MULTIMEDIA ACTION PLAN

PROJECT DETAIL

1. Introduction WESTERN SKILLS NETWORK is a Community Work Coordinator (CWC) located in the North West, South
West & West suburbs of Melbourne. WESTERN SKILLS NETWORK is comprised of three consortium members, NorthWest Net (NWN),
Westgate Community Group, (WCG) and Djerriwa Employment & Education Services (DEES). All consortium members have a history of
conducting successful Work for the Dole programs and were fortunate to be awarded the second largest CWC contract in Australia.

2. With many project Activities being run simultaneously and with hundreds of Job seeker clients to monitor, WESTERN SKILLS
NETWORK needed to use innovative and time-managed processes to successfully deliver the project activities. Project activities were
initially monitored by a manual system, this over time became bureaucratic and unwieldily. Within two years of the contract, it became
apparent that the manual system was not keeping pace with the activities, nor meeting the needs of the Job seekers and those of the
community. The Manager therefore proposed a computerized method of monitoring activities to reduce the workload and stress on the
staff.

AIM

3. The aim and or purpose  The aim and purpose of the program is to enhance current systems, improve staff morale, provide
appropriate support to Job seeker clients, Sponsors, Hosts and Government organizations.

WORKPLACE PHILOSOPHY

4, Current philosophy WESTERN SKILLS NETWORK is a not for profit organisation which uses the Team Network
infrastructure principal, to support each other to achieve above the National Average performance statistics. What they lack, however, is
the knowledge and expertise to create suitable procedures and policies to meet future challenges. The Manager on his employment
conducted a review of procedures over a three month period to ascertain what the organizational needs were and how they could be best
met using current resources. One tool used was the Observation Analysis and Recommendation Matrix, (OARM) designed to highlight
areas of concern. A matrix identifying current work practices is as shown below:

MATRIX 1: Observation — Analysis and Recommendations Matrix (OARM)

SERIAL OBSERVATION REMARKS ANALYSIS
1 SLW statistics not being entered Staff do not believe its necessary Procedures not being followed
2 Job seeker clients not sure of activities Information sessions not informative Area Coordinator to fix
3 Staff not maintaining attendance records Staff do not believe its necessary Policy issue
4 Client records left open on staff kitchen bench Does not normally occur Privacy issue
5 No debriefing after each Orientation session Sometimes there is no time Orientation schedule to be
reviewed
6 Incident involving Job seeker Client Incident not reported OH&S and Policy issue
7 Reference material not provided to Job seeker No stationary or reference material available Policy issue
client
8 Job seeker client evaluation sheet found in the Staff believe that if Job seeker client is no Policy and Procedure issue
rubbish bin longer on an activity, there is no need to keep
records
9 Activity handouts to Job seeker client are out of | Staff using out of date Activity brochures. Policy issue
date and not relevant.
11 Telephone messages not being passed onto the | Staff too busy to pass on telephone calls Policy issue
staff Job seeker clients
13 SLW Induction and Training Manual not Staff consider that a Management problem Policy
updated.
14 Job seeker clients do not arrive on time for Staff has not advised Job seekers. Policy issue
Information sessions
18 No Review of activities conducted after end of Staff does not believe it's necessary. Policy issue
each Work for the Dole Activity

5. Impact on Performance  The Job seeker client incident/complaints had risen, morale within the SLW had plummeted,
spiralling maintenance costs, staff consistently on stress leave and compensation cases increased. The SLW began to lose its momentum
and it productivity decreased by 15%. The Department of Employment and Workplace Relations (DEWR) advised that the SLW Key
Performance Indicators (KPI) were showing a decline and if the decline was not arrested within a six month period, it may have an effect on
further funding. As a result of the poor KPI statistics, staff morale, and poor procedures, the Manager took the initiative to reverse the trend
of poor performance.



STAKEHOLDERS

6. Target Audience As a result of the OARM, the Manager designed a program based on the current manual model using
Microsoft Access program and associated Microsoft software currently on WESTERN SKILLS NETWORKcomputers. Although the program
was initially designed for the Manager to monitor project activities throughout the organization, it became evident that the program had other
useful tools. These tools would become an asset to the Area Coordinators and to the staff at a lower level. A list of the targeted
audience is as shown below in Matrix 1:

Matrix 2: TARGET AUDIENCE

PEDAGOGICAL AND ANDROGOGICAL ISSUES

7. Conduct The program began with an Action Plan Matrix (APM) to assist the Manager to plan, prepare, implement and
review the program. Information gleaned from statistical data maintained manually by the organisation along with observations and key
Performance indicator reports enabled the manager to create a prototype to be used during the course of the action plan. The APM was
also useful in identifying the strengths and weaknesses of the processes involved. It also highlighted what form of training styles would be
used to enable the transfer of knowledge from the creator to the target audience. A detailed Action Plan is attached as Annex A.

8. Learning styles  An analysis of the staff indicated a mixture of nationalities, ages, education and ability to absorb information.
This now became a challenge to the manager as he had to decide which of the styles he must use to train and inform the staff on the new
program. It was first considered that the elder of the two staff would benefit from an Androgogy form of training, (learning from each other)
while the remainder would benefit from the Pedagogy style, (transferring knowledge from the manager to the staff). A trial of a simple
procedure was conducted to ascertain the best possible method to use on the staff as a group. This was initially conducted on a one to one
basis to ascertain the abilities to absorb knowledge by the manager.



9.

Staff learning considerations

a Learning style matrix detailed below:

On the cessation of the trial, a number of observations was made by the
Manager, using visual and verbal tools to determine staff learning styles. The results of those observations were categorised in the form of

MATRIX 3: PREFERRED LEARNING STYLE CONSIDERATIONS
SERIAL TITLE FIRST SURNAME POSITION EDUCATION | EXPERIENCE IN REMARKS PREFERRED
NAME INDUSTRY LEARNING STYLE
1 Mr Ray Gusson Area DIPLOMA 35 YEARS POOR COMPUTER PEDAGOGY AND
Coordinator SKILLS QUICK ANDROGOGY
LEARNER
2 Mrs Chris Russ Area DIPLOMA OF | 12 YEARS GOOD COMPUTER PEDAGOGY AND
Coordinator SKILLS QUICK ANDROGOGY
LEARNER
3 Mr Raymund Ducat Area DIPLOMA 8 YEARS GOOD COMPTER PEDAGOGY AND
P. Coordinator SKILLS QUICK ANDROGOGY
LEARNER
4 Mrs Ceyda Chester Project officer | UNIVERSITY | 1YEAR GOOD COMPTER PEDAGOGY AND
DEGREE SKILLS QUICK ANDROGOGY
LEARNER
5 Mr Joe Zenda Administrative | UNIVERSITY | 1YEAR GOOD COMPTER PEDAGOGY
staff Officer DEGREE SKILLS QUICK
LEARNER
6 Mrs Lyn Shandy Administrative | DIPLOMA 3 YEARS BASIC COMPUTER PEDAGOGY
staff Officer SKILLS NEEDS ONE TO
ONE ASSISTANCE
7 Mrs Denise Stringer Administrative | DIPLOMA 2 YEARS BASIC COMPUTER PEDAGOGY
staff Officer SKILLS NEEDS ONE TO
ONE ASSISTANCE

10. Staff behaviour  During the one to one training session, the first individual responded well to the pedagogy form of learning
style that is until they formed a good grasp of the basics of the procedure being shown. On learning the procedure, the individual displayed
an interest on learning alone to explore the remaining trial procedure. This was conducted with all the staff on an individual basis, ending
with the same result. When the time came to conduct the group session (Androgogy) on another procedure, it took more time and effort on
the part of the Manager to transfer the knowledge due to the different abilities of the individuals to absorb the knowledge. The behaviour
and responses of the staff towards the initial trial was promising. This enabled the Manager to form opinions on individual preferences and
to adjust the program to suit the target audience.

11. Learning style analysis ~ Using the above model as a guide, the Manager used the same approach on the Area Coordinators
who were responsible for staff in their own localities. The Area Coordinators responded well to the pedagogical form of learning and
Androgogy form of learning style. Taking this into account, it became apparent that the new program would require a pedagogy approach to
the staff, which meant more time and money being used and an erosion of manpower when balanced against the benefits of the program.
Therefore as a result of the above analysis, the target audience shifted from the staff to the Area Coordinators using the Androgogy
method. The Area Coordinators would become proficient in the new program and would then return to their Area of Operations to train their
staff on the new program.

12. Learning and desired outcomes Although the staff training and learning style was established, it still remained to
determine the outline and final presentation of the program. The colours, fonts, menus, style, text configuration, navigation, and images had
not yet been fully trialled using the new program. The observations made during the trial period certainly enabled the manager to glean
valuable information and provide him with an insight into each individuals preferences on style, navigation methods and" colours that were
palatable to each individual.



