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HCEC

Hawthorn Community 
  Education Centre
DISABILITY DISCRIMINATION ACT ACTION PLAN
(Revised August 2008)
1. Organisational Overview


Hawthorn Community Education Centre:  Community Connections through Education

Vision: To promote a positive view of ageing and disability and to enhance the well-being of older, disabled and socially isolated people through continuing education.

Mission:  To provide community education programs that meet the diverse needs of older, disabled and socially isolated people. The purpose of these programs is to maintain and further develop the skills and abilities that promote personal well-being and community connectedness.
Hawthorn Community Education Centre is a not-for-profit community organisation. It was 
incorporated in 1986 and offers a positive focus for community involvement for older people as 
learners or volunteers in education. As interests dictate, individual 
members are involved in 
hands-on projects and programs, the Committee of 
Management, working committees or as 
advisers whose opinion is sought on 
important issues.
A large network has been established with providers and self-help groups in both education and older persons’ affairs. At the Hawthorn Community Education Centre new projects in education have developed from identified needs and grown from the enthusiasm and talents of the local community. Since 1982, when the first program for older people started, it has been a focus for innovation in education for this growing section of the community. HCEC has been very forward thinking in its approach to market driven program provision to prepare for the increasing educational demands of the ageing population.
2. Action Plan Goal


To ensure that HCEC complies with the DDA Education Standards to promote access to 
education and training for students with disabilities, in accordance with the DDA (1992).

3. Premises and Location

As of February 2007, HCEP Inc commenced operating across two campuses.
A special relationship exists with Swinburne University of Technology, TAFE Division which provides rent free accommodation to HCEC for the use of older learners. In February 2007, Swinburne provided us with increased accommodation; an office, a meeting room and a dedicated computer laboratory/classroom. 
The accommodation is located on the 3rd Floor of the TD (TAFE) Building, and access to the rooms is via lift. A disabled toilet is provided. The use of university campus facilities increases awareness of the learning needs of older and disabled members of the community and promotes the rights to education for this target group.
In 2007 a new relationship was also established with City of Boroondara, Health and Aged Services. As part of the development of a community hub, Council has provided us with rent free office accommodation at the Peppercorn Centre, and use of the hall for program delivery. 
The Centre is situated at 584a Glenferrie Road, Hawthorn. Our proximity to the Hawthorn Library promotes sharing of resources and joint initiatives in meeting the learning needs of older and disabled members of the community.
The building is located at ground level. A disabled toilet is provided. All outdoor areas have ramps and railings. The centre also has easy access to public transport.

In addition to on-campus programs, programs are also held in other learning orientated environments including the Balwyn Library and the Ashburton Library. All venues have disability access.

4. Plan Development

The Disability Action Plan was developed by the ACFE Coordinator in conjunction with the Centre Coordinator to ensure operation requirements are in line and consistent with the Act. Consultations were held with all staff as well as client focus groups. The HCEC Committee of Management fully supports the development of this Disability Action Plan. The ACFE Coordinator will be responsible for its implementation.
Consultations were held with all staff and committee of management members.   Surveys were conducted and extensive discussions held with students in our focus groups, the majority of whom have some form of disability, in order to determine areas they wanted addressed in our plan.  The majority of concerns were related to physical barriers, a number which have already been resolved, some which will be relatively easily solved, and others that will be included in our plan to be addressed over the coming months.  The physical issues which cross over many of the Standards have been listed separately as appendix I.  Applications for grants from ACFE and other funding bodies may need to be successful in order to achieve all goals set.
Our change of premises since the inception of the plan have necessitated this updated version.
5. Communication of the Plan

· A staff member known as the Disability Review Officer (DRO) has been nominated to ensure the 
plan is implemented and reviewed.

· All staff have been consulted and made aware of the need for this plan.

· This action plan will form part of the induction process for all new staff.

· Client participation in the plan will be encouraged and feedback invited via focus groups.

6. Evaluation of the Plan

The plan will be reviewed annually by a small committee comprising the DRO, client representative and committee members or other people as applicable. The committee will ensure any required changes are implemented.

7. Applicable or Associated Policies & Documents
· Access, Equity and Cultural Diversity Policy

· Student Hand Book

· Strategic Business Plan

· Risk Management Policy

· Advocacy Policy & Guidelines

· Fees & Concession Policy

· Occupational Health & Safety Policy

· Privacy Policy

· Consumer Complaints Policy

· Code of Conduct Policy
HCEC will undertake to regularly update the above and endeavour to improve and enhance as and when the need arises.
8. Accountability

This action plan will be kept in the office and copies will be supplied on request. A copy will also be posted on the HCEC website.   This plan will be lodged with the Human Rights and Equal Opportunities Commission.
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Programs offered at

Hawthorn Community Education Centre.



