brite Services VVRA includes a staff base of nine permanent staff and a number of sessional trainers. In addition to training qualifications and experience , the  Brite Institute staff base includes educational qualifications and expertise in the areas of general nursing, aged care, psychiatric and disability nursing and support, and additional educational qualifications in childcare, psychology, counselling, health administration and careers counselling.
Brite Services VVRA staff and management operate under the Disability Services Standards which guides the values and principles, service outcomes, service management, and staff recruitment, employment and training provided by the organisation. Staff skills and qualifications predominantly cover occupations within the disability sector.
Review
As a provider of accredited training to people with a disability at Brite Services VVRA, Brite Institute has a strong commitment to the provision of equity and opportunity for people with disabilities. A review of Brite Institutes services undertaken in 2005 identified that while training at the Broadmeadows site was predominantly provided to students with a disability, this population was poorly represented in enrolments for training at the Northcote site and through workplace training. 

The review identified a need for an Action Plan with the objective of providing opportunities and processes that will enable Brite Institutes student population to include numbers of students with a disability in the same proportions as they are represented in the general community. 
The strategies in this plan will link services to people with a disability with Brite Services VVRA quality management system. This will ensure staff commitment and communication of key issues and changes to existing practice.

Disability Action Plan Objectives
In line with the findings of the review, this Action Plan will refer to training delivered at the Northcote site. The Action plan has been developed to meet the requirements of the Commonwealth Disability Discrimination Act (1992) and the Disability Standards for Education (2005)

Annual Review 
This Action Plan will be reviewed annually by the Board of Management and staff to ensure that it continues to meet objectives and legal requirements.
Responsibility for Implementation and Communication
The Executive Officer is responsible for ensuring the implementation and application of Brite Institute’s Disability Action Plan and that information and consultation surrounding the plan is communicated to all staff and students

Communication
Brite Services VVRA operates under a Quality System that records how the organisation manages and implements its activities to ensure delivery of quality products and services. 

The Quality System is designed to meet the requirements of the Australian Quality Training Framework (AQTF) and the Commonwealth Disabilities Services Standards.

All policies, procedures and forms are documented in the Quality System and are accessible to all staff through the computer network

Enrolment
Aim: 
Prospective students with a disability are able to seek admission to, or enrol in a Brite Institute course on the same basis as a prospective student without a disability, without experiencing discrimination.
	Objective
	Current Practices
	Barriers
	Strategies to achieve objective
	Success Indicator 
	Key staff responsible
	Timeline

	Course information is provided in a range of formats and distributed through a number of methods, that enhance enrolment opportunities for prospective students with disabilities
	1. Flyer for upcoming course is distributed through email contact list.

2. Courses are advertised on Brite Institute’s website.

3. Promotion of courses on ‘Short Courses Vic’ website.

4. Course advertisements in local newspapers
	1. Email list in the main, includes job network providers. List is limited in number of disability service providers.

1b. Email distribution relies on staff in contact org. to distribute info to clients with a disability.
2, 3 & 4  n/a
	1. Expand email list to include local disability service providers.
1b. ‘Getting to know’ key staff in disability organisations to facilitate passing on information to prospective students.
2, 3 & 4  n/a
	1. Increased number of disability service providers on Program email distribution list.
1b. Increased referral of potential students with a disability to enrolment.

2,3 & 4  n/a


	1 & 1b. Training Admin and Admin assistant

	Immediate/ongoing


	Objective
	Current Practices
	Barriers
	Strategies to achieve objective
	Success Indicator 
	Key staff responsible
	Timeline

	Communication of information (through staff or other methods) is positive and effective to enable informed choices to be made by prospective students with a disability
	1. Initial contact from prospective student or support worker by phone, email or face-to-face may be taken by different staff.

2. Student Handbook available on website.

3. Face-to-face pre-selection interview to provide information verbally or in a print format


	1. Maintaining consistency in provision of information.

1b. Students not made aware of opportunities to access information prior to interview. 

2. Information in Student Handbook not exhaustive list.
2b. Maintaining website and Student Handbook currency.

3. Staff lack of awareness of issues facing people with disabilities.

4. Possibility of information overload at interview.
	1. Develop topics to cover during initial student contact and at interviews. 

