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1. Introduction

The “Better Than It was” report was the end result of a research project funded through Adult Community and Further Education (ACFE) and conducted by the ACE DisAbility Network with the following objectives:

1. To provide a further snapshot which, although broader in its scope than the 2004 survey, could provide a comparison and an indicator of how things had or had not improved 

2. To establish, through analysis of barriers to inclusion where the ACE Disability Network could best direct its efforts in future

3. To provide a record of innovative best practice and therefore inspiration to ACE providers

4. Through policy analysis to provide a set of model policies which support inclusion into ACE.
This collection of model policies is the outcome of the policy review.

2. Method
A call for good practice examples of policy documentation was distributed through the ANHLC  News and the ACE DisAbility Network newsletter asking for policies covering:
· Inclusion

· Access and equity ( including participation and enrolment)

· Curriculum development, delivery and assessment

· Harassment and equal opportunity.

In addition key organisations which had already indicated through the survey and focus groups that their practice was good were contacted directly for copies of policies. These were analysed and key good practices recorded to provide a set of model policies.

3. Results 

A total of six organisations submitted policies for analysis. Several of these also submitted copies of their Disability Action Plans and although these were of interest, they were not included as part of the analysis.

The purpose of this analysis was not to conduct an evaluation of these policies but rather to select the best aspects of those submitted in order to develop a set of model policies for use by organisations.

Elements which were identified from the documents submitted as covering a comprehensively inclusive set of policies are outlined as follows:

Document format:

To include:

· Philosophy/rationale

· Policy statement

· Procedures 

· Responsibilities for policy implementation 

· Related internal and external documents and legislation

· References to Disability Action Plan/ Code of Conduct

· Review dates

· Document control references

Policy areas:

To include:

· Requirements of the Education Standards i.e.

· Reasonable adjustment

· Enrolment

· Participation

· Curriculum development, accreditation and delivery

· Student support

· Harassment and victimisation

· Special considerations to include:

· Policy limitations

· Linkages and partnerships

· Appeal processes

Ideally policies should incorporate the concept of inclusion of all students not just people with disability.

4.  Model Policies

ORGANISATION NAME

	POLICY:
	Access Policy

	APPROVED BY:
	

	DATE APPROVED:
	

	REVISION DATE/S:
	


POLICY STATEMENT

This organisation welcomes difference and where possible will work towards ensuring fair and equitable opportunities of access to its services without discrimination on the basis of age, sex, race, income, sexual preference or disability. This policy statement will be reflected in all our other policies, programs and activities and a sign outlining this displayed in an area where it is clearly visible to all attending.

SCOPE & PURPOSE

This policy outlines the eligibility condition and processes for enrolment and access into the organisation’s services.

DEFINITIONS (if required)

RESPONSIBILITIES

	Management 


	

	Staff


	

	Teachers


	

	Students


	


PROCEDURES

Advertising

Advertising of our services (within budgetary guidelines) will be in formats that are accessible to all members of the community. This will include considerations of font type and size, colours, low literacy levels and language barriers.

Classes/courses requiring an academic/skill pre-requisite must have this clearly specified

Eligibility

All courses and classes are open for any person to apply provided that:

a) they have clearly identified that this is their choice

b) there is space in the class of their choice

c) they are able to pay any fees due

d) they meet any stated academic/skill pre-requisites

e) they undertake to abide by the Code of Conduct

Where an applicant’s needs  cannot be met, efforts will be made to suggest or refer the applicant to more suitable services either internally or externally .

All participants and their support people are invited to discuss eligibility requirements with the Manager/Coordinator.

Application

Initial enquiries will be coordinated through …………

All applicants will be sent an enrolment form and new participants in courses greater than 3 hours will be required to attend an interview. Where assistance is needed to complete this form this can be done at the interview. 

Copies of enrolment forms will be kept in hard/ electronic copy in……..

Interview

Prospective students of courses programmed for more than N hours will be interviewed to establish their individual learning plan, to make an initial assessment of individual learning styles and to discuss any reasonable adjustments that the student may require along with any support needs. It should be made clear that a disability or the need for support will not preclude a person from attendance and any disability or medical condition does not have to be disclosed, but that failure to disclose may result in necessary and supportive adjustments not being made.

 Prospective students may attend with a support worker/advocate if they wish.

Confirmation of enrolment

The organisation will provide confirmation of enrolment prior to the start of the course/class. Where an enrolment has been unsuccessful, details of the reason for this will be supplied in writing.