           584a Glenferrie Rd (Peppercorn Centre) Hawthorn



TC 328 – Swinburne University of Technology John St Hawthorn

The Hawthorn Community Education Project Inc (HCEP) has an important aim to employ the considerable individual talents of the retired community in an effort to fulfil its learning needs. The Community Education Centre offers a positive focus for community involvement for older people as learners or volunteers in education. As interests dictate, individual members are involved in hands-on projects and programs, the Committee of Management, working committees or as advisers whose opinion is sought on important issues. 

The Learning for the Less Mobile (LLM) Program is an adult education program which provides mentally stimulating activities for isolated and housebound older people in an effort to improve their quality of life, maintain their independence, promote friendship networks and keep them involved in the community. The program consists of various discussion groups for older people and promotes learning new things and airing and sharing ideas with other people. This is an opportunity to meet and discuss a range of topics, nominated by the members, in a friendly atmosphere.  Groups meet in Hawthorn, Balwyn and Ashburton. To assist in attending, door-to-door transport is arranged by staff via the Council community bus service. In addition to the discussion groups, we also offer a Music/ The Arts Appreciation group where participants experience a range of musical styles and a Gentle Exercise to Music group.  

The Life Writing Correspondence Course (LWCC) (for people who are housebound but not thoughtbound) offers a broad range of topics designed to make it easy and fun to start to write. Writers are individually linked to an 'encourager', who, each month, reads the writer's work and offers carefully worded comments which may include hints on how to make the writing more effective. All participants contribute to the annual publication, Recollections, which is available from the Centre. The LWCC is the underpinning for Telelink Writing Classes. Telelink is the term used to describe the linking together of individuals via their home phone to form a group where up to 8 writers, tutor and facilitator can speak with each other for 45 minutes. The writing is usually autobiographically based and we encourage creativity by use of both memory and imagination. Topics vary and are concerned with aspects of writing. Past writing projects have included rural based older writers and youthful volunteers exploring the joys of autobiographical writing; Young children and older writers sharing their impressions of ageing, as the basis of a performance; and the stories of older people from diverse cultural backgrounds were presented as readings at the Victorian Immigration Museum. 

Our Multicultural Programs are especially designed for older people from culturally and linguistically diverse backgrounds who come together to share experiences, discuss topics of interest and extend community involvement.  The Time for Talking group encourages the exchange of ideas and sharing of knowledge with others of similar ages and interests in a relaxed, supportive environment.  English skills development is offered through the Speaking Better English classes for older people born overseas to improve their spoken English at their own pace with their peers.  (Interpreter available as required). A one-to-one volunteer support program is also available to meet individual needs.   

The Cooking Small, Eating Well (CSEW) Program is a practical program to assist older people to eat well. These cooking courses are demonstration based so that the older people are able to see nutritious, quick and easy meals being prepared. Handy preparation tips and nutrition notes are included.  Courses have been conducted for 

older consumers throughout the State.  Other series within the program include ‘Introduction to Microwave Cooking’, ‘Bachelor Survival’ designed for the Melbourne Probus Club has delivered nutrition and culinary sessions to older men, who are living alone or primary carers for frail partners and ‘CSEW – A Multicultural Focus’.

The Cooking Small Eating Well Training Program is a practical program for community workers to encourage their clients to eat well through a better understanding of nutrition, meal preparation and food management. The focus is on quick and easy small-scale meals and the program is demonstration based. The training workshops aim to resource community workers so they have the confidence to conduct sessions within their local community. Training workshops have been conducted since 1996 with over 300 community workers in metropolitan and rural Victoria. 

The Carer Intervention Program (Food and Nutrition) has been designed and conducted by HCEP as training for the Boroondara Aged Care Team, in recognition of the essential work of Home Carers. Course credits given by Swinburne have provided pathways to further study. A staff development program, During the past 12 months Caring for the Carer has been conducted with home carers from the City of Boroondara and City of Whitehorse.

The Changing Directions Program is an education-based, recreational program for adults with acquired brain injury. The program has a client-centred focus where individuals' interests, skills and abilities form the basis of planning for each program. It provides a transitional service to bridge the gap between hospitalisation and integrated community participation. Participants experience different recreational options of their choice, under the instruction of specialised tutors. They develop the necessary confidence, skills and motivation to participate effectively in mainstream community recreation programs.  

