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Our Organisation
Narre Community Learning Centre Inc (NCLC) is an ACE provider of learning/educational opportunities for the community in Melbourne’s South East corridor. The majority of NCLC’s programs are conducted in a building leased from the City of Casey, which was renovated in 2002. These renovations increased room availability for our community, with the upper floor gaining lift and stair access.
As an ACE provider NCLC receives a range of funding to support some of the programs conducted both at the Centres Head Office, as well as alternative sites. 
NCLC also conducts a range of fee for service programs for our community members, ACE providers, local businesses, schools, etc…

NCLC employs a range of full time, part time, sessional, contractual staff and encourages the assistance of volunteers to provide opportunities to access our services. The Centre’s business is governed by a Board of Management comprised of people who live or work locally.

Together, management, staff, volunteers and board members work to identify ways in which all in our community can access our services, including identified groups who may be considered to be disadvantaged in our community.

NCLC currently conducts or has conducted, and rents rooms to provide a variety of programs specially designed to suit disabled learners such as craft, hobby, literacy, vocational education and computer based training.

Aims

Vision:  - 
Developing community through support and learning
Mission: - 
To be a community based organisation that is innovative and diverse in its courses, programs and activities. 
Goals: 
Activities
Offer people the opportunity to learn and experience new skills, facts and emotions
Environment
Committed to creating an environment that is friendly and safe

Diversity
Strive for all services to be flexible, innovative and accessible
Resources
Manage and develop our resources to ensure a continuing future

Though the Centre’s vision, mission and goals do not specifically state disabilities they do include that the programs and activities are innovative, diverse and accessible. When considered with the organisations ‘Access, Equity, Integration and Cultural Diversity’ policy, for all in our community, this would include learners with disabilities. 
Policies and Programs

NCLC does not currently employ a person or have on the Board of Management a person with specific disability qualifications or knowledge.
· Some staff members have completed units of competence/modules in formal studies that in part reflect their needs to ensure services are provided inclusively in a supportive environment. 
· Some staff, board members and volunteers have completed informal training in areas such as working with disadvantaged clients, disability clients, and ensuring NCLC’s learning environments are inclusive. 
· Some managers have completed units based on the provision of support services for clients in youth and children’s services specific areas of community services. 
In mid 2006 NCLC has commenced training for a range of staff and tutors in the Certificate IV in Training and Assessment which includes the following 2 units

1. TAAENV402A – Foster and promote an inclusive learning culture
a. This unit specifies the competency required to foster and promote an environment which supports inclusive work practices and learning culture.

2. TAADES401A – Use training packages to meet client needs 
a. This unit specifies the competency required to use Training Packages and accredited courses as a tool to support industry, organisation or individual competency development needs.

 NCLC does have ongoing relationships with a range of disability specific organisations, in provision of services for their client groups. These organisations at times are consulted with specific queries relating to students with disabilities.
Policies

NCLC has a comprehensive range of policies to support the services it delivers to the community. The following is indicative of the policies or other documents that support the Centre being inclusive:
· NCLC’s ‘Access, Equity, Integration and Cultural Diversity’ policy was amended in November 2005 to remove specific disadvantaged group list. Enabling the policy to be inclusive of all groups in our community, and not limit the policy to selected groups. 

· NCLC has in its Code of Practice a subheading of Workplace Ethics to stipulate the key personal characteristics that should be exhibited by all NCLC representatives including – Respect: treat others with dignity, courtesy, tolerance, acceptance, and respect their privacy. 

· NCLC has a harassment and bullying policy, that clearly states that any forms of harassment or bullying from any person at NCLC can result in disciplinary action including dismissal or expulsion

· NCLC’s Constitution states that as one of the Responsibilities of the Board: 8.2 – Respond to community requirements to enable NCLC to meet their needs effectively

· Induction and professional development policy reflects that NCLC annually reviews employees and as part of this performance review it is stated that mutually agreed development needs are identified and addressed to meet individual and NCLC requirements. The review also requires that a commitment is obtained from staff/volunteers to undertake professional development as agreed within timelines.

Outcomes and Performance Indicators

As part of the review process the CEO and Area Managers are required to identify where they have met performance indicators, targets, goals and the outcomes achieved during a one year period. These KPI’s reflect the requirements of funding bodies, including the State Government and the needs of the wider community generally.
Monitoring and Reporting Requirements

Monitoring and issues reporting is undertaken as a management function and is associated with OH&S , as formal structures and representation from every area of the organisation exists. 

Minutes are maintained and issues must be addressed and reported to subsequent meetings.