Applicants are entitled to appeal an unsuccessful enrolment (see Grievance/Complaints Policy)

REFERENCES 

	(
	Associated Forms:
	Enrolment form

Individual learning plan

	(
	Associated references:
	Code of Conduct



	(
	Relevant internal policies:
	Grievance/ Complaints

	
	Relevant external policies
	Education Standards 2005

	(
	Contact person 
	


Document control: 

	Ref No:
	
	

	Version :
	
	Date:


ORGANISATION

	POLICY:
	Participation Policy

	APPROVED BY:
	

	DATE APPROVED:
	

	REVISION DATE/S:
	


POLICY STATEMENT

This organisation will take all reasonable steps to ensure that all students are able to experience and participate in its activities, programs and services without discrimination on the basis of age, sex, race, income, sexual preference or disability.

SCOPE & PURPOSE

This policy applies to all programs and services supplied by the organisation including learning, social and administrative services.

DEFINITIONS (if required)

RESPONSIBILITIES

	Management 


	

	Staff


	

	Teachers


	

	Students


	


PROCEDURES

Information

Information regarding all activities will be provided to all students in accessible formats and in a timely manner.

 Flexibility

Where possible reasonable adjustments will be made following discussion with the student (and his/her advocate) to ensure that all participants can take part in all aspects of activities and programs. This can include physical adjustments or adjustments to timetables and hours. Where an activity is not accessible to a student, efforts will be made to negotiate a reasonable alternative with the student (and his/her advocate).

Support

Students requiring support of any kind should discuss this with their teacher and/or the centre management as early as possible.

Where a student requires additional support in order to achieve learning outcomes, this will be discussed with the student, his/her advocates and/or any referring services and appropriate support sought within the constraints of what is reasonable for the organisation and subject to funding and staffing availability.  If suitable support resources are not available, other options will be discussed with the student and a strategy for future provision identified wherever possible.

Students are welcome (and encouraged) to bring their own support personnel with them provided they are prepared to adhere to the Support Worker Policy. All support personnel are asked to make themselves known to the individual’s classroom teacher(s) and work within any guidelines asked of them by the teacher.

Staff will keep a list of relevant support services and support aides and can assist in access to these. Direct support offered to students includes:

Grievance

Should a student feel that they have been unfairly discriminated against in terms of participation and/or support, they (or their advocate) should make an appeal in line with the Complaints Policy.

REFERENCES 

	(
	Associated forms:
	

	(
	Associated references:
	

	(
	Relevant internal policies:
	Support Worker Policy

Complaints Policy

	
	Relevant external policies
	Education Standards 2005

	(
	Contact person 
	


Document control: 

	Ref No:
	
	

	Version :
	
	Date:


ORGANISATION

	POLICY:
	Curriculum development, assessment and delivery

	APPROVED BY:
	

	DATE APPROVED:
	

	REVISION DATE/S:
	


POLICY STATEMENT

This organisation will endeavour to ensure that all programs and classes are designed so that every student has the opportunity to develop and demonstrate skills, knowledge and understanding.

SCOPE & PURPOSE

This policy concerns all programs and classes whether funded or unfunded, accredited or pre- accredited.

DEFINITIONS (if required)

RESPONSIBILITIES

	Management 


	

	Staff


	

	Teachers


	

	Students


	


PROCEDURES

Learning Plans

Each student attending a course programmed for more than N hours will be assisted to complete an individual learning plan at initial interview. These will include student objectives, learning styles, learning considerations, support needs, pathways and intended outcomes. These plans, once accepted, will be signed by the student with one copy kept on file and one retained by the student.

All plans will be reviewed at least annually, but also on request by the student, or when circumstances change or when further information becomes available.

Delivery

Assessment of a student’s individual learning style will be made at the initial interview and recorded on the student’s learning plan. This will be updated at least annually, or on request by the student, or when further information becomes available. 

Teaching and delivery methods will, wherever possible, take account of each student’s individual learning style and reasonable adjustments will be made to delivery appropriate to the needs of the student in order to reach the best learning and other outcomes possible.

Any activities conducted outside the classroom will be designed to include all students. Where this is not possible, alternative arrangements will be discussed with the student.

Where reasonable, adjustment will be made to present learning materials in a format accessible to individual students (e.g. large print formats).

Assessment

All assessment procedures will be adapted to enable every student to demonstrate the knowledge, skills or competencies being assessed.

Grievance

Should a student feel that they have been unfairly discriminated against in terms of curriculum design, delivery or assessment, they should make an appeal in line with the Complaints Policy

REFERENCES 

	(
	Associated forms:
	Individual Student Learning Plan

	(
	Associated references:
	

	(
	Relevant internal policies:
	Participation Policy

Complaints Policy

	
	Relevant external policies
	Education Standards 2005

	(
	Contact person 
	


Document control: 

	Ref No:
	
	

	Version :
	
	Date:


ORGANISATION

	POLICY:
	Harassment and victimisation

	APPROVED BY:
	

	DATE APPROVED:
	

	REVISION DATE/S:
	


POLICY STATEMENT

All staff, volunteers, trainers, teachers and students have the right to an environment free of harassment, victimisation, bullying or discrimination on the grounds of gender, disability, sexual preference, religion, ethnicity or any other perceived difference. Such behaviour is unlawful and will not be tolerated.