Adult Basic Literacy courses cater for people with mild intellectual disabilities to enhance everyday living through relevant themes in accessible community settings. 

We currently offer two courses in Literacy for Practical Purposes. These special interest literacy courses are specifically designed to meets the needs of adults in sheltered employment.

Computer Classes for Mature Aged Learners provide older people with an opportunity to increase their information technology skills with their peers. Class levels include beginners, intermediate and advanced.  These classes provide an opportunity for older people to become confident with computers and the internet enabling them to keep up-to-date with our technology information systems. Classes are conducted at Swinburne (TAFE).

The Wiser Driver Program is a four-week refresher course for older drivers, to promote road safety and open discussion on the major issues of continued driving. The input of older consumers has been a strength and HCEP has become an active player in the field. With Regional Road Safety Councils throughout Victoria being licensed to run the course, HCEP has conducted training programs for tutors, worked on several projects with VicRoads and liaised with Victoria Police, the Federal Office of Road Safety and the RACV. The course has also been run for local Meals on Wheels volunteers.

The Pilates Strength Training for Over 55’s program and Balance and Strength Training for Over 55’s are conducted by a qualified Fitness & Pilates Instructor. Seven classes are offered each week and all exercises are at your own pace and level of fitness. This program clearly demonstrates the need for programs that promote preventative health measures, giving people the opportunity to have more control over their health in later years.
THE PLAN
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.

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/Objectives
	Strategies to overcome the barriers/achieve objectives
	Timeframe
	Performance Indicators
	Responsible Person/s 
	Outcomes

	Ensure enrolment and course information, and Fees and Concessions Policy is accessible, inclusive and enables informed choice.

Ensure dedicated confidential space is available for interviews so student special needs are able to be discussed in privacy.
Ensure clients fully understand enrolment process and relevant policies.
Need for individual client management plans, and system to confidentially disseminate information.


	Review current brochures to ensure they are uncluttered & easy to read.  Consultation with members of our Committee of Management and clients with disabilities.
Provide enrolment information in a variety of accessible formats as requested, and typed in large font (18pt) sans serif whenever possible.  Consult with disability support network experts as needed.

Booking procedure for confidential space to be drawn up for use by Program Coordinators 
Encourage clients to be accompanied by scribe, translator or carer/responsible person where needed as set out in our Advocacy Policy.
Updated Student Handbook.
Design Induction Handbook for HACC participants.

Draw up Management Plan for clients with special needs (eg allergies, medical needs and strategies for staff to deal with needs) with student/carer consultation at induction. Confidentiality/disclosure policies clearly explained to client.

Set up guidelines for information sharing between staff members.  
	End 2007 

On going, on an as-needs basis

June 2008
Upon induction, when needed as requested by student or interviewer.

Jan 2008 then annually
Mid 2008

Existing clients by mid 2008,

New clients as a matter of course.
Mid 2008
	Tested and evaluated by clients 
Booking system in place
Management Plan file in place.


	Centre Coordinator &
Program Coordinators

Centre Coordinator

ACFE, HACC & Program Coordinators
HACC Coordinator and HACC Program coordinators
	All program brochures updated following consultation.  High quality colour publications produced on newly photocopier.
All program coordinators given readability and large print guidelines April 2008
Change of premises during 2007 now provides us with separate meeting room where interviews on a confidential nature can be conducted. 
Updated 2008 Student Handbook outlines policies and enrolment process.  Tutors dedicate first session of each course to explain and discuss information.  One-on-one explanatory sessions arranged on request.
Briefing session held to discuss management plans with all program coordinators April 2008. Templates for Asthma, Diabetes & Epilepsy plans in Management file. 
Monthly staff meetings provide opportunity for confidential information sharing to take place.


Participation

Aims:   

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

· Learning activities are negotiated, agreed on and implemented;

· Reasonable alternative learning activities are offered where necessary;

Outcome 2: 
Our students with disabilities are able to participate in the learning experiences, including the assessment and certification requirements of a course or program and any relevant supplementary learning activity, on the same basis as a student without a disability, and without experiencing discrimination.
	Barriers/Objectives
	Strategies to overcome the barriers/achieve objectives
	Timeframe
	Performance Indicators
	Responsible Person/s 
	Outcomes

	Document and promote inclusive teaching strategies for staff

Ensure classroom configurations and environment allows for optimum learning experience. 

