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Disability Action Plan 2006 – 2009
The Waverley Community Learning Centre is a not-for-profit community managed organisation. We are committed to the principle of community enrichment through life-long-learning. Our core business is the provision of educational, social, recreational and personal development courses and activities for the local community. 

Physical Access
The Centre is located in a heritage house with adjacent outbuildings owned by the City of Monash. Due to renovations undertaken in recent years the premises comply with physical access requirements. Discussions will be held with Monash Council to improve both internal and external signage.
Communications and Attitudinal Barriers

These barriers will be addressed through:

· provision of information in a variety of accessible formats

· training of staff, tutors, volunteers and Committee of Management members in disability awareness and our obligations under the Disability Standards for Education
· information and/or training will be provided/developed for tutors on inclusive teaching strategies for specific disabilities.
Training will be organised in partnership with other neighbourhood houses in the City of Monash. Ann Gedye, networker for the Network of Inner Eastern Community Houses, will co-ordinate the houses and training will be provided at a number of venues to provide personnel with more opportunities to attend. The Monash Metro Access Community Development Officer, Sue Brown, has agreed to co-ordinate the various disability organisations to provide the training. This training will be scheduled for 1st semester 2007.
The Centre’s policies, procedures and marketing strategies will be reviewed and where necessary new ones developed after consultation with:

· participants with disabilities

· staff, tutors and volunteers

· Committee of Management

· Disability organisations.

This will:
· ensure compliance with the Disability Standards for Education
· provide guidance to staff, tutors, volunteers and Committee of Management members on disability issues.
Confidentiality

Personal information collected, used and stored by the Waverley Community Learning Centre shall comply with the Information Privacy Principles contained in the Information Privacy Act. No information on an individual’s disability will be collected unless required:
· to provide reasonable adjustments

· for health and safety i.e. potential first-aid assistance.
This Disability Action Plan has been developed to support people with a disability to access and participate in courses or activities.
The Centre’s Strategic Plan 2007 - 2009 will incorporate strategies and actions to achieve the aims, outcomes and goals of this Disability Action Plan. Regular reports of achievements towards the goals will be presented to the Committee of Management and publicised within the house through the meeting minutes.
Compliance with the Disability Standards for Education will be measured under the following categories:

1. 
Enrolment

2. 
Participation

3. 
Curriculum Development, Delivery and Outcomes
4. 
Student Support Services
5. 
Harassment and Victimisation

During the development of this plan, consultations were held with the following people:

· participants with disabilities
· staff, tutors and volunteers
· Committee of Management

· Network of Inner Eastern Community Houses – networker, Ann Gedye
· Open Door Project worker Robyn Murray
· Monash Metro Access Community Development Officer, Sue Brown
· Connie Harris – Project Worker Wavlink Inc.

Jan Dempsey
President

Waverley Community Learning Centre Inc.

	1. Enrolment 

	Aims:
· Information about enrolment processes addresses the needs of participants with disabilities and is provided in a range of formats.
· Enrolment procedures can be completed: 
· without undue difficulty
· with the necessary reasonable adjustments if required.

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

	Goals
	Actions
	Timeframe
	Resources
	Performance Indicators
	Accountability

	1.1 Enrolment information, the Centre Program and information materials relating to the course and/or activity:

are accessible to prospective participants with disabilities.


	Consult with staff, tutors, volunteers and participants with disabilities and review existing and where necessary develop new:

· enrolment information
· Centre Program, website and information materials.
	1st semester 2007 and review annually.

	Staff, tutors and volunteers


	Evaluated by participants with disabilities.

	Centre Manager and Policy, Procedures and Risk Management Sub-committee.

	
	Centre Program and information materials are made available in large print and electronic formats as required. 
	2nd Semester 2007 and ongoing.
	Centre Manager and staff
	Evaluated by participants with disabilities.
	Centre Manager.



	
	Verdana non-italicised font will be used for Centre Program, information materials, enrolment forms and course information.
	Incorporated on Centre stationery at the next print run or by 2nd semester 2007 at the latest.
	Centre Manager and staff.
	Action completed.
	Centre Manager

	1.2 Enrolment procedures are designed so that a prospective participant with a disability, or an associate of the student, can complete them without undue difficulty.
	Staff, tutors and volunteers handling enrolment inquiries are trained to:

· consult the prospective participant and make any reasonable adjustments to ensure that the participant is able to apply for enrolment at the Centre without undue difficulty
· assist participants with disabilities through the enrolment procedure.
	Training scheduled for 1st semester 2007.