Disability Issues is a separately stated agenda item. 
Communication Strategy

NCLC’s vision, mission and goals set out the parameters the Centre aims to meet to ensure the Centre is and remains to be a supportive learning environment for the community. To enable this a range of tools such as evaluation, community feedback in person/over the phone/or internet based are available.
NCLC endeavours to produce Newsletters for both staff and the community throughout the year to communicate any issues, concerns, events, new information that arises during the year

NCLC holds a range of regular meetings through out the calendar year including staff, board, management and OH&S meetings. Departmental meetings are held with the discretion of the area manager. Volunteers are invited to these where appropriate and are supported by monthly morning tea sessions, where information can be passed on to them. 
Enrolment

‘’The education provider must take reasonable steps to ensure that the prospective student is able to seek admission to, or apply for enrolment in, the institution on the same bases as a prospective student without a disability, and without experiencing difficulty.’’
Aims

NCLC will review its enrolment processes and forms with the intention of supporting all students in the enrolment process. 

NCLC will endeavour to ensure that alternatives are available for students with disabilities, such as language choices, interpreters and staff consultation where practical and within reasonable expense to the organisation and to the individual. 

Outcome

Better alternatives to the current enrolment processes available to prospective students, and a wider knowledge of these by staff/volunteers involved in the enrolment process
Barriers can include: Physical Environment, Communication, Attitudinal, Confidentiality
	Barriers
	Strategies to overcome or remove barriers
	Timeframe
	Performance indicators
	Resources needed
	Responsible Person/s

	Language and information used by funding bodies on enrolment forms required by AVETMISS compliant program needs
	To have supportive staff available to assist with the complexity of information required 
	July to December 2006
	Contact Details of organisation and personnel at localised disability support services available through reception

Contact Details available through administration
	Links to organisations that may be able to provide over the phone translation services, support to those needing Auslan interpreters. 
Links with the ACE disability Network
	Administration Manager

	Understanding of the educational requirements and pre-requisites of programs conducted at NCLC
	To provide a communication with managers in relation to how/what programs can be modified to suit individuals, so that when enquiring students can be given correct information for enrolment
	July 2006-June 2007
	Area managers to identify program requisites more clearly for administration staff, or those accepting enrolments throughout the organisation
	Time allocations for this
	Wayne Hewitt &
Area Managers

Business Services

Programs

Youth

Literacy

	Understanding of the manner in which to assist a person with a disability
	Stage 1 – Starting point of In My Shoes interactive DVD introduction at September Staff Professional development day
	September
2006
	Participation in activity at Professional Development
	In My Shoes Book and DVD 

Print Out of part of the Administration Area -  In My Shoes 
	Karen Holmes

	
	Starting point to have all administration staff complete the relevant section of the In My shoes DVD to gain an understanding of what is required of them.
	December 2006
	Print out of Certificate for each individual who completes the DVD requirements 
	In My Shoes Book and DVD 

Minimal cost for Certificate Production
	Karen Holmes/ Wayne Hewitt

	Disclosure of disabilities at the time of enrolment is not always made by the participant and may be disclosed at a later date.
	By creating a centralised support list of organisations and personnel from other agencies in the localised area, when the disability is disclosed the support requirements can be initiated
	October 2006 – ongoing
	
	
	Administration
Wayne Hewitt


Participation

“The education provider must take reasonable steps to ensure that the student is able to participate in the courses or programs provided by the educational institution and use the facilities and services provided by it, on the same basis as a student without a disability and without experiencing discrimation”.
Aims

NCLC will endeavour to ensure that as many programs as is reasonable are accessible to participants with disabilities. 
NCLC will provide awareness training and inclusivity practices for trainers/managers across a range of program areas.
Outcome

Employees across NCLC will have gained an insight to the needs of participants with disabilities, and be able to access and resource a variety of supports as required to meet the needs of the participants.
	Barriers
	Strategies to overcome or remove barriers
	Timeframe
	Performance indicators
	Resources needed
	Responsible Person/s

	Equipment such as tables, trestles and study areas
	Analysis of current equipment to identify areas that could be modified/adapted and/or replaced where reasonable.
	October 2006 to March 2007
	Listing of equipment that currently is flexible for participant use.

Identification of additional furnishing requirements

	Staff time,
Funding for new purchases if required
	Wayne Hewitt/ Steve Every/ OHS Working Group

	Entrance to the building after hours is limited to a doorbell at the stair access only of the building
	Research costs, source funding to install a second doorbell for the doors situated near the ramped entrance to the building
	December 2006 to March 2007
	Installation of doorbell
	Funding for purchase of doorbell, funding for installation costs
	Wayne Hewitt/ OHS Working Group

	Understanding of disability needs, expectations and terms such as reasonable.

	Employee and volunteer training to assist with enrolment and during a participant’s engagement at the centre. 