PROGRAM PRESENTATION

13. Multimedia program staff preferences matrix A program resources matrix shown below indicates the information gleaned
from each individual with regards to personal preferences. This guide was useful in guiding the manager in the initial stages of the program
design. A graphic representation of the program is attached as Annex B.

Matrix 4: Program preferences

SERIAL | TITLE FIRST SURNAME PREFERRED PROGRAM STYLES ANALYSIS
NAME
2 Mr Ray Gusson LIKES: FONTS ARIAL 10 FONT, COLOURS BLUE BLACK RED AS A GROUP THE GENERAL
YELLOW GREY AND WHITE, NAVIGATION BUTTONS AND SCROLL | CONSENSUS WAS AS SHOWN
BARS, MENUS AND OR TEXT, IMAGES, HELP POP UPS DIALOGUE | BELOW:
BOXES, HARD DRIVE PROGRAM RESIDENCE, SHARING
INFORMATION, MICROSOFT SOFTWARE (ACCESS, EXCEL AND LIKES:
WORD)
a. FONTS ARIAL SIZE 10 -12
DISLIKES: ANIMATED OBJECTS, TOO MUCH TEXT, CLICKING FONT
MORE THAN THREE TIMES TO REACH THE TARGET PAGE, AUDIO,
INPUTTING SAME INFORMATION, MANUAL COMPACTING OF THE | b. COLOURS BLUE BLACK RED
DATA GREY,
3 Mrs Chris Russ LIKES: FONTS ARIAL 12.FONT, COLOURS BLUE BLACK RED
GREY AND WHITE, NAVIGATION BUTTONS AND SCROLL BARS, c. NAVIGATION BUTTONS
TEXT, IMAGES, MICROSOFT SOFTWARE (ACCESS, EXCEL AND
WORD) d. SCROLL BARS
DISLIKES: ANIMATED OBJECTS, CLICKING MORE THAN THREE e. EASY TO FOLLOW MENUS
TIMES TO REACH THE TARGET PAGE, CALCULATING STATISTICS
4 Mr Raymund | Ducat LIKES: FONTS ARIAL 12 FONT, COLOURS BLUE BLACK RED AND | f. TEXT,
P. GREY, NAVIGATION BUTTONS, TEXT, AND IMAGES, HELP POP
UPS DIALOGUE BOXES, HARD DRIVE PROGRAM RESIDENCE, g. IMAGES
MICROSOFT SOFTWARE (ACCESS, EXCEL AND WORD)
h. HELP POP UPS DIALOGUE
DISLIKES: CLICKING MORE THAN THREE TIMES TO REACH THE BOXES
TARGET PAGE, AUDIO, INPUTTING SAME INFORMATION
5 Mrs Ceyda Chester LIKES: FONTS ARIAL 10 FONT, COLOURS BLUE BLACK RED i. CALENDAR
YELLOW GREY AND WHITE, NAVIGATION BUTTONS AND SCROLL
BARS, MENUS AND OR TEXT, IMAGES, CALENDAR, SHARING j. HARD DRIVE PROGRAM
INFORMATION, MICROSOFT SOFTWARE (ACCESS, EXCEL AND RESIDENCE
WORD)
k. SHARING INFORMATION
DISLIKES: ANIMATED OBJECTS, TOO MUCH TEXT, CLICKING
MORE THAN THREE TIMES TO REACH THE TARGET PAGE, AUDIO, | | MICROSOFT SOFTWARE
CALCULATING STATISTICS, INPUTTING SAME INFORMATION, (ACCESS, EXCEL AND WORD)
MANUAL COMPACTING OF THE DATA
6 Mr Joe Zenda LIKES: FONTS ARIAL 12.FONT, COLOURS BLUE BLACK RED
YELLOW GREY AND WHITE, NAVIGATION BUTTONS AND SCROLL
BARS, MENUS AND OR TEXT, IMAGES, HARD DRIVE PROGRAM DISLIKES:
RESIDENCE, MICROSOFT SOFTWARE (ACCESS, EXCEL AND
WORD) a. ANIMATED OBJECTS
DISLIKES: TOO MUCH TEXT, CLICKING MORE THAN THREE TIMES | D CLICKING MORE THAN THREE
TO REACH THE TARGET PAGE, CALCULATING STATISTICS TIMES TO REACH THE TARGET
7 Mrs Lyn Shandy LIKES: FONTS ARIAL 10 FONT, COLOURS BLUE BLACK RED PAGE
YELLOW GREY AND WHITE, NAVIGATION BUTTONS AND SCROLL
BARS, MENUS AND OR TEXT, IMAGES, HELP POP UPS DIALOGUE | C-AUDIO
BOXES, CALENDAR, SHARING INFORMATION, MICROSOFT
SOFTWARE (ACCESS, EXCEL AND WORD) d. CALCULATING STATISTICS
DISLIKES: ANIMATED OBJECTS, TOO MUCH TEXT, CLICKING
MORE THAN THREE TIMES TO REACH THE TARGET PAGE, AUDIO, | € INPUTTING SAME
CALCULATING STATISTICS, MANUAL COMPACTING OF THE DATA | INFORMATION
8 Mrs Denise Stringer LIKES: FONTS ARIAL 10 FONT, COLOURS BLUE BLACK RED
YELLOW GREY AND WHITE, NAVIGATION BUTTONS AND SCROLL | f: MANUAL COMPACTING OF
BARS, MENUS AND OR TEXT, IMAGES, HARD DRIVE PROGRAM DATA
RESIDENCE, SHARING INFORMATION, MICROSOFT SOFTWARE
(ACCESS, EXCEL AND WORD)
DISLIKES: ANIMATED OBJECTS, TOO MUCH TEXT, CLICKING
MORE THAN THREE TIMES TO REACH THE TARGET PAGE, AUDIO,
INPUTTING SAME INFORMATION




PRESENTATION TYPE AND PROGRAM

14, As a result of the above findings, it was easy to establish a nucleus of likes, dislikes and preferred modes of presentation. The
final outcome of the product will depend on the evaluation of the product. The following was gleaned from the stake-holders preferences:

a. Stakeholder Likes These included the font type, font size, types of colours, navigation aids, images, pop up help
menus, calendar, program residence, sharing of information and a preference for Microsoft software. A perusal of current
resources and the means of delivering the program to the staff were within the organizations infrastructure. The preference for a
calendar and the program to reside on the staff member’s hard drive was not considered essential. The calendar on each
computer was sufficient to meet the needs of the individual. The program would reside on the organization’s server to enable
the information to be shared across the network. Internal controls regarding security and compiling tasks would be incorporated
within the program. A backup of the program would be taken and burned onto a Rewritable Compact Disk at the end of each day
by the administrator.

b. Stakeholder dislikes The stakeholder dislikes of using animated objects, clicking more than three times, use of audio
during the program, calculations, inputting the same information and compiling the data at the end of the task did not prove to be
a problem. All of the issues raised appeared to universal dislikes across the organisation. The information however provided the
manager with the opportunity to simplify the program and designing it is user friendly.

ORGANISATIONAL ISSUES

15, Existing and New Policies The exiting policies, based on manual procedures failed to keep pace with the increased workload,
changes in contractual agreements with the Government and with new business practices. As a result, performance was down and staff lost
confidence in the current procedures. Band aid procedures were applied to meet new challenges without any formal procedures being put
into place. Best practice ideas, objects and mission statements were non existent. Previous Managers had failed to correct the decline,
preferring rather to maintain the relationships and retaining networks while the performance continued to drop.

16. Resistance to change The issues identified in Matrix 1 outlined the need for a drastic overhaul of the system without
making those changes appear drastic. Area coordinators were informed of the decline and the proposed measures to be put into place until
the new automated program was designed, trialled and “implemented across the respective employment service areas. This met with
resistance by the area coordinators as it was all new to them and they had no wish to move outside their comfort zone. The staff on the
other hand when approached with the proposed changes, welcomed the new ideas and were able to see the benefits to them selves and to
the organisation as a whole. This caused some resentment amongst the Area Coordinators, resulting in them complaining as a group to the
CEO. The CEO however provided the necessary support to the Manager to push ahead with the reforms and to advised to normalise the
relationship with the Area Coordinators.

17. Work Groups The Manager persuaded the Area Coordinators that it was in their best interests to partake in the new
policies, procedures and programs as it would empower them to improve their statistics, give them more flexibility and increase the morale
of their staff. As Team working Strategy Group was formed to investigate best practice ideas, and procedures to increase the performance
of the organisation. The team would meet on a monthly basis to discuss outstanding issues, to share common interests and information.
Each session would be chaired by the respective Area Coordinator when the working group met at their location. This form of
communication provided the Manager with the perfect platform upon which to persuade the Area Coordinators of the proposed Multimedia
Program for the organisation.



