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Disability Action Plan - 2006
A.
Portland WorkSkills – The Organisation

1. Organisational Statement
Portland WorkSkills is a community based organisation, governed by a voluntary committee of management, delivering an array of training and employment related services. Portland WorkSkills is a Registered Training Organisation (RTO) and currently is an Adult & Community Education (ACE) provider, delivers training through the Apprenticeship and Traineeship Training Program (ATTP), delivers Job Search Training (JST) and has a Green Corps project and several Work for the Dole projects where training (accredited and/or non-accredited) is an integral part of the program/s. Portland WorkSkills also delivers training through other state and federal government initiatives and on a fee for service basis. 

2. Programs and Services

2.1 
Registered Training Organisation / ACE / ATTP
As at 1 January 2006, Portland WorkSkills had more than 1500 clients on the student database – clients who have participated in training and/or expressed their interest in undertaking training at WorkSkills. Each year Portland WorkSkills delivers training to approximately 300 clients.  Most of the clients undertake training through the Adult & Community Education program with the remainder being through the Apprenticeship & Traineeship Training Program or Fee for Service training activities. Portland WorkSkills also has up to 12 tutors working within the training arm.

2.2
Green Corps

Portland WorkSkills is a delivery agency for Green Corps, providing 6 months employment for 10 youths (17 – 21 years) and one team leader in environmental and cultural works. As part of the Green Corps program is training in Conservation and Land Management, the participant statistics are included in the general training statistics.

2.3
Work for the Dole

At any given time, WorkSkills may have about 14 WFD projects operating with more than 100 participants. Approximately half the participants are participating in WorkSkills sponsored projects and the other half are with externally sponsored projects. The Community Work Coordinator role involves processing hundreds of eligible clients.
Where WFD participants have undertaken some training through Portland WorkSkills, their details have been recorded through the training database (Vettrak) and they are included in the training statistics.

2.4
Job Search Training

Portland WorkSkills delivers Jobsearch Training on behalf of Westvic Workforce. Participants are referred to WorkSkills and they participate in classroom and 1:1 training until they have satisfactorily completed a Refresher (30 hours) or Full (100hrs) program. Since July 2005, approximately 50 people have passed through the JST program.

Job Search Training participants are not listed on the training database (Vettrak) so information on disabilities of the participants is not available, unless they have enrolled in other training. People undertaking JST may however, have barriers to employment.

3.
WorkSkills Disability Demographics 
Current information from the training database (Vettrak) indicates that approximately one third of enrolments in 2005 were for clients with disabilities. This represents a significant proportion of the client population. Information about people with disabilities who use/access Portland WorkSkills services is collected via enrolment/registration forms. Clients are asked to provide information as to whether they identify as having a “disability, impairment or long-term condition” and a broad description of their disability (eg. vision, physical, mental.). 
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Figure 1.5 shows the total number of clients enrolled in 2005 (316) and the number of clients identified as having a disability by category.

4.
Policies & Procedures

4.1 
The Disability Action Plan is one of an array of policies, plans and procedures to achieve access, fairness and quality service delivery.

4.2
Other WorkSkills’ policies include:
· Access and Equity Policy

· Assessment Policy

· Code of Practice

· Complaints and Appeals Policy

· Continuous Improvement Policy

· Fees & Charges Policy

· Managing Clients Under the Influence (drugs/alcohol/anger etc) Policy

· Managing Diversity Policy

· Occupational Health & Safety Policy

· Privacy Policy

· Risk Management

· Volunteer Policy 

· Welfare Policy

The Policy Documents are supported by other documents including plans and procedures such as Risk Management Strategy, Financial Management, Procedural Manuals etc.
B.
The legislative and philosophical background to the Disability 

Action Plan

1. 
The Act
The Commonwealth Act - Disability Discrimination Act (1992) aims to:

1. eliminate, as far as possible, discrimination against persons on the ground of disability in the areas of:

(i) work, accommodation, education, access to premises, clubs and sport;

(ii) provision of goods, facilities, services and land;

(iii) existing laws, and

(iv) the administration of Commonwealth laws and programs
2. ensure, as far as practicable, that persons with disabilities have the same rights to equality before the law as the rest of the community; and

3. promote recognition and acceptance within the community of the principle that persons with disabilities have the same fundamental rights as the rest of the community.

