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Statement of Purpose  
 

Corangamite District Adult Education Group Inc., is a 
community-based, not-for-profit, education and training 

provider, which delivers quality access, general, vocational and 
recreational programs. The Group aims to improve social 

equity, participation and the quality of life of the community by 
promoting and fostering life -long learning for adults. The 
programs are delivered in co-operation with other groups, 

provider and industry.  

Corangamite  Distr ict  Adult  Educat ion Group Inc  

History  

The Corangamite District Adult 
Education Group had its origins 
in Terang in 1984. It started as 
an óoff-shootô of the 
Warrnambool TAFE Adult 
Literacy Program and at that 
time our sole function was to 
provide one-to-one volunteer 
tuition in reading, writing and 
basic mathematics. 
 
Before long it became obvious 
that the local need was 
substantial so a separate group 
was established. In 1985, the 
community-based and run 
group was incorporated and 
after considerable research and 
discussion was named the 
Camperdown and District Adult 
Literacy Group, although there 
was no office or centre. In 
1987, a  part -time co-ordinator 

was appointed and a centre 
was established in the Corner 
Room, Theatre Royal Complex, 
Camperdown (then known as 
the Community Centre) and 
was originally the Mechanics 
Institute.  
 
In 1994, we became known as 
the Corangamite District Adult 
Education Group, Inc., and we 
moved quickly to establish the 
facilities to enable us to offer 
the full range of Adult and 
Further Education programs 
including user-pays leisure 
programs, general education, 
labour market programs as well 
as vocational education and 
training, while at the same 
t i m e ,  m a i n t a i n i n g  o u r 
commitment to basic education. 

 

CDAEG INC - AN OVERVIEW 

Our Mission Statement  

Corangamite District Adult 
Education Group Inc., is a 
community-based, not-for-
profit education and training 
provider, which delivers 

access, general, vocational 
and recreational programs.  
The Group aims to improve 
social equity, participation and 
the quality of life of the 
community by promoting and 
fostering life-long learning for 
adults. 
CDAEG, Inc., contributes to 
the social and economic 
development of the district by 
providing opportunities for 
adults to return to study, 
improve their literacy and 
num e r a cy  sk i l l s ,  ga i n 
qualifications in specific 
occupations, enhance their 
employment prospects and 
construct pathways for further 
education and training. The 
programs offered provide life -
long learning skills and skills 
for education and training 
partnerships with local 
government, employers and 
other program providers in the 
district. 
 

CONTENT S 

CDAEGñAn Overview 1 

Vision 1 

Mission Statement 1 

Statement of  Purpose 1 

Strategic Objectives 2 

Objectives Defined 3 

SWOT Analysis 4 

Planning and Needs  
Analysis 

6 

Timeline 7 

Financial Indicators 9 

Organisation Chart 10 

Course Delivery Plan 10 

Workforce Development Plan 11 

Student Safety 13 

Strategic Alliances 13 

Locations/Facilities 13 

Continuous Improvement 15 

B U S I N E S S  &  S T R A T E G Y  P L A N  2 0 0 9 - 2 0 1 3   

OU R  V I S ION  F O R  A D ULT  C OM M UN I T Y      
E D U C AT ION  I N  C ORA N G A M I T E  

To establish an integrated, 

comprehensive learning 

community which values 

lifelong learning as an the 

accepted means for social 

prosperity achieved through 

the promotion of personal 

growth, development and 

social awareness. 

To establish Corangamite 

District Adult Education 

Group Inc as a reputable 

partner in achieving a 

learning community for the 

Corangamite region. 

To provide education and 

training opportunities which 

are inclusive of all learners 

through life-stage programs 

in order to develop an ethos 

o f  se l f-d i rec tedness, 

preparedness for transitions 

of life. 