SCOPE & PURPOSE

This policy refers to all staff, volunteers, trainers, teachers, students, contractors or visitors to the organisation.

DEFINITIONS (if required)

Harassment is any form of behaviour that is uninvited, unreciprocated, unwelcome, personally offensive or humiliating to the recipient and which is perceived as creating an intimidating, hostile, frightening or uncomfortable work and/or learning environment. Unlawful harassment may relate to any of the following:

· Age

· Disability/impairment

· Industrial activity

· Sexual preference

· Marital status

· Physical features

· Political belief 

· Pregnancy

· Ethnicity

· Religious belief

· Gender

· Parental/carer status

· Irrelevant criminal conviction

· Personal association with someone with any of the above

These behaviours can include but are not limited to:

· Sexually offensive staring, leering or gesturing

· Inappropriate verbal suggestions

· Jokes or innuendoes aimed at an individual(s)

· Inappropriate posters, displays, e-mails or postings on electronic media or comments

· Offensive or inappropriate phone calls

· Inappropriate conduct such as unwelcome touching or encroachment on another’s personal space

· Any proposed relationship where the attraction is not reciprocated

· Inappropriate pressure on another to speak or act in a particular way

· Use of inappropriate words or actions

· Shouting, threatening , swearing at another person

· Continued and inappropriate criticism (note: normal constructive criticism is not harassment)

· Physical assault, indecent assault or rape.

RESPONSIBILITIES

	Management 


	

	Staff


	

	Teachers


	

	Students


	


PROCEDURES

Any person who believes that they or another person in the organisation is a victim of harassment, bullying or discrimination should take the following action:

· If possible, inform the offender that their behaviour is unacceptable and against centre policy

· The incident should be reported to centre management, who should document the details and take appropriate action as follows:

· Counselling of offender

· Written warning sent to offender and placed on offender’s file

· Dismissal

· Legal proceedings

All outcomes should be documented and the outcomes reported to the victim.

REFERENCES 

	(
	Associated forms:
	

	(
	Associated references:
	

	(
	Relevant internal policies:
	

	
	Relevant external policies
	Education Standards 2005

Disability Discrimination Act 1992

Racial Discrimination Act 1975

Equal Opportunity Act 2010

	(
	Contact person 
	


Document control: 

	Ref No:
	
	

	Version :
	
	Date:


ORGANISATION

	POLICY:
	Support worker policy

	APPROVED BY:
	

	DATE APPROVED:
	

	REVISION DATE/S:
	


POLICY STATEMENT

This organisation welcomes personnel (paid and unpaid) who assist in the support of learning provided they are willing to comply with the conditions set out below.

SCOPE & PURPOSE

This policy applies to all support personnel paid and unpaid, employed by this organisation and those employed by external organisations

DEFINITIONS (if required)

Attendant carer: Support person who assists with toileting and feeding

Learning aide: Support person who assists with learning

Social support: Support person who assists a person to integrate into the community

RESPONSIBILITIES

	Management 


	

	Staff


	

	Teachers


	

	Students


	


PROCEDURES

All support personnel should:

· Make themselves known to the teacher/course facilitator before the start of the class

· Let the teacher know what type of support (as defined above) they are employed to provide

· Stay with person they are supporting. If support is to be withdrawn, the rate of withdrawal should be negotiated between the student , support person and teacher

· Not do or complete a person’s work for them

· Keep personal information confidential unless for safety or legal reasons

· Negotiate their role within the classroom with the teacher. Roles of the support worker include:

· Assistance with learning and socialisation

· Encouraging independence in the individual

· Acting as an advocate

· Anticipating and assisting with problems

· Working closely with the tutor/coach and negotiating their own withdrawal if it is to take place

· Communicating regularly with management

· Ensuring issues are identified and properly addressed

· Identifying barriers and communicating these to the tutor/coach and management

· Reassuring other participants

· Defining and communicating the relationship between themselves and the person they are assisting

· Giving the person they are supporting accurate and constructive feedback
Should the support person not be performing their role at a satisfactory level, their role and future connection with this organisation will be discussed with their employing organisation.
REFERENCES 

	(
	Associated forms:
	

	(
	Associated references:
	

	(
	Relevant internal policies:
	

	
	Relevant external policies
	Education Standards 2005

	(
	Contact person 
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	Date:
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