2. 
Some dimensions of the Act and associated legislation from 
 
The Law Handbook 2006 

· ‘It is unlawful for providers of education services to discriminate against a person with a disability.’ ‘Educators must offer a person with a disability the same educational opportunities as everyone else. This means that a person with a disability who meets the necessary entry requirements of a school or college should have just as much chance to study there as anyone else.’ 

· ‘Education providers can lawfully discriminate against a student with a disability where necessary facilities cannot reasonably be provided.’ 

· ‘It is unlawful for public places to be inaccessible to people with a disability….This means being accessible at the entrance and inside buildings including facilities in these places (for example, wheelchair-accessible toilets, lift buttons within reach, tactile and audible lift signals for people with vision impairments) and seating arrangements that are not second rate or segregated.’ 

3.
What is “disability”?

‘Disability is commonly understood as the functional consequence of an impairment in the body or human functioning. It may be visible or not.’ (The Law Handbook 2006)

Disability refers to a broad range of conditions including:

· Physical Disability (wheelchair users, chronic fatigue, paralysis, underdeveloped skeletal structure, dysfunctional joints, amputations, stroke etc.)

· Psychiatric Disability (eg. depression, anxiety disorders, schizophrenia)

· Intellectual Disability. This refers to people who have both significant sub-average general intellectual functioning and significant deficits in adaptive behaviour which manifested before the age of 18.

· Complex Needs. This term may be applied to people who have a mental disorder, an intellectual impairment, exhibited violent or aggressive behaviour, an acquired brain injury or an alcohol or drug dependence.

C. 
Aims of the WorkSkills Disability Action Plan

1. To complement existing policies and procedures eg. Complaints Handling, Risk Management, Continuous Improvement

2. To provide strategies to identify any practices within Portland WorkSkills which are discriminatory

3. To utilise information to devise/upgrade policies and procedures to address any discriminatory practices and achieve the objectives of the Disability Discrimination Act

4. To determine goals and targets for the implementation and success of the DAP 

5. To evaluate policies and programs to determine the success of the DAP

6. To allocate responsibility to a nominated person/s within Portland WorkSkills to ensure that the DAP is communicated to all staff, students, participants and clients and is implemented throughout all programs.

D.
Organisational Disability Access Assessment
1.
Portland WorkSkills has an array of policies, procedures and practices in place to 

effectively manage access and equity including specific strategies to manage access 

for people with disabilities. These strategies include:
· Access and Equity Policy

· Managing Diversity Policy

· Disability Action Plan
· Risk Management Policy

· Physical inspections of WorkSkills’ premises, equipment and assets – for monthly reports, special occasions etc.
· Monthly reports from all program coordinators and staff to Training & Employment Services Coordinator before compilation report to Executive Officer
· Maintenance of an Infrastructure Defects Book – all staff are encouraged and expected to document any problems/defects identified on a day-to-day basis. The Administration Officer ensures that all problems/defects are rectified in a timely manner.

· Periodic reviews as part of our Risk Management.

2. The Disability Action Plan has been developed by the Training & Employment 

Services Coordinator and the Executive Officer in consultation with staff and tutors and other selected specialists.  The Board of Management endorsed the Disability Action Plan.
Other groups and service providers have been, or will be, consulted on specific issues including:
· The Body Corporate and Glenelg Shire for changes to access to premises in Pioneer Plaza
· Kyeema (a disability services provider) for communicating with client groups and addressing specific needs

· ASPIRE (a support service for people with psychiatrics disabilities) for timetabling classes so they don’t clash with other services and for specific support on issues such as managing a behaviour

3. The most recent round of assessments has identified the real or perceived barriers which are outlined and addressed in the Disability Action Plan.  The assessment also identified many positive features in WorkSkills’ premises, equipment, facilities, policies and procedures. The results of what WorkSkills has in place is identified in Attachment A.