Executive 
Chairperson: Mrs Catherine O’Flynn 
Secretary:      Ms Sharon Lock 
Treasurer:      Ms Jackie Clarke 

Other Members 
Ms Kristy Clarke 

Mr Mervyn Edmunds 
Ms Raeline McLeod 
Mrs Felicity Sloane 
Ms Jenny Wedlock 

BOARD OF MANAGEMENT 



(2) Continue to expand operations throughout the region  

SMART 

Objectives are: 

Specific 

Measurable 

A ttainable 

Resultsð oriented 

Timed 

Strategies:  
Utilise synergies of community partnerships to enhance partnership models for local 
education delivery 
Actively pursue opportunities for potential partners with similar values and mission  
Review the networking model of delivery 

(3) Increase program repertoire and funding opportunity through a life-
long learning philosophy  

Strategies:  
Develop policy and operating protocols for indirect provision 
Negotiate collaborations and alliances with other providers, local government and 
community groups 
Strengthen delivery in non-standard education markets, eg., review our capacity to 
introduce U3A to the region, programs for younger learners, youth and mature -age 
learners 

(4) Quality enhancement of programs, administrative procedures and 
student services  

Strategies:  
Review strategies to increase access to, and improve facilities and resources 
Align all program delivery to the Australian Quality Training Framework and ensure 
continued compliance as a Registered Training Organisation (RTO) 

Key Performance Indicators  
Increased awareness of the presence and value of adult education provision within the 
Corangamite region 
Increased community partnerships with an emphasis on substantive collaborative 
dependencies 
Improved presence established through community awareness activities 
Achievement of a 90% customer service evaluation in surveys 

Key Performance Indicators  

Utilise synergies of community partnerships to enhance partnership models for local 
education delivery 
Actively pursue opportunities for potential partners with similar values and mission  

Key Performance Indicators  
Substantial shift toward meeting demand in all age groups thereby enhancing lifelong 
learning as an integral social indicator  

Key Performance Indicators  
Achievement of compliance through self-assessment and statutory audits of quality provision 
All curriculum, further education and fee -for -service programs aligned to AQTF standards by  
2010 through ACFE A-Frame process 

STRATEGIC  
OBJECTIVES  

(1) Improve image  

Strategies:  
Initiate best practice customer service strategies 
Initiate a major review of publicity and promotion strategies  
Initiate community involvement strategies  
Improve program distribution and advertising  
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Policy 

Corangamite District Adult Education Group Inc will identify the opportunities for improvement of our systems through assessment of information provided 
in student evaluation surveys, corrective action reports, staff suggestions and any other means. Subsequent actions will be captured through our Corrective 
Action Record process which will record action taken as a result of feedback, AQTF self-assessment reports, minutes from planning and review meetings and 
staff induction materials regarding continuous improvement responsibilities. 
 

Quality Assurance and Continuous Improvement Policy  
CDAEG Inc wishes to assure its clients (students and external organisations) that we will provide a quality education and training delivery through a regular 
review and improvement process. CDAEG Inc staff is committed to performing at the highest standards and we aim to provide a stimulating and innovative 
environment for the learning and teaching experience. We seek through our reviews to actively enhance staff, infrastructure and organisational capability. 
 

CDAEG Inc will use the Australian Quality Training Framework as its benchmark in the provision of quality training services. CDAEG Inc will approach quality 
assurance and continuous improvement by examination of best practice as displayed by competitors locally and further afield to provide: 
 
1. Quality learning and teaching and student experience 
 
2. Evidence-based approach. CDAEG Inc evaluates its achievements against appropriate standards. Its quality assurance methods are evidence-based, where 
outcomes and feedback from stakeholders (including students, staff, employers and the community) will provide the basis for analyses and conclusions on 
which improvements are planned. 
 

Features  
1. A commitment to widespread involvement of staff, students and stakeholders in the quality assurance process  
 

critical self-evaluation 
 

external assessment of professional courses through accreditation application and reviews;  
 

systematic use of user groups for collection of evidence on service delivery standards and student 
experience 

 
2. A focus on efficient management, planning and resource processes to achieve excellence and ensure continuous improvement  
 

strategic goals linked to plans, priorities and the review system; 
 

strong Board of Management and committee structure to develop, implement and oversee administrative and academic policy;  
 

regular cycle of reviews of administrative performance ;  
 

allocation of funding to address areas for improvement;  
 

a performance management and development system for all staff, including managers. 