TECHNICAL AND MATERIAL RESOURCES

18. Resources Maximum use of WESTERN SKILLS NETWORK resources will be utilised to defray any costs to the program.
Computers, software, manuals, staff, furniture and facilities are provided by WESTERN SKILLS NETWORK at each Employment Service
Area. A detailed resource matrix is shown below:

MATRIX 5: RESOURCES

Serial Resource Quantity Location Remarks
1 APTRAK Program 3 Broadmeadows, Program to remain resident
Melton and Footscray | on ESA Server and shared
across the network
2. Training room 1 As above
& Computers and printers 5 As above
4, Overhead Projector 1 Manager to provide at each
training location
5. Microsoft software, Access, Excel and Word 1 As above Licensed to organisation
6. Furniture, chair, table One per staff member
7. Communications 1 As above Telephone, internet access
8. Photocopier access 1 As above
9. Stationary qty As above As required for handouts
and manuals
10. Parking facilities As above
11. Miscellaneous items As required
TRAINING
19. Training schedule A one day training seminar will be conducted for all the relevant stakeholders. The program training will

commence with the Area Coordinators and will be conducted at the Broadmeadows location. The remaining staff will be exposed to the
program at their respective location. The aim of the training is to expose the stakeholders to the various aspects of the program and to
encourage feedback on the presentation, structure and navigation guidelines. A detailed training schedule is shown below:

MATRIX 6: SLW APTRAK TRAINING SCHEDULE MATRIX

SERIAL SUBJECT TYPE TRAINER TIME LOCATION DATE RESOURCES REMARKS
(A) (B) ©) (D) (E) () ©) (H) ()
1 WELCOME INDUCTION PETER 9:00 AM TRAINING ROOM 16 MAY | COMPUTERS HAND OUT COURSE
ADAMS BROADMEADOWS | 03 FURNITURE OUTLINE - ORIENTATION
FOOTSCRAY OVERHEAD
MELTON PROJECTOR
STATIONARY
MANUALS
INTRODUCTIO | DISCUSSION | PETER 9:15 AM TRAINING ROOM 16 MAY | AABOVE APTRAK PROCEDURES
N TO APTRAK ADAMS BROADMEADOWS | 03 NAVIGATION AIMS
FOOTSCRAY
MELTON
2 BREAK 10:45 AM CAFETERIA 16 MAY | COFFEE TEA TEA AND COFFEE
BROADMEADOWS | 03 BISCUITS URN LOCATED IN LECTURE
FOOTSCRAY SPONS CUPS ROOM
MELTON AND SAUCERS
3 EXERCISE PRACTICAL PETER 11:00 AM TRAINING ROOM 16 MAY | AS ABOVE WORKSHOP INVOLVING
ADAMS BROADMEADOWS | 03 A REAL LIFE SCENARIO
FOOTSCRAY
MELTON
4, STAFF PRACTICAL PETER 12:30 TRAINING ROOM 16 MAY | AS ABOVE FEED BACK ON TRAINING
EVALUATION ADAMS BROADMEADOWS | 03 INFORMATION TO BE
FOOTSCRAY USED WITH EVALUATION
MELTON ON REVIEW



20. Staff evaluation feedback On completion of the training all stakeholders will be required to complete an evaluation
document. The stakeholder results from the first scheduled training are shown below:

SERIAL | CONTENT STRONGLY | AGREE NEUTRAL DISAGREE
AGREE
APTRAK PROGRAM CONTENT
1 The SLW APPTRAK program is easy to follow YYYYYY
2 The content is relevant to the workplace YY YYYYY
APTRAK PROGRAM STRUCTURE
& The menus were applicable to the subject YYYYY YYY
4 The images were appropriately located YYYYY YY
5 The text was at the right size YYYY YYY
6 The colours were effective YYY YYYY
HELP MATERIAL
6 The help material was interesting YYYYYYY
7 The help material is current YYYYYYY
8 The material was well prepared and researched YYY YYYY
FACILITATION
9 The aims of the APTRAK program was clearly stated YYY YYYY
10 There is sufficient links to external agencies YY YYY Yy
11 The navigation is easy to follow Y YYY YYY

ADMINISTRATION AND RESOURCES

12 All Job seeker clients enquiries can now be dealt with quickly and YYYYYYY
effectively

13 Software and computer equipment were satisfactory YYYYYYY

14 Should animation be included? YYYYYYY
RECOMMENDATIONS

15 ;I'_he glolours of the program could be reviewed to make it more user YY YYYYY
riendly

Statistical data needs to be more friendly and easier to follow
Reports need to be reviewed and made user friendly
Navigation requires further study

SUMMARY

16 The Evaluation feedback provided during the APTRAK training period was informative and along with observations will be utilised to enhance
the program.




BUDGET

21. Costs  The program costs were kept to a minimum utilizing skills, knowledge and material resources of the organisation and
the benefits outweighed the costs. Benefits included an increase in conversion rates of the Job seeker clients, increase in completed
placement of Job seeker clients, improved morale, timely reporting of incidents and complaints, improvement in the Key Performance
Indicators, a reliable system of maintaining statistical data, and an automated system of monitoring activities. A breakdown of program
budget costs is shown below for internal audit purposes:

MATRIX 7: BUDGET

SERIAL ITEM COST QTY NOTES TOTAL
1 Trainer $30:00 1 @8 hours two days - Manager $2,400:00
2 Research $30:00 1 @8 hours 30 days - Manager $600:00
3 Handouts $30:00 48 @5¢c $300:00
Manuals $45.00 7 @$15.00 $00.00
4 Review Analysis $300:00 1 Manager $300:00
5 Evaluation Report $500:00 1 Electronic format emailed to Board of $300:00
Management
6 SLW APTRAK Computer Program $5000:00 1 In kind support $5000:00
7 Internet Access $30.00 1 @ 4 hours for four days $
8 Miscellaneous Stationary $100.00 $100.00
9 Compact Disks (CD) $10.00 2 $20.00
10 Staff salaries $31.00 7 @ 4 hours for one day (staff)
@ 4 hours for one day (Area
Coordinators)
11 Software $0.00 1 Licensed by organization for Server $0.00
12 Training Rooms $75.00 1 Training rooms for two days
13 Photocopier $15.00 1 @ 5 hours for one day
14 GST $506.50
15 TOTAL $5571.50
PROJECT EVALUATION
22. Primary and secondary evaluation functions The primary function of the evaluation was to identify whether the program did

increase the monitoring of activities, decreased the response time to Job seeker client complaints, improved the conversion ratios, and
decreased wasted man hours. The secondary aim of the evaluation was to identify the effects on staff morale and decrease in use of

resources across the Employment service areas by the sharing of data.

23. Evaluation and Analysis Methods. The tools used to conduct the evaluation were; On the job training Observations, informal
interviews, external performance statements, Surveys, and historical data. It is of interest to note that observations methods were both of a
verbal and visual nature. The following Evaluation Plan details the processes involved to conduct the evaluation:

MATRIX 8: EVALUATION PLAN

Serial Occurrence Stakeholders Date Time Remarks
1 Initial Meeting with WESTERN SKILLS 2 April 003 10:00 am Request for support. General outline of evaluation requirements. Costs. Resources.
Board of Management | NETWORK Board of Locations. Reporting timelines. Review Report times. Expected outcomes.
Management and
Manager
2. Area Coordinators Area Coordinators and 4 April 2003 9:00 AM Discuss methods of evaluation, timelines, location, staff access, feed back
Meeting Manager
&, Plan the Evaluation Manager 10 April 2003 Research and prepare Evaluation Analysis Tools, and methods of obtaining data.
9:00 AM Interviews, Observations, Resources, Statistics, Contact staff and Area
Coordinators, resources required, document journal for review of evaluation.
4. Conduct the Manager and staff 20 April 2003 Staff members interviewed. Historical Data, Questionnaires, Observations,
Evaluation 12:40 AM Evaluation Flow charts and other Training Needs Evaluation methods of obtaining
data are carried out. Debrief the staff involved.
6. Analyse the Manager 30 April 2003 Information obtained is analysed and compared to historical and other known data
Evaluation 9:00 AM to identify strengths and weaknesses of the program. Evaluations and
recommendations for part of the report. Additional cost previously not foreseen is
also taken into account.
7. Evaluation Report Manager 17 May 2003 Ensure that recommendations highlight any need for staff training, software
9:00 AM upgrades, changes in policies and procedures, Inform Area Coordinators of Final
report
8. Distribution of All Stakeholders 20 may 2003 Arrange for a meeting with all the Stakeholders involved. Ensure a copy of the
Evaluation Report 9:30 am report is available for all members. Check meeting location and test resources.
Arrange for an alternative site with the appropriate resources. Confirm bookings
and check Stakeholders attendance. Prepare and anticipate list of probable
questions and answers. Consider all objections and courses of action. Obtain
WESTERN SKILLS NETWORK approval for the recommendations to be
implemented.