4. Portland WorkSkills maintains records of all incidents and accidents in a confidential register. 
6/9 (66.6%) recorded incidents/accidents refer to clients with disabilities. Information on incidents/accidents is used to identify possible causes, review contributing factors and implement strategies to avoid or minimize the risk of recurrence.

E.
Communicating the Disability Action Plan

1. The Disability Action Plan will be communicated to staff via induction, staff information manuals, staff training days and the Portland WorkSkills website. Other informal opportunities to reinforce the DAP and other policies will be utilised as they arise.
2. The Disability Action Plan will be communicated to students, participants and clients via student information booklets, induction/information sessions highlighting key policies and the Portland WorkSkills website.

3. Focus will be maintained on ensuring that policies, practices and programs are non-discriminatory and inclusive.
F.
Monitoring, Reviewing, Reporting & the Disability Action Plan
The Disability Action Plan is reviewed every six months in conjunction with other processes eg. 

· Risk Management reviews 

· Internal audit processes – AQTF/ACE/ATTP

· Updating of Staff and Student Manuals each year

· Compilation/review of Satisfaction Surveys. Clients are routinely surveyed at the end of each term/course. (There have not been any problems associated with disabilities to date.)

· Compilation/review of tutor/staff reports.  

· Consideration of informal staff and client feedback. WorkSkills is able to respond quickly and appropriately to any specific issues and/or requests
PORTLAND WORKSKILLS DISABILITY ACTION PLAN

A.
Enrolment/Registration and Course/Program Delivery

Aims

· Course information and enrolment/registration processes address the needs of clients with disabilities

· Forms are provided in a range of formats and can be completed without undue difficulty

· Course material is available in a range of formats or can be converted into an accessible format in a timely manner
· Delivery strategies are flexible to cater to the needs of all clients including those with disabilities

Desired Outcomes

Prospective clients are able to:

· make informed learning/participation choices 
· enrol in a course or program 
· participate in learning or an activity on the same basis as prospective clients without disabilities and are provided with the necessary reasonable adjustments to do so.

	Barriers


	Consultation
	Strategies to overcome barriers
	Key Performance Indicators
	Timeframe
	Resources Needed
	Responsibility

	1. Enrolment/registration forms are provided in written format only
	TESC

EO

Tutors

Staff

Program Coordinators
	· Administration Officer or program coordinators to be sensitive to needs of clients (LLN barriers, intellectual disability and/or vision impaired) and assist in completion of forms as required
· For vision impaired clients, forms may be printed/photocopied in a larger format as required
	Forms to be tested and evaluated by at least two experienced people
	End 2006
	
	TESC

Admin Officer

Program Coordinators


A.
Enrolment and Course Delivery (continued)
	Barriers


	Consultation
	Strategies to overcome barriers
	Key Performance Indicators
	Timeframe
	Resources Needed
	Responsibility

	2. Course brochure printed in one format only
	TESC
EO

Admin Officer
	· Print some course brochures in an A3 format and make available to prospective students as needed
	Large format brochure available 
	Each term
	
	TESC
Admin Officer

	3. Course notes/content is provided orally and backed up by notes in written format only
	Vision Australia
Royal Society for the Blind

Staff with specialist skills
	· Consult with community experts (eg. Vision Australia) to explore options for Braille, electronic or audio formats if need arises

· Provide staff training to ensure that staff are mindful of individual needs of students especially those with disabilities

· Provide staff training/networking opportunities in diverse delivery strategies
	Course notes available in alternative format in timely manner as needed
Staff attend training and incorporate inclusive teaching strategies
	End 2006
End 2006
	Grants/funding for equipment and human resources to develop resources 
Financial resources to conduct Professional Devt.
	TESC
EO