CONTINUOUS IMPROVEMENT  
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Stakeholders Interest/Issues Current Information Location Current Data Collection Tools Future Options to Gather Data 
for Continuous Improvement 

Action 

Leadership Team         

Board of Management Policy/Governance Policy & Procedures Document Leadership Questionnaire 
Planning and Compliance 
Meeting Minutes/Agenda 
Quality Manual for Continuous 
Improvement 

  

Centre Manager Effective/Efficient Processes and Management       

Other Internal Stakeholders         

Students/Learners Quality of Learning Project 

Duty of Care 

Awareness of Organisational Policy 

  
{OH&S 
{Website/Student Handbook 

Learner Satisfaction Survey 
Concerns/Complaints 

  

 Suggestions Box 

Staff     Staff Questionnaire Staff Meetings 

Tutors     Tutor Questionnaire Tutor Professional Development  
Sessions 
QMS Records 
Compliance Inputs [Meetings] 

Volunteers     Volunteers Questionnaire Volunteers Meeting 

          

External Stakeholders         

ACFE Barwon SW Regional 
Council 

 Funded Programs 
Registration as ACFE Provider 

 Self Assessment  Delivery Plan 
AVETMISS 

  

Employers  Training 
Input into training [UOC/Electives] 

 Workplacement Records  ACER SMART Data 
Questionnaire 

 QMS/Smarter Data 

Policy Framework         

VRQA  Compliance to AQTF2010 and VRQA Guidelines 
Imbedded Quality 

 Training/Administration Manager  AVETMISS 
QMS [Quality Management 
System] 
Smarter Data 

 Improvements Register 
Tutor Professional Development 
Training/Assessment Systems 

Quality Framework  Compliance      Industry 



 WHAT HOW WHERE WHEN 

OH&S PARTICIPATION BY TUTORS       

Tutors are engaged in ensuring the safety of 
their students through systematic 
participation in recognition and reporting of 
safety issues 
 
Tutors are required to perform a check 
utilizing the standard OH&S checklist for the 
room (s) they are using as learning 
environments 
 
 
Tutors remain vigilant in ensuring a healthy 
and safe learning environment is maintained 
 
 
Tutors monitor student behavior when they 
suspect students maybe under the influence 
of drugs and/or alcohol 

Reporting of any threats and/or safety issues to 
the Training Manager. Any issues are brought to 
the attention of the Training Manager and 
where an issue is evident a CAR is activated 
  
 Performing a check against the checklist 
indicating any issues. The checklists are 
forwarded to the Training Manager for 
initialization of the CAR activation  
 
   
 Vigilance/Checking 
  
  
  
 Vigilance/Checking 
  

On their time sheets 
  
  
  
  
In each learning 
environment used by each 
tutor to ensure continuous 
improvement is 
maintained 
 
In the learning 
environment and its 
surrounds 
  
 Vigilance/Checking  
  
  

Fortnightly 
   
  
  
 
 At the first session of use 
of any given learning 
environment  
  
  
  
 At all times 
 
 
 
At all times  
 

BOARD OF MANAGEMENT/CENTRE 
MANAGER 

      

The Board of Management, together with 
the Centre Manager ensures the continued 
safety of students 

Through regular and systematic review of OH&S 
in its Planning and Compliance Committee 
Meetings 

Regular inspection and 
reporting by the OH&S 
Representative [Ms 
Sharon Lock] 
 
OH&S uodates through 
Worksafe Australia  

 
Bi-monthly 

STUDENTS     

  

Students are reminded of their 
responsibilities in maintaining a healthy and 
safe learning environment 
 
Students are requested to provide comment 
and report any issue that they consider to 
represent a danger to any user of the 
facilities 

Information given at Information Sessions 
Posters in each learning environment 

 At information sessions 
In initial classes of course or 
program 

  
Prior to enrolment 
At commencement of 
classes 

FACILITIES    

Our facilities are protected by alarm systems 
for general security and smoke alarms 
 
Caution signs are displayed when cleaning 
functions require extra caution, eg., slip 
hazards, etc 
 
Safety is inherent in the smaller size of the 
building allowing ease of hearing by staff of 
distress calls 
  
  
  
  
  

  
   
  

 
 
 

  
  
  
  
  
  
  
 

STUDENT  SAFETY  
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Creating an appropriate image in the mind of the community is part of the promotion, or selling process but it has direct imp lication on marketing.  

 

CDAEG needs to build on established practices and develop further strategies to ensure a continual place in the public eye. 

 

Critical is the need to develop a marketing strategy to evoke a pro -active role in the provision of our services to business and industry within the 
district.  

 

The public profile of CDAEG can be increased and enhanced through marketing strategies such as ñLearning Partnersò. This is a concept which takes 
up our need to be óout and aboutô in the community - increasing our public profile through the development of a strong marketing  strategy and, 
concurrently, incorporating a ódeveloping pathwaysô theme to what we do. Such a strategy would complement our current programs by enhancing 
confidence and assurance that training we offer leads to new avenues of learning. An extrapolation of the strategy would lead  to such arenas as 
workplace training and work placement activities for the Centre, which would enhance our ability to provide ópathwaysô to employment. 