24, Evaluation questionnaire  The Questionnaire is designed to provide feedback on the staff current status. The following is the
results from the first group of stakeholders:

MATRIX 9: EVALUATION QUESTIONAIRE

SERIAL QUESTION RESPONSE
YES NO
1 DO YOU READ THE FEDERAL GOVERNMENT BULLETINS ON A WEEKLY BASIS? 1 11111
2 HAVE YOU HAD PROBLEMS WITH THE JOB NETWORK PROVIDER? 1 111111
3 HAS ANY JOB SEEKER CLIENT BEHAVED IN AN UNACCEPTABLE BEHAVIOUR? 111111 1
FOR EXAMPLE, DISPLAYS OF RUDENESS, FOUL LANGUAGE, AND BODY
LANGUAGE SIGNALS?
4 ARE YOU AWARE OF THE SLW REPORTING PROCEDURE? 1 111111
5 DO YOU MONITOR THE JOB SEEKER PROGRESS? 1 111111
6 DO YOU ATTEND DEBRIEFING SESSIONS WITH AREA COORDINATORS TO 1 1111111
REVIEW PROCEDURES AND EVALUATE JOB SEEKER PROGRESS?
8 DO YOU BELIEVE THAT THERE IS ADEQUATE SUPPORT SYSTEMS IN THE 1 11111
WORKPLACE?
9 DO YOU REPORT INCIDENTS TO MANAGEMENT AFTER THEY HAVE OCCURRED? | 11 11111
10 DO YOU MONITOR PROJECT ACTIVITIES FOR TIME LINES AND CODE OF 1 11111
CONDUCT ISSUES?
12 DO YOU UPDATE THE JOB SEEKER STATISTICS ON A FORTNIGHTLY BASIS? 1 111111
13 WOULD YOU ATTEND DEVELOPMENT TRAINING IF IT WERE AVAILABLE? 1 111111
15 DO YOU MAINTAIN RECORDS OF ATTENDANCE? 1 111111
16 DO YOU PROVIDE JOB SEEKER CLIENTS WITH REFERENCE MATERIAL? 11111 1
15 TOTAL 25 65
SUMMARY
25. The Action Plan deals with tasks, responsibilities, presentation, budgets and evaluation of the program. The program itself is

designed to assist the user and is continually improved upon to meet the needs of the operator. The program has been extensively trialed
under various controlled field conditions. In each case the program was able to be adapted to meet each challenge. The only disadvantage
of the program is the limitations imposed by the MS Access program itself. However, the needs of the organization are adequately met and
the reports and statistical data provided by the program are sufficient.

26. The program is adaptable and safe guards will be built into the program to ensure the integrity of the data and that the information
remains secure.  The program can be manipulated and adapted to suit local needs. The Area Coordinators and administrators have
sufficient knowledge of the program and of Microsoft Access basic programming to create and design documents to suit their needs.
Backup support is available at the Managers level if so desired.

The Voice from the Pavement - Peter Adamis is a (not for profit) JournalistCommentator. He is a retired
Australian military serviceman and an Industry organisational & Occupational (OHS) & Training Consultant whose
interests are within the parameters of domestic and international political spectrum. He is an avid blogger and
contributes to domestic and international community news media outlets as well as to local and Ethnic News. He
holds a Bachelor of Adult Learning & Development (Monash), Grad Dip Occupational Health & Safety,
(Monash), Dip. Training & Assessment, Dip Public Administration, and Dip Frontline Management. Contact via
Email: abalinx@netspace.net.au or via Mobile: 0409965538



SERIAL

ACTION

Annex A

ACTION PLAN MATRIX - APM

STAKEHOLDERS

DATE

REMARKS

1

INITIAL MEETING

Board of Management
and Manager

28 February 2003

Manager to provide Board of Management with evidence gleaned from
statistical data based on performance standards, Observations, surveys.
Manager to provide a general outline of a computer program capable of
eradicating current anomalies in the manual system.

MULTIMEDIA ACTION PLAN
PROJECT DETAIL
GENERAL OUTLINE

Manager

1 March 2003

Manager to design a program needs analysis plan with aim of collecting
information. The information is to be gathered using current internal and
external resources. An outline of expected outcomes is to be detailed and
documented. The aim of the documented expected outcomes is to design
a program capable of improving the current manual system.

WORKPLACE PHILOSOPHY

Manager

2 March —
5 March 2003

The manager to research the history of the program, policies, manuals,
guidelines and WESTERN SKILLS NETWORK organisation structure.
Agendas either , overt, covert, staff behaviour, OH&S, work practices,
procedures, guidelines, code of conduct, goals, mission statements, and
external influences regarding the current program.

WHO WAS IT DESIGNED FOR

Manager, Staff and
Area coordinators

6 March 2003 -
19 March 2003

The program is to be designed to benefit the stakeholders to effectively
improve the conditions, workload, and procedures of the staff. The first
prototype is to be completed for trial purposes and to enable the manager
to document the program.

PROJECT DETAIL

Manager

6 March 2003 -
19 March 2003

The project detail will involve using Microsoft software with images
obtained from share ware software and from a digital camera. Extensive
use of Navigation will be used to enable the user to navigate around the
program. External links and or use of the internal hyperlinks are to be
used where possible. Colours will be subject to information supplied by the
users, although initially the basic colours will be utilized. Use of audio will
depend on feedback and will not be embedded into the prototype until it is
considered essential to the success of the program.

AIM OR PURPOSE

Manager

6 March 2003

The aim is to ensure that the program is efficient and effective to enhance
the organisations ability to remain competitive in the industry.

CONDUCT PROGRAM TRIAL

Manager, Staff

20 March 2003

A trail run of the program is to be conducted at Broadmeadows. The feed
back is to be documented and the program adjusted.

LOCATION

Manager

20 March 2003

Broadmeadows

STAKEHOLDERS

Manager, staff and
Area Coordinators

Initially the trial is to be conducted with the Broadmeadows staff to
ascertain their reactions and feedback. Secondly the area coordinators will
be approached for their point of view.

10

MANAGEMENT

Administrator

The program is to be designed to be accessed across the network and
administered buy an administrator located at each employment Service
area.

11

AREA COORDINATORS

Manager and Area
Coordinators

A meeting with the area coordinators will be conducted. At this meeting the
prototype will be displayed and a brief introduction to the program will be
conducted. Support from the Area Coordinators is considered crucial to the
success of the project. In the event the response is poor, the Board of
management is to provide guidance on what action is to be taken.

12

STAFF

Staff at all locations

Feed back from the staff at all locations will be essential to ensuring that
the program is utilized effectively. Staff will be able to have direct access
to the manager on issues surrounding the program.

13

PEDAGOGICAL ISSUES

Manager

Using Adult Learning principles based on Knowles, Brookfield and Vivien
Robinson, the Manager is to explore what form of adult learning styles
would best suit the staff. The Manager may consider using Griff Foley, an
Australian adult educator for local conditions. Whatever style is used, the
outcome must be compatible with that of the staff.

14

TYPE OF PRESENTATION OR
PROGRAM

Manager, staff and
Area Coordinators

20 March 2003

Microsoft Access along with Excel and "Word will be utilised throughout the
program. The program will be interactive and enable the user to navigate
within two easy steps to the desired page. Three “steps will be used only
where it is considered the information is not essential to the program

15

ENGAGEMENT MODE - CD
ROM COMPUTER BASES

Manager, staff and
Area Coordinators

The program will be resident of each Employment Service Area service in
order that the information is shared. A rewritable CD of the program will be
used to back up the data on a weekly basis and or as required by the
Administrator.

16

HOW LEARNING TAKES
PLACE

Manager, staff and
Area Coordinators

This will depend on the feed back from the initial trial of the program and
enhanced for the program training schedule.

17

COMPARE IDEAS WITH
OTHERS

Manager, staff and
Area Coordinators

21 March 2003

The program can only be compared within WESTERN SKILLS
NETWORKAdue to the confidentiality and copyright laws.

18

ORGANISATIONAL ISSUES

Manager

Organisation issues will be gleaned from the information gathered by the
manager as a result of the observations, manuals, Board of management,
other stakeholders, performance statements and other material relevant to
the organisation.

19

1.

EXISTING POLICIES

Manager

A detailed Action Plan Matrix (APM) is shown below:

Existing policies on the manual systems will be utilised with the aim of
automating repetitive workloads. The policies will be reviewed to ensure
that they are current and can be incorporated with the new framework of
the program.