Optimise class/group sizes 

Meet needs of all clients when on excursions
	Training sessions conducted for staff by request.  Program coordinators directed to read “In My Shoes Kit” produced by ACFE & OTTE
Review furniture/seating configurations to take into account individual special needs.  Consult with tutors, students, relevant organisations for advice on appropriate furniture for flexible rearrangement to cater for different student groups/needs.
Negotiate with Swinburne Maintenance so classroom environment is conducive to all learners eg Air conditioning, removal of unwanted furniture
Allow adequate space within classroom for students, volunteers, tutors, carers/responsible persons to ensure OH & S requirements are met.

Regulate enrolments for enhanced learning opportunities for all students.  Set class size thresholds, set up waiting lists.

Negotiate with students/carers in the planning stage to ensure needs are met with regards to easy accessibility to venue/seating/toilets and that destination is appropriate and will not cause undue hardship. 

	On going

End 2006

On going

On going

As needed
As need arises
	Staff attend training sessions, and incorporate inclusive teaching strategies.

Student satisfaction surveys & Feedback forms
Tutor feedback at staff meetings.
Review classroom seating effectiveness regularly by discussion between all class members.

Student satisfaction surveys/Program evaluation summaries
	Course coordinators 
ACFE Program Coordinators
	Strategies included as part of staff training sessions each term, where staff are given access to all relevant PD.
Positive responses to Student satisfaction and feedback forms.
Ongoing reassessment and consultation with students
Feedback from students indicate general  satisfaction with classroom configurations

Excursions held during 2007 required extensive planning taking all factors into account – Participant completed program evaluations show objectives met to client satisfaction.


Curriculum Development, Accreditation and Delivery

Aims:   

· Curriculum, teaching materials and the assessment and certification requirements are appropriate and accessible.

· Course delivery modes and learning activities take account of the learning capacities and needs of the student and meet intended educational outcomes.

· Study materials are made available in a format that is appropriate for the student and conversion of learning materials into alternative accessible formats is done in a timely manner.

Outcome 3: Our students with disabilities are able to participate in the learning experiences, including the assessment and certification requirements of a course or program and any relevant supplementary learning activity, on the same basis as a student without a disability, and without experiencing discrimination.

	Barriers/Objectives
	Strategies to overcome the barriers/achieve objectives
	Timeframe
	Performance Indicators
	Responsible Person/s 
	Outcomes

	Teaching materials only provided in written format

Default settings on screens in computer classrooms & computer keyboards not suitable for sight impaired.   Students with limited hand mobility difficulty in using standard mice.
Provide flexible curriculum
	Ensure teaching materials are made available in alternative written or audio formats as required.  Ensure appropriate font size and sans serif

Classroom activities adapted to cater for individual physical needs.

Ensure computer desktop fonts are enlarged prior to commencement of each computer lesson.

Provide “back up” glasses for students
Purchase adaptable technology for disabled students.  Obtain advice from Yoralla?? on adaptive equipment and software to assist students.

Provide students with the opportunity to participate in the decision-making process through students surveys, evaluation & feedback forms.  Modify program where needed to provide a flexible alternative curriculum, customised to accommodate changing needs of individual clients and client groups.

 
	Ongoing
Already in place and on-going

On going

April 2008
Semester by semester basis.
	Student Surveys & Feedback forms
Student Surveys & Feedback forms
Matched to AQTF Standard 2.1
	Course Coordinators

Class room tutors
ACFE coordinator
	Students have made individual needs requests which are being addressed.  2008 Commonwealth Equipment funding used to purchase Digital Notetaker, class sets of headphones, learning materials in large print format,  DVD’s & IT language software.
Students instructed in method of altering desktop settings to meet individual needs. Tutor and volunteers assist students with modifications on a weekly basis.
3 sets of magnifier spectacles (various strengths) purchased for emergency classroom use.
Extra funding attained to purchase large key keboards and trackball mice.  Students instructed in downloading & use of adaptive software eg. magnifying tools, voice recognition software.

Students survey requests collated by tutor/facilitators.  Curriculum design a direct reflection of participants/student requests and specific learning needs.



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 without a disability, and to access specialised support services where necessary.
	Barriers/Objectives
	Strategies to overcome the barriers/achieve objectives
	Timeframe
	Performance Indicators
	Responsible Person/s 
	Outcomes

	Increase awareness by staff and students of support services able to be accessed.

To ensure staff & students are familiar with websites and services offered by the ACE DisAbility Network
	Create register of services and support available to students with disabilities in our community.  

Compile library of relevant materials, eg Disability discrimination booklets, and prepare listing of specialised services contact details.
Ensure students are aware of material library at enrolment, and services listing provided in Student Induction Handbook. 
Provide regular in-house training to ensure staff is made aware of supports available & appropriate referral procedures. 
	Commenced Mid 2006 & ongoing

Compilation commenced Feb 2008 and ongoing

On going
	Document indicating support services readily available for all staff, volunteer & clients to reference.