A "market-driven" approach to educational provision is based on determining and satisfying client needs.  It also requires conti nuous pro-active 
connections with all elements in the community.  
 
Within Corangamite there are a myriad of community networks eg. sporting and social clubs, community organisations, school pa rent groups, senior 
citizens groups, political organisations, industry groups and associations, kindergarten and playgroups, neighbourhood watch groups, Landcare, 
environmental and coastwatch groups, book clubs, retail organisations, health care groups, church groups, CFA, volunteer groups, other adult 
education providers, Koori groups located in the south-west, ethnic societies, people of language backgrounds other than English, etc. 
It stands then that if you can identify the community groups and networks, and market through them, the chances of gaining mu ltiple enrolments is 
increased. 
 
The task of researching and marketing through community groups and networks needs to be tackled in four stages:  

1. Develop a directory of community organisations. 
2. Define the tasks, which could be carried out through these community groups/ networks.  
3. Establish the reputation of your organisation as a potential asset to community groups.  
4. Develop mutually beneficial operating arrangements with as many groups as possible. 

OBJECTIVES DEFINED 

 EFFECTIVE PROMOTIONAL STRATEGIES TO CREATE AND MAINTAIN OUR IMAGE 

ACTIVELY PURSUE COMPLEMENTARY PARTNERSHIPS TO ENABLE AND SUPPORT GROWTH 

PROMOTE LIFELONG LEARNING AS THE VEHICLE FOR DEVELOPING ATTRACTIVE PROGRAMS 

It is in the interest of all established service providers to maximise opportunities for strategic alliances. Such collaborat ion can promote lifelong 
learning through the establishment of a dynamic and adaptable provision network and infrastructure system. Such an approach c ould distinctly 
increase the potential ñreachò of those involved as the age groups perhaps commonly catered to could become less mutually exclusive. One of the 
means by which this could be achieved is: Indirect provision   or outsourcing delivery. Market research may determine that there is a need for a 
program which is either beyond the capacity of CDAEG Inc or which can better be provided by a specialist service organisation. I n this instance 
CDAEG may need to contract another organisation to provide that course. The students would still be enrolled with the organisation that located 
them (and hence SCHôs would remain theirs) but they would negotiate a price for delivery of the program by the other organisation. In this way the 
two providers are for each co-operating to service the needs of the community. It is envisaged that this would be a two way rela tionship. 
 
Integral to the promotion of lifelong learning is the provision of counselling, guidance and referral  to address the needs of adult learners. There may 
be a need in Corangamite for an organisation that operates as a specialist educational and career pathways advisor. Such an organisation could, 
within a referral role:   

Be available to people in the community attempting to re -engage with an educational course, as a source of information and advice about 
district education and pre-education options. 
Act as an advisor to industry on all education and training options and as a facilitator between industry and appropriate tra ining 
organisations. 
Refer clients on a commission basis to other provider organisations. 
Contract programs and services to Employment Placement Enterprises (EPEôs) for inclusion as part of their "customised assistance 
packages" to the unemployed. 

The ideal outcome is to have, or have access to, the resources to fully satisfy the adult education needs of the Corangamite and District Community. 
 
Resources can be classified as Human (or manpower) Resources, and Physical (or equipment and facility) Resources. 
 
In the  current environment it is absolutely vital that the cost of access to resources is kept to a minimum and resource expenditure is rest ricted to 
high use items. In other words it is necessary to maximise the use of available resources. 
 
Strategies for growth in an austere environment can be considered in three parts:  
 

Maximising the effectiveness of existing resources by implementing efficiencies, developing alternate management and operating strategies, 
(including defining priorities) etc.  
Increasing the availability of resources within a cost minimisation policy through volunteer recruitment, hiring or sharing t he resources of 
other new role organisations, outsourcing specialist programs, etc. 
Development of a realistic resource acquisition plan, which will facilitate growth in priority areas over time.  