SERIAL |

ACTION

STAKEHOLDERS | DATE

REMARKS

20

NEW POLICIES

Manager

As a result of the review of the existing policies, a new set of guidelines
and policies will emerge. The new policies will incorporate the essential
existing policies, the new contractual agreements, best practice ideas and
new technology. The aim is to marry all the concepts and procedures into
one new policy designed to meet the future. The policies will also be
designed to provide the organization with the edge to remain competitive in
the industry.

21

WORK GROUPS

Manager, and Area
Coordinators

A Working group comprising of Manager and Area Coordinators will be
created to enable the Area Coordinators to contribute to the overall project
and empower them with the knowledge and training to assist their
respective staff.

22

TECHNICAL ISSUES

Administrative staff

Technical issues regarding the project will centre on the resources required
for the project. A detailed list of resources and other technical issues is to
be created, documented and updated as required.

23

INFRASTRUCTURE

Manager

The infrastructure of the organisation will be dealt along with the
philosophical view of the organisation. The infrastructure of the program
will be dealt with elsewhere.

24

PRESENTATION

Manager

The presentation of the program will be conducted at each site using the
resources of each site. It is envisaged that an overhead project will be
used to portray the program while the staff operate at their computer. The
Manager will provide a verbal brief on how the program operates. The
program itself based on Microsoft Access will be user friendly and training
will be conducted at a pace that is compatible with the staff learning styles.

25

TRAINING OUTLINE

Manager

28 March 2003

The Manager is to design a training schedule that is compatible with the
needs of the stakeholders. The training schedule is to kept simple and with
the minimum of disruption to the current staff workload.

26

MANAGING THE PROJECT

Manager

The manager is responsible for the program, its design, training and
implementation.

27

STAFF RESPONSIBLE

Manager, and Area
Coordinators and
Administrators

All of the stakeholders responsible for activities whether | the field or at
computer will be responsible. Al staff involved in project activities will input
and update information into the program

28

TIMELINES

Manager

28 February - 30
May 2003

The Manager is to ensure that the program is in full operational order no
later than the 30 May 2003

29

ACTION PLAN

Manager

The action plan is to be reviewed and amended if necessary to meet the
timelines.

30

BUDGET

Manager

The manager is to use the resources within the organisation. The manager
is not permitted to obtain external support to complete the program due to
confidentiality reasons.

31

BUDGET CONTROL

Manager

The manager is to remain as per above guidelines. Budget costs are to be
documented to ascertain realm costs for auditing purposes.

32

PROJECT EVALUATION

Manager, and Area
Coordinators and
administrators

20 April - 30 May
2003

The Evaluation is to be completed no later than the 20 April and the Final
evaluation report completed by 20 May 2003.

33

SUMMARY

Manager

On completion of the Action Plan Report a summary of the program is to
be inserted indicating the usefulness or otherwise of the program. The
summary is to include possible future uses or the need for expanding the
program to other areas of the organisation.

34

GLOSSARY

Manager

A glossary is created and documented as the program develops. The
glossary is to be inserted in all the handouts and manuals that deal with
the Program
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SPONSOR STRATEGY

Microsoft Access - [frmSponsor Strategy : Form]
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NON PROFIT
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STRATEGY

1.Mestern Skills Netwark promated the Wark for
the Dole project thraughout 2002 within each
ES#, Patential sponsors were encouraged to
attend the Western Skills Network Sponsor
meetings, Staff followed up potential sponsor
telephone enquiries as a result of the Western
Skills Metwark brochures that were being
deposited in local communities, Area Coordinators
attend Area Consultative Committees,
Centrelink, CWC and DEWR meetings in addition
ko Mon Profit Community organisations to
ascerbain community and participant needs,
Within each E34 a local sub marketing
recruitment strategy is in operation to suit local
demands and needs,

CENTRAL DATA BASE

2.The infarmation gleaned From these sources is
entered into a central database maintained by
the manager. The aim of the centralized data
bank is to share knowledge and experience
artoss the three ES&'s, This method has proven
to be successful in the past and will continue to
be utilized to ensure that Western Skills hetwork
is & leader in their respective Recruitment
catchment area, This was also Followed up the
#rea Coordinator being active within the
community

CATCHMEMT STRATEGY

3.Western Skils Network has a proactive rale in
seeking new sponsors within each E34, Western
Skills Mebwark is mare than happy to promote and
attract new sponsors using traditional and
advanced methods of attracting new sponsars
for the ‘whork For the Dole programme,  Although
the current sponsars give excellent coverage to
the E.5.4 and Faciitate a number of
disadvantaged groups, the Area Coordinator
reviews and inwestigates other patential
sponsors within ESA catchments area, Western
Skills Metwark is also mindful of DEWR quidelines
regarding the quality and range of work
experience prospects and therefore takes
considerable steps to ensure that the high
standard is maintained.
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ACTIVITIES

Microsoft Access - [frmACTIVITIES : Form] - |5 |ﬂ
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V/ORK FOR THE DOLE ACTIVITY MANAGEMENT
STRATEGIES

Western Skills Network will manage all Wark For the Dale Activities in al E34s
efficienthy, This will be done in the following manner:

1. Western Skills Metwork will consult all relevant persons within each E54 to
discuss regional Employment Issues and Work Experience Opportunities, The
Consultants wil include Area Consultative Committees, WREDC, Employment
organisations and Community based organisations.,

2 Western Skils Netwark will use alveady established netwarks, such as Area
Cansultative Comittees o matket and advertise Work for the Dale actives to
potential Sponsors and ta the local community,

L
RECEPION 4 o ‘} HUSIC
COMMUNITY

3 Western Skils Metwark, will assist al potential Sponsors with their Work Far
the Dale activity proposal, This wil be done with existing an Sponsor Manual
which conkains “Additional Tips” which provides all a Sponsor requires when
completing an Activity Application”,

Westem
Skills -

Network

4. Western Skils Netwark, wil review all Activity Applications against specifies
Selection Critetia, recommend the Ackiviey and submit it bo DEWRSE via W,

5.0nce an activity has been approved, Skils Link West wil enter into a
contrackual agreement with the Spansar organisation to deliver Work
Experience activities,

&.Western Skils Netwark will place Participants into approved activities and
replace Participants once they have left the activty,

GOMPUTER 7.Maritaring of a project will accur in the follawing manner
I'.'INIHEH.I}GE Insert monitoring page.

& Weskern Skills Network, wil pay all Spansars For their Wark Experience Fees
in accordance with agreed upon and contracted budgets,

9, Western Skils Netwark, will provide DEWRSE 28 days natice for promational
events,

10, Western Skils Netwark, will ensure that all advertising promational material
is approved by DEWRSE and carries all appropriate badging and funding

EMERGENCY acknawledgements.,

FOOD RELIEF EXPERIENCE

TOURISH
HULTI HEDIA
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Sponsar

e

Project Activity Name

Teachers Aide Support Project

Project Activity ID

350

Activity Start

Monday, April 15, 2002

fActivity Completion

Sunday, October 13, 2002

FLUNDING:

415,510.00

15t instalment:

$12,408.00

Znd instalment;

3rd Installment:

1w

Outstanding:

LINENOWH

ES:

W

CONTRACT: IO

Claims Histary

COMPLETICN REPCRT SLBMITTED
EX(ESS 150 DAYS DEWR ACTION

WESTERN SKILLS NETYORK CLAIMS AND PAYMENT PROCEDURE - WORK
EXPERIENCE FUNDS

Claims are to be monitored to ensure that all Sponsors are paid,

Tn the event of outstanding claims, Lse the checklist to ensure that the
fillowing has been cormpleted:

&, Mid maonitoring report received,

B. Campletion repart received.

(. Certification statement received,

D, Acouittal received,

E. Contract on File,

F. Suppart letters on Az,

G, Insurance detals on Fie,

H. Claim details entered onto DEWR system,
[. SponsorfHost agreements if any.,

1. Al associated emals and other messages on Fle,
K. Mo outstanding issues,

when all of the above has been checked, compare the Approved Application
detals with the Mid Monitaring Report and the Completion Repart, I &l of the
detals are correct send an emal message to the responshle ESA advising to pay
the Sponsar,

In the event a Sponsor has faled to meet with the contractual agreement, the
Manager is to advise the resporsible ESA Area Coordinator of the decision and to
state the reasons why,

The Manager is to advise the Skils Board of Management of his dedision and the
teasons for non payment, This scenatio s not ervisaged to ooour unless Fraud is
eyident,

Preview Claims Reserved | | |

Specific Claims
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This menu is to be used to provide
assktance to the Area coordinators.

Whednever a new procedure has
been identified and agreed to by the
Area coordinatars and the manager,
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EnU,

This menu does not replace any
existing DEVWR. or Western Skills
Network Procedures.