Ongoing training as needed.


	Staff, tutors and volunteers


	Enrolment procedures evaluated by participants with disabilities.


	Centre Manager

	1.3 Participants with disabilities are able to make informed learning choices.
	Centre Program booklet and website, course and/or activity descriptions provide prospective participants with sufficient information to make appropriate learning choices.
	Ongoing each semester.


	Staff, tutors and volunteers.


	Feedback from participants with disabilities.
	Centre Manager



	
	Review the information provided to ensure it clearly states course and/or activity:

· pre-requisites
· safety requirements where necessary.
	1st Semester 2007 and ongoing each semester.


	Staff, tutors and volunteers.


	Feedback from participants with disabilities.


	Centre Manager



	1.4 Staff, tutors and volunteers involved in enrolment:

· are aware of their obligations under the DDA
· assist prospective participants who choose to disclose on the enrolment form that they have a disability.
	Staff, tutors and volunteers involved in enrolment receive training in:

· their obligations under the DDA

· disability awareness.
	1st semester 2007 and ongoing.

	Staff, tutors and volunteers


	1st Round of training completed satisfactorily. 
	Centre Manager



	
	Policies and procedures on employment and orientation of staff, tutors and volunteers will be reviewed to incorporate disability awareness training.
	1st semester 2007 and reviewed as needed or at least every three years.
	Policy, Procedures and Risk Management Sub-committee.
	Policies and procedures reviewed and evaluated by stakeholders.
	Centre Manager and Policy, Procedures and Risk Management Sub-committee.

	
	Participants who have identified that they have a disability will be consulted:

· in relation to the impact of the disability on their learning

· about any reasonable adjustments that may need to be made to allow them to take part in the course.
	Ongoing
	Staff and/or tutors.
	Feedback from participants with disabilities.


	Centre Manager


	2. Participation

	Aims:
· Course and/or activity are sufficiently flexible for the participant to take part.
· Learning activities that enable participation are negotiated, agreed on and implemented.
· Associated extra-curricular activities are designed to enable participants with disabilities to take part.

	Outcome: Participants with disabilities are able to participate in learning experiences 

	Goals
	Actions
	Timeframe
	Resources
	Performance Indicators
	Accountability

	2.1 Internal fittings, furniture, signage and lighting are appropriate and sufficiently flexible for participants with disabilities to be able to participate and utilise them.
	An audit of internal fittings, furniture, signage and lighting will be conducted to identify problem areas.
	By the end of 1st term 2007.
	Outside expert
	Audit completed and report provided.
	Centre Manager

	
	Prioritise any modifications/changes identified by the audit and:
· negotiate with Monash Council for any changes to fittings, signage and lighting of the house

· prepare a purchasing program to replace unsuitable furniture identified by the audit.
	At completion of audit.
As needed.

As budget permits.
	Centre Manager
	Compliance with audit recommendations.
	Centre Manager

	
	Review Centre Purchasing Procedures to incorporate consideration of requirements of people with disabilities in purchasing furniture and fittings for the Centre.
	1st term 2007 and reviewed as needed or at least every three years.
	Policy, Procedures and Risk Management Sub-committee
	Purchasing Procedures reviewed and approved.
	Policy, Procedures and Risk Management Sub-committee

	
	Emergency Plan reviewed to ensure the needs of participants with disabilities are identified and addressed.
	1st semester 2007 and reviewed as needed or at least every three years.
	Policy, Procedures and Risk Management Sub-committee.
	New plan completed and tested.
	Centre Manager and Policy, Procedures and Risk Management Sub-committee

	2.2 Courses/activities and services are sufficiently flexible, with reasonable adjustment/s, for participants with disabilities to be able to take part.


	Staff and tutors will:

· consult the participant or an associate of the participant about whether a reasonable adjustment will be necessary to allow the participant to take part in the course/activity
· make reasonable adjustment/s where possible
· consult with participants and review reasonable adjustments to meet the changing needs of participants over time.
	As needed

As needed

As needed
	Staff and/or tutors

Staff and tutors

Staff and tutors
	Feedback from participants with disabilities.

Feedback from participants with disabilities.