MAXIMISE USE OF AVAILABLE RESOURCES TO MEET IDENTIFIED NEEDS 
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Geographical location between larger 
towns ï huge potential catchment area 
Welcoming to the Community 
Good location/Excellent Facilities 
Strong linkages with community 
organizations 
Developing partnerships for extended 
delivery 
Centrelink Agency ï supports 
infrastructure, provides service to wider 
community 
Relative smallness ï more personal 

Is there a downside?  
 
 

Not all of the community  
Camperdown ócentricô 
Is this threatening to some 
people? 
 
 
Continuity of funding  

Is there a risk?  
Success 
 
Withdrawal of partners to 
establish own programs 

Growth through partnerships 
 
 

STRENGTHS 

OPPORTUNITIES 

SWOT 
ANALYSIS  
 

Growth involves maintaining 
strengths as much as exploiting  
opportunities. 

An opportunity converted to a 
strength becomes a capability. 

Page 4               BUSINESS & STRATEGY PLAN 2009 -2013  

O R G A N I S A T I O N A L  

Access for variety/diversity of student 
populations ï youth, mature, rural  
Low-cost, affordable courses 
Qualified, empathetic teaching staff 
High percentage of Module Load 
Completion Rates [MLCR] 
Ability to achieve funding imperatives ï 
SCHôs, project outcomes (FLW, BHC, etc) 
Broad range of Nationally Accredited AQF 
Qualifications 
High levels of customer satisfaction 

C O U R S E  D E L I V E R Y  

Value given to cost of course 
ï cheapness 
 
Quality of provision 
 
Continuous Improvement/
Risk Management 
requirements of the AQTF 

C O U R S E  D E L I V E R Y  

O R G A N I S A T I O N A L  

Capitalise on niche markets, leisure, 
legislative/statutory  
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LOCATIONS AND FACILITIES  

   

Adult Education Centre 

124 Manifold Street Camperdown 

Training and Assessment Board of Management Meeting Room/Classroom 

General Classroom 

Computer Laboratory 

Open Learning Area 

Kitchen 

 General Disabled Access 

Off-Street Parking 

 Other Services Centrelink Agency 

NILS Program 

Camperdown Menôs Shed 

Public Internet Access 

   

Other Building Used   

Manifold Place 

140 Manifold Street Camperdown 

 Large Conference Room 

First Aid Courses 

Schools  Computer Laboratories 

Mudbrick Building 

Shadforth Street, Terang 

Training Meeting Room 

Heating/Fans 

   

   

 

 
 

 
 

 

 
 

 
 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Corangamite 
District Adult 

Education 

Otway 
Community 
College 

Consumer 
 Affairs Victoria 

Southern Grampians 
Adult Education 

South West 
ACE Providers 
Group 

Community 
College 
Warrnambool 

Camperdown 
Menôs Shed 

South West 
TAFE 

. 
Centrelink 

Corangamite Shire 
Economic 

Development and 
Tourism 

 
 Old Courthouse 
Casterton 

The Hub 
Horsham 

The chart above portrays Corangamite District Adult Education Group Incôs strategic alliances with other education and service providers.  
 

 

Relationship indicators:  

No relationship       No line 

Communication        

Communication and/or some collaborative activities 

Strengthening collaboration        

Frequent communication and/or active collaboration   

Weakening collaboration       

Corangamite 
NILS 

Camperdown 
Community 

House 

Terang/
Mortlake 
Health 

Simpson 
District 

Community 
Centre 

Corangamite 
Shire 

Pastoral and 
Agric Society 
Camperdown 

Camperdown 
Lions Club 

Rotary Club 
of 

Camperdown 

Uniting 
Church 

Camperdown 
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Geographic location - long distance to larger 
urban areas where the numbers of students 
are; cost for travel to attend here  
Complacency/delusion in our belief about 
customer service, systemic 
Awareness of organization within the entire 
community 
Degree of vision 
Limited understanding of culture, vision and 
values of ACE 
Lack of effective evaluative instruments 
Library resources under-utilised in research & 
teaching 
Attitude - longer tooth not necessarily the 
healthy one, lack of team feeling  
Under provision of professional development 
opportunities 
Reliance on government funding 
Ability to clearly determine effective 
succession planning for both staff and 
membership of the Board of Management 

Is There a positive?  
 
Potential for distance education 
 
 
 
 
 
 
 
 
 
Valuable resources present 
 
 
 
 
 
 

Is there an opportunity?  
 