Collection of materials for student/staff to access

Written referral procedures already in place.
	Health Promotions Officer and Disability Education Officer to source information. 
Course coordinators to pass on information to students.   
	Disability Services/Resources Register and Disability Publications Registers set up & regularly updated
Classroom sets of pamphlets sourced and made available to students on regular basis.

Students made aware of DDAP at induction.  Continuous on-going notification of available services.


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.

· Complaints 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.

	Barriers/Objectives 
	Strategies to overcome the barriers/achieve objectives
	Timeframe
	Performance Indicators
	Responsible Person/s 
	Outcomes

	To ensure Staff and students are aware of their obligations under the DDA and  of the rights and responsibilities of people with a disability.


	Staff is made aware of DDA, Education Standards, Privacy Act as outlined in staff induction booklet.

Conduct regular in-house professional development sessions to ensure staff are familiar with the relevant Acts & Standards.

Student Induction Handbook makes reference to Confidentiality Agreements, Privacy Policy, appropriate conduct.  Special measures and adjustments made by HCEC to ensure compliance with education standards will be noted in Student Handbook.
Code of Conduct, Gossip culture, patronising behaviour, language & body language, Rights & Responsibilities will be discussed at the commencement of each course, or as deemed appropriate.

Update complaints procedures and publicise widely within organisation
Review confidentiality policy with regards to dissemination of confidential information
	End 2007
End 2007
Commencement of each new course as part of student induction process.
End 2007

End 2008
	Modified staff, student & volunteer induction booklets.

Revised Student Handbook in place.

	Disability Review Officer

	Booklets updated early 2008
Update and familiarisation held on 29th April 2008
Code of Conduct Policy developed May 2007
Booklet inclusive of all points.

Consumer Complaints Policy Updated May 2007



	Physical Barriers
	Action Required
	Time Frame

	Disabled parking permits needed for volunteers/staff transporting clients
	Application made to City of Boroondara.
	3 Organisational Permits issued October 2007

	Electrical cords in classroom pose potential tripping hazard
	9 metres of reusable Velcro backed safety taped purchased for use in all classroom venues
	Purchased June 2006.  All new staff advised of required taping process on induction.

	Limited disability parking spaces close to our premises
	Request designated parking spaces for our organisation in close proximity to our centre from City of Boroondara
	Negotiations have been ongoing since February 2007

	No formal and agreed emergency evacuation procedures in place at Peppercorn Centre 
	Requests made to City of Boroondara for procedures to be put in place for all tenants of Peppercorn Centre.  Regular emergency evacuation drill required.   
	May 2008, procedures being drawn up by HCEC and City of Boroondara.

	Greater number of chairs with arms and softer seats needed at Balwyn venue
	Purchase of seat cushions.  Request that Balwyn Library consider purchasing more seats with arms.
	Upon successful request to Balwyn Library Manager to store seat cushions.

	Inadequate signage/advertising of programs offered.
	Advertise with greater visual impact.   Expand advertising network to include local newspapers of neighbouring suburbs.  Advertise on local Council managed community information boards.  Information brochures for distribution in doctors surgeries, chemists, health centres, churches etc.
	High quality colour brochures produced. Brochure drop at doctor’s surgeries, advertising in local newspapers commenced. 
Marketing subcommittee formed Feb 2008.  
Production of audio visual presentation commenced April  2008.

	Limited access to excursions and outings
	Investigate greater collaboration between neighbouring community centres to encourage sharing of resources such as mini buses
	Greater utilisation of Boroondara Community Transport during 2007 for group outings within the City of Boroondara.

	Constraints on City of Boroondara Community Bus to increase number of clients able to be picked up to attend our sessions
	Discussion with Community Bus regarding greater 

flexibility.  

Investigate the options of recruiting volunteer drivers to assist with transportation needs
	Ongoing discussion on regular basis.  Feb 2008 – still an unresolved issue.
Discussions already underway with local volunteer networks.

	Access difficulties faced by disabled members Committee of Management to attend meetings.
	Assist with private transport or provide taxi vouchers as needed
	As needed.  Funding sought and provided by Foundation Boroondara to assist with transport costs for disabled members to attend 2007 Book Launch.

	Members of COM and participants with vision impairment having difficulty reading printed materials. 
	Provide information in audio format where possible
	Purchase of Digital Notetaker early 2008, Staff members to begin recording Monthly reports in audio format. Tutors to record lessons on as needs basis.
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