B.
Participation in Training or Employment Programs
Aims

· Course and program activities are, where practicable, sufficiently flexible for all clients to participate
· Course delivery modes and learning / work activities are negotiated, agreed on and implemented

· Reasonable alternative activities are offered where appropriate
· Staff are aware of specialized support services

· Access to specialized services is facilitated through collaborative arrangements eg. drug and alcohol counseling, anger management, Disability Employment Services

Desired Outcomes

Our clients with disabilities are able to:

· Participate in learning experiences, including assessment and certification requirements, on the same basis as a student without a disability and reasonable adjustments are provided to do so.

· Participate in a work activity on the same basis as a client without a disability and reasonable adjustments are provided to do so.

· Participate without experiencing discrimination.

· Access support services on the same basis as a client without a disability
	Barriers


	Consultation
	Strategies to overcome barriers
	Key Performance Indicators
	Timeframe
	Resources Needed
	Responsibility

	1. People with physical disabilities may not be catered for in some WFD projects
	TESC

Tutors

Executive Officer

Staff

Program Coordinators
	· Provide PD for staff in inclusive practices
· Develop a range of WFD Projects to suit diverse needs and place clients accordingly
· Refer unsuitable clients back to Centrelink or Job Network for re-assessment
· Reasonable adjustments to be made to ensure inclusiveness on projects

	· Statistics indicate participation by clients with disabilities

· Clients referred to WFD are placed in suitable projects


	Analysed 4 times per year when stats are uploaded


	Finance resources for Professional Devt.
	TESC

Tutors

Executive Officer

Program Coordinators

Supervisors

Staff


C.
Physical Access to premises, equipment and facilities
Aims

· Our premises are accessible to all clients both internally and externally

· Our equipment and facilities are accessible to all clients

Desired Outcomes

Our clients with disabilities are able to:

· Access our premises, equipment and facilities for the purposes of training and/or employment related services.

	Barriers


	Consultation
	Strategies to overcome barriers
	Key Performance Indicators
	Timeframe
	Resources Needed
	Responsibility

	1. All premises in Pioneer Plaza have a small step and a manual door into premises and may be difficult for wheelchair bound people to negotiate
	Staff and clients

Plaza Body Corporate


	· Portable disability ramp readily available 

· Provide training for all staff – awareness of and how to use ramp
· Office staff to assist clients in wheelchair (or with pusher/pram) by opening door or stepping outside to answer queries
· Re-lay pavers outside doors to eliminate step
· Install self opening doors
· External door bell for clients to ring if they need a staff member to assist
	Portable ramp available and used when needed

Quotes for cost obtained

Application for funding submitted if quote is reasonable
	Ongoing

End of 2006
	Portable ramp
$ via Minor Works grant or other funding
	Admin Officer
TESC

EO

All staff

TESC

EO

Body Corporate


C.
Physical Access to premises, equipment and facilities (continued)
	Barriers


	Consultation
	Strategies to overcome barriers
	Key Performance Indicators
	Timeframe
	Resources Needed
	Responsibility

	2. Internal toilets (Shops 14 & 15) are not suitable for wheelchair access

	N/A
	· Signage to redirect wheelchair users to toilets located in Pioneer Plaza

· Intro to ACE courses information sheet updated to include information on toilet availability for people with disabilities
	Signage in place
Intro sheet included in all course kits
	June 2006
	
	TESC

	3. All workstations have fixed desk heights
	Clients in wheelchairs
EO

Occupational Therapist

Staff
	· Upgrade one workstation in each training room to cater for a person in a wheelchair

· Future upgrades to workspaces be undertaken with provision for wheelchair access or other specific needs
· Explore option of installing keyboard drawers which are height adjustable 
	At least one workstation is accessible to a person in a wheelchair
	End 2008
	Minor Works grant
	TESC
EO