Build on social capital through 
Volunteers  
 
 
 

Risk of losing experienced staff 
 
Level of Membership on Board of 
Management 
 
Perceptions/misconceptions about CDAEG 
programs/value attachment 
Reductions in ACFE funding ï new providers 
in Barwon SW region 

WEAKNESSES 

THREATS 

A pessimist sees the difficulty 
in every opportunity; an 
optimist sees the opportunity 
in every difficulty. 
--Winston Churchill 
 

O R G A N I S A T I O N A L  

C O U R S E  D E L I V E R Y  

Donõt be afraid to 
acknowledge a weakness. 
An undiscovered weakness 
cannot be overcome.. 

BUSINESS & STRATEGY PLAN 2009 -2013                 Page 5  

óUntappedô student base 
 
 
 
 
 

Non-Involvement in Workplace Delivery 
Imbalances between female and male 
uptake to courses 
Equipped locations for leisure courses 
(woodwork, metalwork, art, etc)  
Facilities for leisure (art, music, etc)  
 

Risk of losing experienced staff 
Loss of markets due to external motivations 
for training income 

Increase Fee-For-Service 
provision of accredited courses 
Establish database of tutors 
Competitive marketing/
awareness of products within 
community 

C O U R S E  D E L I V E R Y  

O R G A N I S A T I O N A L  



We continue to be involved in community presentations to local community, service and 
general interest groups to improve the profile of Corangamite District Adult Education 
Group, its staff and programs. We have built on our existing advertising and promotion 
program through regular ôwhatôs onô articles in local newspapers, a radio advertising 
campaign and the introduction of a colour brochure to assist in the dissemination of 
information about the Centre and its programs.  
We have been responsive to community demand for education and training programs, 
which have strengthened our links with business organisations and the community. Our 
provision of Centrelink Agency services provides a ñback to workò linkage for the 
general community and we have developed alliances with local community-based 
organisations to participate in local projects including the Camperdown Menôs Shed and 
the Corangamite NILS.  

PLANNING & 
NEEDS 
ANALYSIS 

WITH LEARNERS 

We undertook extensive trials and consultations with learners within separate 
ñtownshipò based communities during 2003 in order to identify key strategies to engage 
learners from a community of learning perspective. The major outcome of this 
engagement and planning with learners has identified the need to establish training 
programs, which are available to local communities themselves. We need to provide 
training programs in local towns. Our study concluded that learners are more likely to 
participate in programs, which are developed from a community base.  
During 2008 we participated in research on two levels:  
1. evaluation of how best to engage, and support, learners in courses/programs with 

work outcomes, and 
2. participation of men in learning  
 
Students are keen to participate in basic education and training courses, which meet 
their specific and identified learning need both immediately and which provide 
articulation to employment or further education.  
Students have responded favourably to the variety of choice offered through our 
program planning process and have indicated that our courses are learner-centred and 
meet their needs. 
 
Through these programs we plan to offer training, which encompasses learning to 
know, learning to do, learning to live and learning to be. This is particularly relevant to 
younger people and the older learner as we have undertaken research and further 
planning to specifically meet the learning needs of these groups of learners. 
 
The other main tool for planning and continuous improvement of our organisation and 
its services is the Learner Satisfaction Survey which is conducted across many of our 
learning programs. We plan to continue to foster further formal and informal networks 
to offer outreach to other locations and continue to monitor market needs to identify 
and respond to community requirements reflected by understanding our clients needs.  

WITH THE BOARD OF MANAGEMENT 

The Board of Management, through its governance, planning and policy role is engaged 
on a regular basis in the planning cycle. Through involvement in the planning and 
establishment of several community alliances, the Board of Management demonstrates 
its commitment to embracing community capacity building and the furtherance of the 
ACE learning community through collaboration. The management of planning and 
compliance has been foremost in the mind of the Board of Management and, through 
the establishment of the Planning and Compliance Committee, the Board is able to 
manage its responsibilities within a planning and compliance mindset. During 2010, the 
Board of Management plans to improve the educative imperatives of the organisation  
by encouraging participation of training and assessment staff in the planning cycle.  
 

WITHIN THE BROADER COMMUNITY 

 

He who has the plan wins. 
Without a plan of  your own, 
you run the risk of  waking 
up one day, and finding out 
that you've ended up where 
somebody else wanted you to 
go!  
Errol Smith 
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  IDENTIFIED DEVELOPMENT OPPORTUNITIES IMPLEMENTATION RESPONSIBLE 

BOARD OF MANAGEMENT       

The Board of Management is nominated 
annually at the Annual General Meeting 
(April of each year). New Members may not 
be familiar with many aspects of the 
provision of adult education in the 
community. 
  