Feedback from participants with disabilities.
	Centre Manager

Centre Manager

Centre Manager

	
	Inclusive teaching practices:

· consult with participants with disabilities, disability support agencies and tutors 

· develop a training manual of teaching strategies for specific disabilities for use by tutors
· incorporate requirements for training into tutor employment and orientation policies and procedures.
	1st semester 2007 and ongoing

2nd semester 2007. Ongoing as needed.
1st semester 2007 and reviewed as needed or at least every three years.
	Policy, Procedures and Risk Management Sub-committee.
	1st round of consultation completed.
Evaluated by stakeholders.
Policies and procedures reviewed and evaluated.
	Centre Manager and Policy, Procedures and Risk Management Sub-committee.

	2.3 Needs of participants with disabilities are identified promptly.
	Where additional support is required it will be negotiated with the participant or an associate of the participant via an individual Learning Support Plan. This may include:

· assistance with alternative formatting i.e. large print
· modification of course tasks
· liaison with tutors
Learning Support Plans will be reviewed as needed to cater for the changing needs of participants over time.
	As needed
	Staff and tutors
	Evaluation and feedback from participants with disabilities.


	Centre Manager

	2.4 Enhance participant’s opportunities to take part in Centre activities.
	Associated extra-curricular activities to include reasonable adjustments designed to enable participants with disabilities to take part.
	As needed


	Staff and tutors
	Evaluation and feedback from participants with disabilities.
	Centre Manager 



	
	Review/develop operational procedures for internal Centre communications to maximise opportunities for participation i.e.:

· Verdana non-italicised font will be used
· Centre newsletter is made available in large print and electronic formats.
	1st semester 2007

2nd semester 2007
	Staff and Policy, Procedures and Risk Management Sub-committee.
Staff and Newsletter Editorial Committee.
	Feedback from participants with disabilities.
	Centre Manager and Policy, Procedures and Risk Management Sub-committee.
Centre Manager


	3. Curriculum Development, Delivery and Outcomes

	Aims:
· Curriculum, teaching materials, learning experiences and outcomes are appropriate and accessible.
· Teaching and learning activities take account of the capacities and needs of the participant.
· Study materials are made available in a format that is appropriate for the participant.

	Outcome: Participants with disabilities are able to take part in the learning experiences and outcomes of a course/activity on the same basis as a participant without a disability.

	Goals
	Actions
	Timeframe
	Resources
	Performance Indicators
	Accountability

	3.1 Curriculum, teaching materials and learning outcomes are adapted to allow the participant with a disability to take part in the course/activity
	Staff/tutor will consult with the participant or an associate of the participant about whether a reasonable adjustment will be necessary to allow them to take part in the course/activity. Reasonable adjustments will be made and may include adaptation of:
· curriculum

· course delivery

· learning outcomes.
	As needed

	Staff and tutors

	Evaluation and feedback from participants with disabilities.

	Centre Manager


	3.2 Teaching and learning activities are reasonably adjusted to take into account:

· different learning styles

· the learning needs of the participant.

	Training and/or information on inclusive teaching practices to be provided to tutors.
	2nd semester 2007. Ongoing training as needed.
	Staff and tutors

	Evaluated by stakeholders.
	Centre Manager


	
	Tutors to be encouraged and assisted to adopt inclusive teaching practices.
	Ongoing

	Staff and tutors


	Feedback from participants with disabilities.
	Centre Manager



	
	Where necessary an individual Learning Support Plan will be negotiated with the participant or an associate of the participant.
	As needed


	Staff and tutor


	Evaluation and feedback from participants with disabilities.
	Centre Manager



	3.3 Study materials are made available in a format that is accessible for a participant with a disability.
	Reasonable adjustments will be: 

· made to provide study materials in large print, electronic formats and a timely manner if required (Verdana non-italicised font will be used)
· reviewed and adapted to the changing needs of participants over time.

	As needed

	Staff and tutors
	Feedback from participants with disabilities.
	Centre Manager


	4. Student Support Services

	Aims:
· Staff are aware of the support services available to the participant and are provided with information that enables them to assist the participant to access these services.

	Outcome: Participants with disabilities are able to access support services used by participants in general on the same basis as a participant without a disability.