	4. Hurd Street premises are not suitable for wheelchair access
	N/A
	· No need has arisen (or likely to arise) with current user groups
	N/A
	Ongoing
	
	EO

Staff using premises

	5. Vehicles are not suitable for wheelchairs
	N/A
	· No need has arisen (or likely to arise) with current user groups

· Monitor need
	N/A
	Ongoing
	
	WFD / Green Corps Team Leaders

EO


C.
Physical Access to premises, equipment and facilities (continued)
	Barriers


	Consultation
	Strategies to overcome barriers
	Key Performance Indicators
	Timeframe
	Resources Needed
	Responsibility

	6. Standard keyboards only


	TESC

EO

Staff

Clients

Support groups

IT support
	· Purchase / borrow suitable keyboard for users with mobility issues

· Use stickers on keyboard for vision impaired users

· Future equipment upgrades to have at least one ergonomic keyboard in each room
	Suitable keyboard available for users with specific needs
	Include in 2007 budget plan


	$
	TESC

All staff

	7. No voice activated computers at Portland WorkSkills   
	
	· No need has presented.

· Monitor need
	
	Ongoing
	
	All staff

	8. Façade of one building in Pioneer Plaza is painted different colour scheme which may prevent easy identification of premises
	TESC

EO
	· Paint façade of Shop 15 to same colours as other WorkSkills buildings to aid identification
	Painting done
	End 2006
	Budgeted for in 2006 Minor Works
	EO

TESC


D.
Harassment & Victimisation

Aims

· Our policies, procedures and codes of conduct for staff and clients which explicitly prohibit harassment and victimization on the basis of disability, are implemented across all programs
· Complaints procedures are documented and are fair, transparent and accountable

· Staff and clients are advised of their rights and responsibilities under the Disability Discrimination Act 1992 (DDA)

Desired Outcomes

Our clients with disabilities are able to:

· Participate in an environment that is free from discrimination caused by harassment or victimization on the basis of their disability

	Barriers


	Consultation
	Strategies to overcome barriers
	Key Performance Indicators
	Timeframe
	Resources Needed
	Responsibility

	1. Some staff and clients may be unaware of their obligations under the DDA and the rights of people with disabilities
	EO

TESC

Program Coordinators

Staff
	· Promote recognition and acceptance within Portland WorkSkills and the general community of the principle that people with disabilities have the same rights as the rest of the community 

· Eliminate any practices which discriminate against people with disabilities 

· Regularly reinforce inclusive behaviours and attitudes through staff training days, inductions, etc.

· Include DAP in student manuals and client inductions

· Clients are advised of Portland WorkSkills’ expectations and No Tolerance policy in relation to victimisation and harassment.

· Foster effective communication between clients and staff so that any breaches are dealt with 
· Take advantage of relevant training opportunities in the disability field for staff as they arise. Particular area of interest is psychiatric disabilities.
	Inclusive culture is evident amongst staff and clients

Staff training day scheduled with DAP included on agenda
	Ongoing

At induction

Staff training days

End of June 2006

As opportunities arise


	$ for Professional Devt.
	All staff


E.
Client Support Services

Aims

· Staff are aware of relevant Portland WorkSkills policies eg. Welfare Policy, Managing Clients under the Influence

· Staff are aware of the specialised support services available to clients and are provided with information which enables them to appropriately refer or facilitate access for clients 
Desired Outcomes

Our clients with disabilities are able to:

· Access general support services on the same basis as clients without a disability
· And any incidents/accidents involving our clients with disabilities are handled in a manner which takes their disability into consideration

	Barriers


	Consultation
	Strategies to overcome barriers
	Key Performance Indicators
	Timeframe
	Resources Needed
	Responsibility

	1. Some staff or volunteers may have a lack of awareness of Portland WorkSkills policies esp. Welfare Policy

	EO

TESC

Program Coordinators
	· Induct all staff members and volunteers in WorkSkills policies and revisit regularly at Staff training days etc.