It is & quick reference guide only.
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ACTIVITY APPROVAL PROCESS

L-_EI APPLICATION PROPDSED PROCESS JULY 2003.doc (Preyiew) - Microsoft Word = |ﬁ |ﬂ

- Fle Edt View Insert Farmat Tools  Table  Window  Help Type a question for help =

SRDB = - D oK.

i w ‘ (%] ‘ (o @) Favorites - 5] ‘ (C|DBS\Manuals\4PPLICATION PROPOSED PROCESS JULY 20030 » _

'«

Go

|»

PROPOSED APPLICATION PROCESS
BASED OH THE ACTIVE PARTICIPATION MODEL
WEF 1 JULY 2003
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d. Barkng detals
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B repots B Mer Close SLW Catchment Area I McrOpen ESA-NW
@ Pages & MerClase ACTIVITIES & McrCpen ESA-P
‘ A Macos 2 MorClose APTRAK 2 McorOpen ESA-S
& MerClase APTRAK ACTIVITY & MerCpen ESA-SE
& Modules F MorClose CLAIMS & MorOpen ESA-5W
& MerClase Community Information & MerCpen ESA-W
2 morClose rptAPTRAK-Analysis 2 McrOpen MAIN MENU
& MerClose SPONSOR, STRATEGY & MerCpen NW-CATCHYENT AREA
2 MorDown Button 2 mcrOpen NwW-JHM
& MerCpen ACTIVITIES & morCpen Nw-HPO
2 mor0pen dpplication Analysis 2 mcrOpen NW-5PR
& MerCpen APTRAK, & MerCpen SLW-CATCHYENT AREA
I MerOpen APTRAK ACTIVITY REPORT 2 MecrOpen SPOMSOR STRATEGY
2 McrCpen APTRAK BOARD MANAGEMENT DECISION 2 MerOpen SW-CATCHMENT AREA
2 McrOpen APTRAK DEWR DECISION 2 mcrOpen SW-JNM
8 McrCpen APTRAK RECOMMENDATIONS & merCpen SW-HPO
2 MorOpen APTRAK SPONSOR 2 mcrOpen SW-SPR.
2 McrCpen APTRAK SPONSOR, PROFILE & MerCpen wW-CATCHMENT AREA
I MerOpen APTRAK UNDER CONSTRIICTION 2 merOpen W-JNM
8 merCpen APTRAK-FILE CHECKLIST & merCpen wWA-NPG
2 MorOPEN CLAIMS 2 mcrOpen W-SPR
& merCpen Community Codes T3 MorPREVIEW APTRAK-ANALYSIS
2 morOpen Community Information 2 MoPREVIEW APTRAK-FILE CHECKLIST
& merCpen Cultural T3 McrPREVIEW CLAIM REPORT
roups
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SPONSORS

Microsoft Access - [qryCommunitiesNW-INM] Jﬂﬂ
File Edit ‘iew Insert Format Records Tools  Window Help Typeaquestionforhelp = 0 B X
ORGANIZATION NAME ADDRESS SUBURE TELEPHONE FAX EMAIL ADDRESS MELWAYS CONTACT =
DIAMOND VALLEY GHRISTIAN GENTRE 03 94712235
IIESTERN EULLDOGS TRAINING CENT) 03 96897355
COMPUTERBANK AUSTRALIA INGORP( 03 96009161
YOUTH PROJECTS INCORPORATED 03 93049100
[SMITH AND STANLEY FOUNDATION 03 93888500
[RECRUIT NET ING [ [ o3 gasaa6m8 | [ [
[RECRUITNET GAREER SKILLS [ [ o3 gasaa6m8 | [ [
[TASKFORCE COMMUNITY AGENCY INC| | [z o5215081 | | |
LIOBGO EMPLOYMENT SERVICES | [ o3 933004 | [ [
[KANGAN BATMAN TAFE [ [ o oa055780 | [ [
[EROADMEADOS EMPLOYMENT EROJI [Eroagmeasons [0z 00083z | [ [
[BROADMEADOINS EMPLOYMENT PROJI [Broagmeadons  lassossaz | | |
[EMPLOYMENT AND TRAINING GONNEC] [Erunguick o3 o4see538 | [ [
[EMPLOYMENT AND TRAINING CONNEC] [Erunguick o o4see538 | [ [
[ESSENDON NETUORK FOR EMPLOYME] [Moones Pongs [ozgarossnt | [ [
[ESSENDON NETIORK FOR EMPLOYME] [Moones Pongs [0z garossrt | [ [
| | | | | | |
I
Record: I4| 1 || 1) |PI|HP| of 16
Form Yigw
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NON PROFIT ORGANISATIONS

Microsoft Access - [qryCommunitieshw-JNM] 18] x|
File Edit ‘iew Insett Format Records Tools  Window  Help Type a question for help = 2 @ X
ORGANIZ ATION NAME ADDRESS SUBURE TELEPHONE FAX EMAIL ADDRESS MELWAYS CONTACT &

Tenarts Urion Of Wictoria Ascot Vale #a Vasey ot Ascat ale 4326 9390 Cormrunity Lisisan Cfficer
Ezsendon Community Lenal Centre 134 Mingate Avenug JAscot ale H3T6T929 43769748 Michelle Old
|1J1|1nuate Auenue Communty Centre 134 Winoate Avenue  [Ascat Vale B3TEEE44 Jackie Jenking
|P~111fu00d House Community Cantre 202 Erinbiank Cresent [Atwood 9302 2642 Cormmunity Lisison Oficar
|Brnadmeadnm|s Cormrmniy Ledal Service [180 Widford Sreet  [Broadmesdans 93023911 93096658 Comriniy Lisison Oficer
|Banksia Gardens Community Centre |69ﬁ‘5 Prarcrale Parac|Brnadmeadnsz |9309 i | | |Cnmmunihr Liaison Oficer
[Enmaralesk Jenrang Associgion e [o Ceral [proaomeatons  [ps02 0740 | | {community Lisison Oficer
|Bmadmeadows Cammunity Heath Sertrices|35 Johnetone Sfreet |Broadmead0ws |$3455000 |$34556555 | |Susan Raulings & Rachel
|Br0admead0tms Cammunity Ledal Service |1 #0 Wickordl Street |Br0admead0tms |93023911 |9309653$ | |Commun'rh; Liisan Officer
[Dallas Neighhourhaod House [182 Wwedtore Sreet  [Broacmeadons  [osoe2131 [s3022095 | [atale Valenzeta
|Nurth liiest Area Mertal Heatth Service |200 Sydney R |Brunsuuich |93$T 4465 | | |Cummunihf Liaison Cfficer
[Brunswick Cortact Neigtbourhood House |18 Garden Srest  [Brunsinick [s3s79901 | | [Micheli
|ru10reland Corrunty Heath Service |11 Glenlyon Road |Brunsuuick |93$?6?11 |93$?541? | |Commun'rh; Liisan Officer
|Tenants Lnion Of ‘icioria Brunsuwick |351 Barkly & |Brunsuuich |9326 0 | | |Cummunihf Liaison Cfficer
[Damestc violence & Resource Centre 139 Svoney Road  [Brunswick [y3s04343 [y3s04373 | {Community Lisison Offcer
[Diversity orks Brunsuick [7 Union Sreet — [Brunsuick lwsgro0r | | [Brne Paics
ltustraian Gresk Wefiare Society - Adhinish{7 Urion Srest  [Brunswick [9383 9998 | | [ Maria Balos
lAustalian Turkish Assiociatn [suite 4, 354 Barry Roal Camobeleld [93590054 | | |Cormmuty Lizison Oficer
|ﬁus1ra|ian Lehanese Wiefare Coninites |2$? Syney Road |Coburq |93$331 i | | |Commun'rh; Liisan Officer
IMureland Corrurity ane Financial Cerive [75 Bell Sheet [Cotury |o504555 [o340433 | | Cormuity Lisison Offcer
IMoreland Commurity Heath Service |93 Bell Sheet [Coburg [93504000 |o3s01518 | | Cormnuity Lisison Offcer
|ru10re|and Cotniunity Service and Imormatidxo Bell Sreat |Coburu |93506386 | | |Communihf Liaisan Officer
|craitgeburm Corrurity Heath Gertre 55 Craitjeburn Road |Graitjebum loa0g1200 [oa0s3166 | | Cormuity Lisison Offcer
ity of Coburg Neighbourhood House (32 Nichalson Srest [ East Coburg 9363377 [o3471651 | [Mia Barone |

Recard: H| q || 1 F |>I |>*| af 60
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TABLES

Microsoft Access - [Monash Multi Media Assignment EDF 2804 : Database {Access 2000 file format}] - |E |1|
NEEESRY|3 2R o- K- | ke|@ <Sa- 0.
File Edit ‘Yiew Insert Tools ‘Window Help Type a question forhelp |+ 2 @ X
[Fopen | Design hew ¥ %o
Objects . Create kable in Design view
| Tables @ Create table by using wizard
GuEiles @ Create table by entering data
application
Forms APTRAK
B reports CLATMS CURRENT COMTRACT
@ Pages QUTSTAMDING CLAIMS - OLD CONTRACT
2 Macros thlCommurnities
thlCulkural
"3 Modues thlPost Codes
Groups
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APPROVAL PROCESS

L-_EI APPLICATION PROPDSED PROCESS JULY 2003.doc (Preview) - Microsoft Word = |5 |ﬂ

" Fle Edt Yiew Insert Format Tools Table  Window Help Type a question for help =
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Gor
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PROPOSED APPLICATION PROCESS
BASED OH THE ACTIVE PARTICIPATION MODEL
WEF 1 JULY 2003

The pmposed proces s suggested i subject to .
r:\l Sporsor approaches CILC with acthity proposal.