2. Review and update Brite Institute’s website format and content.

2b. Establish a website maintenance cycle.
2c. Review and update Student Handbook.

3. Staff pd to cover issues facing people with disabilities.

3b. Student referral to methods of accessing information prior to interview.
	1. Process developed

Updated website

2. Website updated.

2b. Website maintenance cycle established

3. Professional development session held.


	1. Training Admin

2. Special Projects Officer

2b. Special Projects Officer

3. EO


	1. Immed

2. June 07

2b. Oct 07

3. Dec 07



	Enrolment processes can be completed by students with a disability without undue difficulty
	1. Interview to provide course, unit, credit transfer and pathway information. 
2. Prospective students complete forms at this time
	1. Most info is provided verbally. Could result in information overload.
2. Completion of forms is dependent on a reasonable level of literacy comprehension and written skills. 
	1. Provide forms to be collected, sent via email or downloaded. Will allow familiarity or completion of paperwork (with support if necessary) prior to interview.
2. Paperwork returned at later time.
	1. Forms are available to be downloaded.

1b Forms can be collected or distributed via email, completed prior to interview.
2.Policy implemented.
	1. Special Projects Officer 
2. Training Administrator, Admin Assistant
	1. Oct 07
2. Jan 07


	Objective
	Current Practices
	Barriers
	Strategies to achieve objective
	Success Indicator
	Key staff responsible
	Timeline

	Confidentiality of info provided by students with a disability is ensured
	1. Interview held in privacy.
2. Paper flow limited to two staff.

3. Paperwork filed in lockable filing cabinet.

4. Staff sign confidentiality agreement on commencement.
	1. Small premises –on limited occasions other staff may access interview areas during enrolment interviews.
2. n/a
3. New staff may not be aware of privacy and confidentiality requirements in enrolment process.


	1. Signage created to indicate interviews in progress.

2. n/a

3. Induction process to include information of enrolment process and need for privacy and confidentiality.
3b Confidentiality agreement include employee will make reasonable attempts to avoid situations that may increase the opportunity for unintentional access to client info. 
	1. Signage created and displayed.
2. n/a
3. New confidentiality agreements signed by all Brite Institute staff.
	1.  EO/Training Admin.
2. n/a

3. Special Projects Officer/Admin Assistant
	1. June 07
2. n/a

3. June 07


Participation

Aim
Students with a disability are able to participate in a range of courses and programs, and use facilities, on the same basis as students without a disability.

	Objective
	Current Practices
	Possible barriers
	Strategies for achievement of objective
	Success Indicator
	Key staff responsible
	Timeline

	Program activities are designed to be inclusive for all students
	1 .Activities are uniform and consistent.
2. Individual programs negotiated for students with needs.
	1. Time limitations can impact on ability to make reasonable adjustments to activities, to suit individual needs. 
	1. Trainers advised promptly of new students with a disability, to allow time to review all program activities.
	1. Process for early provision of information of students with disability, to trainers, implemented.
	Training Admin 
	June 07

	Individual program requirements and activities are negotiated, developed and implemented for individual students with a disability.
	1. Trainers negotiate individual programs with students with a disability.
	1. Time and resources and trainer’s knowledge can limit the development of individual activities.
	1. Professional development training for staff covering diversity in training delivery and assessment methods and materials.
	1. Individual programs include the development of different activities to suit individual needs.
	1. EO
	1. Dec 07

	Additional support is provided where necessary, to students with a disability, to assist the achievement of learning outcomes 
	1. Enrolment forms  include self disclosure of disability and assistance. Support needs are communicated to trainer and reasonable adjustments made.
2. Trainers support learners struggling to meet learning outcomes.
	1. If student doesn’t self disclose at enrolment then limited time impacts on development and implementation of an effective individual program.
	1. Disclosure of disabilities encouraged and discussed during enrolment. t.
	1. Enrolment topics developed and includes discussion of disabilities.
	1. Training Administrator
	1. June 07

	Objective
	Current Practices
	Possible barriers
	Strategies for achievement of objective
	Success Indicator
	Key staff Responsible
	Timeline

	Brite Institute’s training premises are accessible to all students or prospective students with a disability
	1. Northcote site – has ramp access, no stairs, disability symbol at building entry indicating full range of disability access, signage through building, doorways and hallways are wide enough to allow wheelchair access, modified bathroom and toilet
	1. None at this point.
	1. Ongoing monitoring.
	1. Absence of grievances from students or prospective students.
	1. EO
	1. Ongoing


Curriculum development and accreditation and delivery

Aim
Programs and courses are designed and delivered in ways that enable students with a disability to participate in the learning, assessment and certification requirements on the same basis as a student without a disability, and without experiencing discrimination.