	All new staff inducted and documented evidence of information on policies provided

Staff training day scheduled with DAP included on agenda
	Ongoing

End 2006


	$ for Professional Devt.
	TESC

EO

All staff

	2. Potential lack of staff awareness of support services available within the community
	
	· Maintain an up to date referral book with current contact details for all local support agencies
	Referral book available at all times with current information
	Ongoing
	
	Admin Officer


E.
Client Support Services (continued)
	3. Insufficient information collected on clients to consistently manage accidents/incidents
	EO 

TESC

Admin Officer

ACE Disability Network
	· Upgrade Enrolment Form to routinely collect emergency contact details

· Collect additional information (via interview) about clients with disabilities on the management of the disability. 
	Enrolment form updated
Information on management of specific clients’ disabilities is maintained on file
	Mid 2006

End 2006
	
	TESC

Admin Officer


Appendix A
Assessment of WorkSkills’ facilities, equipment , policies and procedures

Course/Program/Project information is provided 

· In term brochures providing a brief overview of all courses

· In course flyers providing more detailed information on specific courses

· In newspaper advertisements (sometimes)

· Through radio advertising

· In direct mailouts

· Through telephone conversations with prospective clients who have expressed an interest in a course

· Through referral agencies

· In interviews

· On web site
Organisational Culture
· Staff at Portland WorkSkills are aware of needs of people with disabilities and actively promote inclusion 

· Staff are committed to providing a non-discriminatory service to all clients including those with disabilities. 

· Portland WorkSkills maintains several informal partnerships with service providers in the disability field. While being mindful of confidentiality and privacy, these agencies provide valuable information about the nature of disabilities and support services available. 

· We work cooperatively with other service providers to provide services to our clients, catering to their needs but without duplicating services offered by other providers.
Participation in courses, programs and projects
· Under the 2006 guidelines for ACFE funding, people with disabilities have been identified as a priority target group. Several courses in 2006 have been specifically planned for and targeted at people with disabilities.
· Several other courses have been planned which cater for people from the general community. 
· WFD Projects are developed to suit diverse needs and interests so that all clients are catered for
· Green Corps is an outdoor project and participants must be physically capable of participating
Shops 7,14 & 15 Pioneer Plaza

· Wheelchair access is possible

· Has wide entrance door and internal doors are wide enough to accommodate wheelchairs

· Door handle is within reach for people in a wheelchair.
· Portable wheelchair ramp is available for use in Pioneer Plaza
Access to toilets

· Shops 14 and 15 have internal toilets – both not suitable for wheelchair access

· Shop 15 toilet fitted with disability rails

· Toilets located in Pioneer Plaza have wheelchair/disability designated toilet which is appropriately signed
Workspaces 

· While not specifically for wheelchair access, clients in wheelchairs have successfully u sed workspaces

Furniture

· All computer workstations have an ergonomic chair available. 

· A posture kneeling chair is available
Access to HIRL
· Premises are rented by WorkSkills for WFD & Green Corps participants

· Suitable for wheelchair access
Computers, Screens / Monitors
· 10 x large (17”) flat screens – suitable for vision impaired people or people with epilepsy  in both Shop 7 and Shop 15

Lighting 

· All classrooms and office spaces in Pioneer Plaza have adequate fluorescent lighting

· Natural lighting is maximized where possible
Signage
· All buildings in Pioneer Plaza are appropriately signed

· All rooms within buildings have appropriate signage on doors

· Exits are clearly signed

· Toilet and kitchen facilities are signed

· Emergency evacuation procedures are displayed in each building

Parking  

· Clients/learners/participants use Safeway/Target carpark or park in surrounding streets. Some disability parking is provided. Availability of suitable parking is not an issue

· Staff park at rear of Shop 14 

· Adequate parking at HIRL (Hamilton) and Hurd Street (Portland Annex)
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