- Frea Coordnator imvestigates the proposed acthviy, visits sie. (Agred by Araa
N Coordnators and harager Aprl 03)

sporear pmndes supporting documentation: {Agreed by Aea Loordnators and
Menager Apnl 03)

- a, Fish Aesecament

b. Support Laters

. Ireurance documertation (Public liability - Cetification)

. Hankng deta

@ & Agplcation

Sponsorsubmis applaion to LINL,

CANC enters Application oty ESC3 (ot submitted stahus) Area Coordinaorto adwize

L:o hanager when applization i entered onthe DBIR system. (Agreed by Area
. Coordingtors and hanager April 02)

CNC - Area Coondin@orconsiders application. Aea Coordnaor 2ssists the sponsorto
enzure 3ll the criteria aremea.

Frea Loordnaorcoreuls wih ather Area Loomingtars within silks Link Wizat torthar
- peneal and nput. (s Hobson believes thatthe Maragersioutd alo be iwoked f
- the dimursong atthis fage - Bikay 03

- Frea Coordnatorsubmis Fpplicationto Hills Lk et anager for appmoal. (Agreed
. by #eea Loordnators and Manager Apni U3)

- hnager anatyses Fuplication for approvalinon approva folkwing DBAR and il
Link: st Guidelines. harager hastwo weeksto anahyze the applcation. (Agreed by
Frea Loordnators and Manager Aol L)
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PROJECT ACTIVITY ANALYSIS

icrosoft Access - [rptAPTRAK: ¥SIS : Report] - |ﬁ|£|

Close | Setup |F v ;

‘B Fle Edt View Toos Window Help Type a question for help = _ & X
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AESTERN SKILLS NETWORK - SPONSOR PROJECT ACTIVITY ANALYSI¢
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Eulldngs 830 Teachers Aide Support Project w S
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BENCH MARKS AND FORMULAS
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CLAIMS AND PAYMENTS

Microsoft Access - [frmMAIN MENU : Form] o |ﬁ' |1|
File Edit Wiew Insert Format Records Tools  Window  Help Type a question for help = - @ X
»

THIS PROGRAM HAS BEEN DESIGNED
BY PETER ADAMIS FOR THE MONASH MULTIMEDIA ASSIGNMENT., EDF2304

-loix]
Western | WORK EXPERIENCE CLAIMS AND PAYMENTS
NSk_lll..s, T . Sponsar Project 1T Project Mame

et‘mﬁkif‘;‘" Bulldogs 990 Teachers Aide Support Project
Fucns ][ A Wotk || PAYMENT HISTORY | [stert Date
W -
$15,510.00 _‘. i1l [COMPLETION REPORT SUBMITTED 1 | Monday, April 15, 2002
_ EXCESS 180 DAYS DEWR ACTION
1zt instalment | Status | |End Date |
$12’408'00 ‘ ‘ ‘ Sunday, October 13, ‘
ond instalment || Status | 2002
Grd Instalimert || Status |
NA ‘ ‘

CLLTURAL CLARS COMMUMITY  STRATEGY  SPOMSOR RECRUIT SL A BCTIVITIES

recard: 4 [ 1 v [mi[p#] of &

EXIT

Record: LI;” 1 e of 1
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CLAIMS AND PAYMENTS REPORT

=181
g'§|p mm|Fit - glose|§etup|Fv

: File Edit Wiew Tools ‘Window Help Type a question for help = - @ X

WESTERN SKILLS NETWORK CLAIS AND PAYMENTS

Py [N a2 Projactin Sertigta Fuwiiag fohinstE!  Iediashl Sdeshs! E84 MANAGERS OBEERVATON S

End fate SEhis SEhE SET

Teactars A e Support 41452002 1551000 $12,408.00 HA W  COMPLETION REPORTS UEMITTED
Pt ENCESS 150 DWYE DECIR ACTION

0 Remz

300z 2325510 $18E0408 $STOT.OR INVOK: EMESING FROMFILE
0K FOF. KPUT
ENTERED ONTO S WS TEM UNGONFIRMED
ETINETALMENT 12 NOW 02
2 INETALMENT 1 W3

003

Crployiret Senvizes SMIR00Z TR0 $20,14.94 MO 0O MPLETION REFORT
WO WO E
Hizzanz $ ?,(:EQRU;P;LTDN STATEMENT
ETINETALMENTZ2S WGy 02

siionn fISS0M0.0 $5TE0.00 $42404.75  $B0836.TS NO WD REFORT

n ENCEES 150 DAYE
ETINSTALMENT S B0 00
2HD INSTALMENT 3 JaN 01
3FD INSTALMENT & FEE (2
DEJE ACTION

1zBiz

a0z 100020 $24800.46 $0471.82 MO FILE MILaELE
N0 CERTIFIATION S TATEMENT
NO ACCUTTAL

Taezonz MO WD REFORT
N0 CO MFLETION REFORT
ETINETALMENT 6 MAR 02
NI INETALMENT % SEP 02

Thavsday, May 08, 208

Page: I<|<|| 1 >|>I|

Ready CAPS
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File

PROJECT TIME LINE

Microsoft Access - [frmAPTRAK : Form]

Edit  Wiew Insert Format  Records  Tools

Window  Help

=18 x]

Type a question Forhelp '« 2 & X

Application detais |Analysis| Manager Notesl Praject Actiity Appraval and Appeals Pmcessl Financel Help I

WESTERN SKILLS NETWORK PROJECT ACTIVITY TIME LINE CHECK LIST

Aty Narre: Teachers Aide Support Project B W |’*"ea GuiEy: | |34 |
seehers: |Sp0nsorName: | |Eulldogs |
Anplication 1D; ot I0: iy m Joh Mok Merrker:
ID:
[Date Acty Sart: | [Moncizy, Apri 15, 2002 Sponsor Profie:
[Date Activty Conpleted: | |Gunday, Ortober 13, 2002

|Date Application Sentto ESA by Sponar:

|Dﬂppli1rcatinn ertered on DEWNR Syster by ESA:

|Date Anplication Sentto Manager-1 by ESA:

Date Anplication received by Manager-1:

[Date Actviy File raised

Activity Repart Details:

[Date Activty Reportoreated:

[Date Actvity Repart senttn DEWR:

|Date Application refurned to ESA for Rewiei-1

|Date Anplication recieved by Manager-2:

Date Anplication Approved by Mariager:

|Date ESA advised of Application Approval:

|Date DEINR acvised of Application Approval:

[Date Aty Reportupdateet:

[Date DEWR. ystem Appraval:

|Date Sponsor paid $0% up frontfee by ESA

| MainMenul Close |

Application

& 'Startl Monash Multi Media Assi. ., | frmMAIN MEMU © Form

Record: I4| q || 1 |b| |HE| of 36

|| & rmapTRAK: Form

« W QL] x3zem



PROJECT ANALYSIS CHECKLIST

Microsoft Access - [frmAPTRAK : Form]

Records  Tools

Fle Edit Yiew Insert  Format

‘Window  Help

Twpe a question for help

=181 x]

.9 X

Application details ~ Analysis |ru'lanager Notesl Project Activity Approval and Anpeals Processl Financel Help |

U J Has an Activity File been raised

U d Has an Activity Repaort created

U ﬂ I this an Internal Spansared Acvity

U ﬂ I this an Internal Spansared Brokered Acvity
U ﬂ I3 this an External Sponsred Activity

U ﬂ I3 this an External Sponsored Brokered Aty
U j Has Anplication been entered onto DEWR. system
U ﬂ I3 the Sponsor & Mon Profit organisafion

U ﬂ Hae Suppart Leters Receied with application
U ﬂlﬂl‘as the Risk Management completed by CIlC
U ﬂ i3 & Sponsor/Host Agreement completed