	Objective
	Current Practices
	Barrier
	Strategies to achieve objectives
	Success Indicator
	Key staff Responsible
	Timeline

	Curriculum, teaching and study material format does not disadvantage students with a disability.
	1. Study materials in written format.
	1. Students have to attend training venue.
	1 Investigate and develop e-learning facilities.
	1. E-learning implemented
	1. EO/Trainers
	Dec 07


Support services

Aim
Students with a disability are able to access specialised support services where necessary and are able to access general support services on the same basis as students without a disability, and without experiencing discrimination.

	Objective
	Current Practices
	Barriers
	Strategies to achieve objective
	Success Indicator
	Key staff Responsible
	Timeline

	Every reasonable effort is taken to provide necessary specialised equipment to support students with a disability 
	1. Individual staff access support equipment and services either externally or internally.


	1. Limited time to investigate when a student has enrolled.

1b. Lack of awareness of services and equipment available. 
	1. Develop a register of equipment available for access.
1b. Provide DISTSS and ACE Disability Network websites as favourites on all Brite Institute computers.
	1. Register created
1b. Existence of DISTSS and ACE Disability websites in favourites on all computers.
	1. Special Projects Officer
1b. Admin Assistant
	1. Oct 07
1b immed.

	Management, administrative and training staff are trained and aware of issues facing students with disabilities
	1. Disability worker on staff provides guidance and assistance with issues. 
2. Staff sign ‘Code of Conduct’ that relates to the provision of services to students including students with a disability. 
	1. Lack of experience among staff assisting people with disabilities.
2. Code of Conduct signed during induction and not revisited.
	1 & 2. Staff PD training, on Code of conduct , Disability Discrimination Act 1992 and Disability Standards for Education 2005 


	1 & 2. Training completed
	1 & 2 EO
	1 & 2. Dec 07


Harassment and victimisation
Aim
Brite Institute provides an environment free from harassment and victimisation of students or prospective students with a disability.

	Objective
	Current Practices
	Barriers
	Strategies to achieve objective
	Success Indicator
	Staff Responsible
	Timeline

	Policies, procedures and Code of Conduct prohibit harassment and victimisation of students on the basis of disability
	1. Brite Service VVRA has an Anti Bullying and Harassment Policy, Access and Equity Policy and EEO policy and Code of Conduct.
	1. Anti bullying and Harassment policy and Code of Conduct do not explicitly refer to harassment and bullying on the basis of disability.

	1. Reference to disability within Code of Conduct and Anti bullying and Harassment policy.
	1 Changes to policy documents are made 
1b. Staff to sign new ‘Code of Conduct’ 
	1.Special Projects Officer
1b. Special Projects Officer
	1. June 07
1bJune 07

	Complaints procedures are fair, transparent and accountable
	1. Current procedures based on the Disability Standards and AQTF Standards 
	n/a
	n/a
	1. Successful audits against Disability and AQTF Standards
	1. CEO and EO
	ongoing

	Students and staff are aware of their rights and responsibilities in maintaining an environment free from harassment and victimisation on the basis of disability
	1. Information in Student Handbook, Staff Code of Conduct and Staff Manual.
2. ACE Disability posters displayed at training site.
3. Staff induction includes sight and sign off of Access & Equity, Privacy, EO, and Anti bullying policies.
4. Complaints & Grievance policy displayed on site. 
	1. Code of Conduct does not refer explicitly to students or clients with a disability.
1b. Policies do not necessarily make reference to students with a disability.
	1. Alter Code of Conduct
1b. Review policies for inclusion of 
	1. All Brite Institute sign off on new Code of Conduct.
1b Review of policies undertaken and changes made.
	1. Special Projects Officer
1b EO/ Special Projects Officer


	1 Dec 07
1b Dec 07
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