Staff support to understand access to the Centre’s training rooms and modifications that can be made.


	September 2006 and ongoing
	Initial training commence at September Professional Development for Staff
Ongoing training for all areas of NCLC
	In My Shoes Book and CD’s
Purchase of Managing Challenging Behaviour DVD
	Wayne Hewitt
Area Managers

	Understanding of the manner in which to assist a person with a disability
	Stage 1 – Starting point of In My Shoes interactive DVD introduction at September Staff Professional development day
	September

2006
	Participation in activity at Professional Development
	Print Out of part of the Administration Area -  In My Shoes Book and DVD
	Karen Holmes

	
	Starting point to have all managers of program areas, and relevant teaching staff in each area complete the relevant section of the In My shoes DVD to gain an understanding of what is required of them in their roles to support participation.
	October 2006 -  Ongoing 

(due to continual employment of sessional trainers)
	Print out of Certificate for each individual who completes the DVD requirements 
	In My Shoes Book and DVD

Minimal cost for Certificate Production
	Karen Holmes/ Wayne Hewitt

	
	
	
	
	
	


Curriculum Development, Accreditation and Delivery
Learning outcomes cannot be changed BUT Curriculum content can be customised by?
- Adding learning outcomes


- Changing or adding content


- Specifying additional resources

- Adapting or adding assessment criteria



- Drawing in additional electives

Aims

NCLC will commit to ensuring that effective links are made with information supplied by students with learning needs to be more accessible to those who will be providing learning to students.
Outcome

Information supplied by students with learning needs is more identifiable by managers and training staff.
Students enrolling in NCLC programs will be able to disclose learning needs and this will initiate discussions with the area specific personnel to coordinate delivery/assessment of appropriate programs for the student, including resources required where applicable.
	Barriers
	Strategies to overcome or remove barriers
	Timeframe
	Performance indicators
	Resources needed
	Responsible Person/s

	Gaining knowledge of learning needs for specific disabilities.

	Encourage all clients to state on enrolment documents if they need additional assistance for any reason.

	September 2006 - Ongoing
	Changes to current enrolment form
	Nil.
	All Staff

	
	Consulting enrolment software company to flag on attendance reports student with specific learning needs 
	October to December 2006
	Consultation outcome noted with software developer
	Modification to enrolment program
	Wayne Hewitt
Wendy Peck

	Understanding of  specific needs of students in relation to disability


	Establish open and honest communication with clients who have specified a specific learning need, to determine requirements and planning of studies.
	October 2006 – ongoing
	Student file notes
Listing of Resources available
	Resources to be sourced where applicable through partnership arrangements with ACE Disability network 
	Area Managers
Area Tutors

Administration


Student Support Services
“EG: Specialised services for the student through collaborative arrangements with specialised service providers; and any necessary specialised equipment to support the student in participating in the course or program”
Aims

To provide the option for support services for students; internally, externally, or a combination of both

To have access to service provision options of other relevant agencies for consideration by students

To consult with students about their needs of additional service provision to enable program participation  
Outcome

To have more program options for students with specialised needs for additional services. 
Employees across NCLC will have gained an insight to the needs of participants with disabilities, and be able to access and resource a variety of supports as required to meet the needs of the participants.

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

	Lack of known support service providers

	Compile a listing of support service providers locally for clients
	Oct 2006 – Ongoing
	Resource folder of support service providers locally
	Time and folder
Funding options if required
	Administration
Area Managers

Area Tutors



	
	Identify with students current provision of support services. 

Identify if these services could contribute positively to the students learning options at NCLC
	Oct 2006 -Ongoing
	Increased contacts for resource folder
	Time and information
Funding opportunities if required
	Administration

Area Managers

Area Tutors




Harassment and Victimisation
“includes; an action taken in relations to the person’s disability or associated person with a disability that is reasonable likely, in all the circumstances, to humiliate, offend, intimidate or distress the person or their associate” 
Aims

NCLC aims to provide all of its services to all community members without discrimination of any kind at all times. NCLC endeavours to ensure that all it’s representatives are aware of this through induction and ongoing training.

Outcome

Students regardless of the program or activity they enrol in at NCLC are able to do this without harassment or victimisation of any kind.
	Barriers
	Strategies to overcome or remove barriers
	Timeframe
	Performance indicators
	Resources needed
	Responsible Person/s

	Awareness

	Provision of ongoing training for all NCLC representatives
· In My Shoes – package

· Managing Challenging Behaviour DVD

· External Training


	Ongoing
Within 1 calendar month of commencement
	All representatives to have a printed Certificate of Participation
 From In My Shoes
	Time and information
	Wayne Hewitt
Area managers
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