U ﬂ Arethe Insurand Details completed

U ﬂ Has the Contract been Sioned by all stakehalders
U ﬂ I this 8 Rollower application

D s [1sthe actuty in e ESA

U ﬂ Is the Activity Outine seff explanatary

U ﬂ Iz a Palice Check Required

U ﬂ Does application meet Criterion 1

U ﬂ Does application meet Criterion 2

U M Does application meet Criterion 2

U ﬂ Does application meet Criterion 4

U ﬂ Does Application meet Criterion &

U ﬂ Does the Activity meets the Job Seeter needs

U ﬂ Dies the activity meetthe Commtiunity needs

U ﬂ |5 there Job Seeker Post Placement Suppart

U ﬂ Has the sponsor advised the Host of fnance suppart
U ﬂ I this applicaton recamimended

U ﬂﬁre the Budget Project Supervisor Costs Ok

D3 s |ove the Budget roject dinistaive Costs O

U ﬂlsﬂﬂe Bucyet Project Graduation Costs reasonable
O s [are theBudget Project Materials Costs reasonabie
O ﬁﬁre the Bucget Project Ims Costs reasonable

U ﬂ}\re the Budgyet Project OficeRent costs reasonatile
U ﬂ}\re the Budgyet Project Training Rental Costs reasonable

U ﬂﬁre the Bucyet Project Capital Equipment Costs reasonable

U ﬂ Is the Bucyet Project Salary Costs acceptable

Uy Are the Budget Project Other Costs within reasanable limis

D3 s |ave e Buiget Project Auct Costs witin reasonablefn
U ﬂﬁre the Budget project Signage costs acceptable
U ﬂﬁre the Budget Project Promation Costs acceptable

U ﬂﬁre the Bucyet Project Telecommunication Costs acceptable

U ﬂﬁre theBudget Paricipant training Costs reasanatile

D & |15 the Burtget Patcipant Training Costs within 5 12 % oftoal Cost

U ﬂﬁre the Budget Paricipant PRE Costs reasonable
U ilBudget Participant Oher costs

WESTERN SKILLS NETWORK APPLICATION APPROVAL AND ANALYSIS CHECKLIST

U il Budget SpansorHastin kind suppart

U 1' Budet previous Rollover Costs

U illsihe Budgyet Reasonabile

U il s the Training 4 ks ar less

U ll Manager sent Mon Agproved 1o Sponsor ESA
U il Spansar wil appealto SLI Board of Management
U1 s, [Job Seeker rformiaton Session conducted
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Fecommendaion Score
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r |If Sponsor has appealed, go to appeal process. |

COUTION: ALL TASKS QUTLINED IM RED INDICATE
CRITICAL TASKS.

ANALYSIS FORMULAS GHECKLIST

The Application Approval and Analysis
Checklist is designed to assist the Manager in
his role as the Appraving Authority, It is also
designed to support the Area Coordinatars in
their role by providing up to date information,
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MANAGER NOTES
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‘ Aty Mame: ‘ APPLICATION HISTORY

Teachers Aide Support Project

‘ Application 1D; H Actity ID: ‘
| I

ESA: W Mutaher of Job
Seekers:

Date Actiy Strts: |
Monday, Aprl 15, 2002 |
Date Activty Cormpleted |

unday, Ortober 13, 2002 |
Area Cordinator: ‘

|
|
|
|
|
| ! |
|
|
|
|

Sponsor Name: ‘

Bulldogs |
Job Metwork Member: |
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PROJECT ACTIVITY
APPROVAL AND APPEALS PROCESS
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‘ S M Y — [ ‘ hlon Approval Leter sent o Sponsor and ESA e [ | Sponzor appeals t DELIRover decision |
| Date Application Sent to ESA& by Sponsar: | Date: Wanager senis MNon Bpproval th Sponsor ahdESA: | | s T |
I ‘ I potizor appeals Dver ecizion;
| . | |
AREL CODRDINAT OF AHALYSIS APPLICATION, INVESTIGATES O Gjonsay appeals o Boand of Mapauerent '
ACTITY AND ADWISES SPONSOR ON ADMINETRATION RECUIRED. ] 0 | DEIIR. Ravies GG Dacer |
| | DSprippeal TO BOM: |
Date Application entered on system | '
N | DENIR Dec Det: |
I 0 | Board of Manayement reviews manayers ecision |
AREA COORDINATOF DISCUSSES ARPLICATION AT AREA | I
ML Al O | Eoarl of Management accepts managers decizion |
EREACOORDINATOF, SUBMITS APPLICATION TO SKILLS LINK EST | .
WANAGER UNTH ALL APPROPRIATE ACTIVITY DOCUMENT ATION | Board of Manaernett details for Sponisar |
Date Application sent to Manager
WENAGER ANALYZES APPLICATION A5 PER DEUWR; AND SKILLS LINK
ST BOARD OF MANAGEMENT GUIDELINES.
WENAGER APPROYES APPLICATION. AREL CODRDINATORS ADVISE
SPONSOR, OF APRROVAL,
Date Applicationapproved Mot approved I
|‘ | | Date Sponzor avized of Board of management decizion
‘ DEINR. Supports CWC Decision #pproval
I O Process
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FINANCE
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Spansar

s

Project Aciviey Name

Teachers Aide Support Project

Project Ackivicy 1D

990

Activity Skart

Monday, April 15, 2002

Activity Completion

Sunday, Cctober 13, 2002

FUNDING:

415,510,00

1st instalment:

412,408,00

Znd instalment:

3rd Installment:

A

kst anding:

LIMKROWH

ESA:

L

COMTRACT: IO

Claims History |

(COMPLETION REPORT SUBMITTED
EXCESS 150 D¥S DEWR ACTION

WESTERN SKILLS NETWORK CLAIMS AND PAYMENT PROCEDURE - WORK
EXPERIENCE FUNDS

Clairns are to be monitored to ensure that al Sponsars are paid,

In the event of outstanding clairms, use the checklist to ensure that the
following has been completed:

&, Mid monitoring repaort received.

B. Completion repart received.

C. Certification statement received,

[, Acquittal received,

E. Contract on File,

F, Suppart letters on File.

G, InsLrance detals on File,

H. Claim details enterad onto DEWR systerm,
1. SponsorfHost agreements if ary.

1. Al associated emals and other messages on Fie,
k. Mo outstanding issuies.

When all of the above has been checked, compare the Approved Applcation
details with the Mid Monitaring Report and the Completion Report, If all of the
details are correct send an emal message to the responsible ESA advising to pay
the Spansar,

In the event a Sponsor has faled to meet with the contractual agreement, the
Manager is to advise the responsible ESA Area Coordinatar of the decision and to
state the reasons why,

The Manager is to advise the Skils Board of Management of his dedision and the
reasons for non payment, This scenario is not envisaged to ooour unless Fraud is
gvident,

Specific Claims | Preview Claims

Reserved | | |
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HELP
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Men, .
Corrrurity Wark Resource Fomng Autivity Application
This menu does nat replace any o
- . Pazsportto Evplovnent Cortacts Tratitig Credit Requestf
existing DEWR or Western Skills : e ——
etwork Procedures, Trait credts Insurance: Manal Tratational PTE Clairn Procedure
It is a quick reference quide anly. ot Congent Publcty HPI Consutghon
Contributions will be welcame. . .
Matkefit and Protioion Blossary (A Sponsor Contract 2003
Infrrein Mariagnent Creating places Ative Parbcpation Madel
Paytetts Manaing Places Proposed Application Process
Catrrnutity Acfioh Grous GG Spansor Cotdract IWEF Prniciples
Draugtt Force Maraiing Oblisations Recrutmert Stratey
Ernployert Services PEitA Manauement Concem Levels
Farmng Moty Fortis b oty Report Termplate
Chanige Cottral Maritaring Procedure UMY & Moty Report
Maihouse Letiers Resoutee Payients CITS & Moty Reort
Traiing Shonsor Moritoring fon DEES f Moritly Regot
Ppnroval schedule Resoutce hsurance Mol Stafisfics Ternplats
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GLOSSARY

1. The following is a list of acronyms and abbreviations used throughout the document:
ABBREVIATION TITLE

APTRAK APPLICATION TRACKER

CEO CEO

DEWR DEPARTMENT OF EMPLOYMENT AND WORKPLACE RELATIONS
ER EVALUATION REPORT

TO TRAINING OFFICER

ICD INTERVIEW CATCHMENT DATA

KPI KEY PERFORMANCE INDICATORS

oJT ON THE JOB TRAINING

QTY QUANTITY

WSN WESTERN SKILLS NETWORK

SPI STRATEGIC PLANNING INFORMATION

TDC TRAINING DATA COLLECTION

TCS TRAINING COURSE SCHEDULE

TO

TRAINING OFFICER
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