	Goals
	Actions
	Timeframe
	Resources
	Performance Indicators
	Accountability

	4.1 All reasonable steps will be taken to provide support services to participants that enable them to take part in their chosen course.
	A negotiated individual Learning Support Plan will provide support services as agreed.
	As needed
	Staff, tutors and volunteers
	Feedback from participants with disabilities.
	Centre Manager

	
	Staff will monitor and review individual Learning Support Plans as agreed to cater for the changing needs of participants over time.
	As needed
	Staff, tutors and volunteers


	Feedback from participants with disabilities.
	Centre Manager

	
	Where a participant requiring individualised assistance is unable to provide their own carer the Centre Manager will endeavour to source a volunteer from:
6. The Centre’s list of volunteers

7. Monash Volunteer Resource Centre
	As needed
	Centre Manager and volunteers.
	Volunteers provided as needed.
	Centre Manager

	4.2 Staff and volunteers are aware of support services available to participants with disabilities.
	Investigate support services available to participants with disabilities in the community.
	1st semester 2007 and ongoing.
	Staff and volunteers.
	Support services identified.
	Centre Manager

	
	Staff and volunteers are aware of and able to provide information on support services available to participants with disabilities.
	2nd semester 2007 and ongoing.
	Staff and volunteers.
	Feedback from participants with disabilities.
	Centre Manager

	4.3 Specialised equipment to assist participants with disabilities to take part in their course/activity will be purchased and installed as funding permits.
	Investigate adaptive technologies and apply for funding under the State Recurrent Equipment Grant.
	Feb/Mar 2007 and annually.
	Centre Manager
	Appropriate technologies identified.
	Centre Manager

	
	Staff and volunteers trained in the use of specialised equipment.
	As needed
	Staff and volunteers
	Training completed as required.
	Centre Manager


	5: Harassment and Victimisation

	Aims:
· Policies, procedures and codes of conduct expressly prohibit harassment and victimisation on the basis of disability.
· Grievance/complaint procedures are fair, transparent, accountable and handled promptly.
· Staff, tutors, volunteers and participants are reminded from time to time of their rights and responsibilities under the Disability Standards for Education.

	Outcome: Provide a learning environment that is free from discrimination caused by harassment and victimisation for participants with a disability and their associates.

	Goals
	Actions
	Timeframe
	Resources
	Performance Indicators
	Accountability

	5.1 Inform staff, tutors, volunteers and Committee of Management members of their obligations under the DDA – Disability Standards for Education.
	Provide copies of the Disability Standards for Education to staff, tutors, volunteers and Committee of Management members.
	November 2006 and ongoing.


	Staff


	Copies of the Disability Standards for Education provided
	Centre Manager

	
	Staff, tutors, volunteers and COM members training scheduled.
	1st semester 2007.

Ongoing training as needed.
	Staff, tutors and volunteers.
	1st Round of training completed.
	Centre Manager

	5.2 Waverley Community Learning Centre’s policies, procedures and codes of conduct will expressly prohibit harassment and victimisation of participants with disabilities and their associates on the basis of disability.
	A consultation process will be held with stakeholders and the following policies and procedures will be reviewed to include obligations under the Disability Standards for Education:
· Employment and Orientation Policies for staff, tutors and volunteers
· Harassment Policy
· Access and Equity Policy
· Inclusion Policy
· Code of Ethics 
· Rights and Responsibilities of Participants.
	1st semester 2007 and reviewed as needed or at least every three years.
	Policies, Procedures and Risk Management Sub-Committee


	Consultation completed.

Policies and procedures reviewed in line with consultation.


	Policy, Procedures and Risk Management Sub-committee.

	
	Changes to policies and procedures are notified to staff, tutors and volunteers and publicised to participants.
	2nd semester 2007 and whenever additional reviews are held.
	Staff
	Positive feedback from stakeholders.
	Centre Manager



	
	The Rights and Responsibilities of Participants shall be:

· available in large print

· posted on the Centre website, enrolment noticeboard and class noticeboards

· given to off-site participants

· explained where appropriate to potential enrolees i.e. in ESL classes.
	End of 1st semester 2007.
	Staff, tutors and volunteers.
	Action completed.
	Centre Manager



	5.3 Procedures for handling complaints of harassment and victimisation relating to disability are fair, transparent, accountable and handled promptly.
	Consult with staff, tutors, volunteers and participants with disabilities. Review Grievance Policy and Procedures to incorporate the right of people with disabilities to a learning environment free of harassment and victimisation on the basis of disability.
	1st term 2007 and reviewed as needed or at least every three years.

	Policies, Procedures and Risk Management Sub-Committee
	Grievance Policy and Procedures reviewed in line with consultation.
	Policies, Procedures and Risk Management Sub-Committee

	
	Grievance/Complaint process:

· widely publicised within the organisation to participants, staff, tutors and volunteers

· posted on the Centre website, enrolment noticeboard

· available in large print.
	2nd term 2007 and whenever additional reviews are held.

	Staff, tutors and volunteers.
	Action completed.
	Centre Manager




Approved by the Committee of Management 24/10/2006
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