It would be beneficial to the decision-making 
process that each member of the Board of 
Management had some knowledge of the 
basis for funding, understanding of jargon 
eg., SCH, ACFE, OTFE, and course information 
eg., CGEA, CIALN, Gen Prep, ALBE and Voc 
Ed. 
  
The effective operation of the organisation is 
dependent on each member of the Board of 
Management's understanding of their 
responsibilities as stakeholders in the 
organization 
  
Office Bearers should be fully conversant 
with the responsibilities and duties of that 
office held 
  

Induction into CDAEG 
Induction into ACE Sector 
  
  
 
   
  
Funding Bodies 
Jargon (Acronyms) 
  
  
  
  
  
  
  
  
  
 
 
 
Responsibilities of Committee Members Specific
- Office Bearer Responsibilities 
  

Annually for new Board 
Members  
  
  
  
  
 
Ongoing 
  
  
  
  
  
  
Annually  
 
 
 
  
  
  
Annually 

Chair 
Centre Manager 
   
  
  
 
  
Centre Manager  
  
  
  
  
  
  
Refer Policies 

STAFF       

Centre Manager, Adult Education Officers 
  
It is recognised that a new Centre Manager 
would, in all probability, not have had 
exposure to the ACE Sector. 
  
Induction is essential to equip the Centre 
Manager in dealings with funding bodies, 
eg., ACFE, Skills Victoria 
  
The Centre Manager accepts some 
responsibility for financial management and 
financial achievements of the organisation. 
Training in computerised accounting 
package in current use, eg., Quickbooks 
  
The Centre Manager is responsible for 
maintenance of student records database. 
S/he must become familiar with computer 
operation, AVETMISS Data Collection 
Systems 

   
 
 
Induction into CDAEG 
Induction into ACE Sector 
    
 
Administration 
  
  
  
Financial Management 
  
   
  
 
 
 
Information Technology 
  
AVETMISS Statistical Collection Databases 

   
  
Change of Staff 
  
  
  
  
As required 
  
  
  
 
 
 
 
  
As required 

 
 
 
 
 
 
 
 
 
 
Directed by Centre 
Manager [Administration 
Manager] 

TUTORS/ASSESSORS       

General 

Induction into ACE Sector 
  
  
Moderation 
On-Line Training Techniques 

At commencement 
  
Twice Yearly 
As Required 

  
Training Manager 

Accredited Training and Assessment 
  
It is a requirement that all tutors wishing to 
deliver ac credited courses are properly 
qualified 
  

CGEA 
  
  
  
  
AQF Nationally Accredited Courses 
Qualifications as detailed in the Training 
Package 
  

  
   
Teacher Qualification 
Plus Certificate IV in Training and Assessment 
(TAA40104) 
  
  
Certificate IV in Training and Assessment 
(TAA40104) or equivalent plus current industry 
experience 
  

Employment Conditions and 
Contract 
 
 
 
 

  
  
  
  
  
  
  
Training Manager 

WORKFORCE DEVELOPMENT PLAN  
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ORGANISATION CHART  

     twhW9/¢95 {/IΩ{   

    2010  2011  2012  2013 2009  

Foundation            

21890VIC  Certificate I in Initial Adult Literacy and Numeracy (Entry)          

21891VIC  Certificate I in Initial Adult Literacy and Numeracy (Foundation) 420  420  420  560  580 

21892VIC  Certificate I in Initial Adult Literacy and Numeracy (Established) 1900  1900  2100  2500  2620 

21770VIC  Course I Initial General Education for Adults          

Skills Creation            

21671VIC  Certificate I in Transition Education 3600  4200  4600  4600 3600  

21672VIC  Certificate I in Work Education          

21771VIC  Certificate I in General Education for Adults [Introductory]          

21772VIC  Certificate I in General Education for Adults 1200  1560  1650  1820 370  

21773VIC  Certificate II in General Education for Adults 1540  1650  1800  2400 120  

SIR10107  Certificate I in Retail Services          

SIR20207  Certificate II in Retail 396  440  520  620 396  

ICA10105  Certificate I in Information Technology 795  650  720  920 795  

ICA20105  Certificate II in Information Technology 620  820  920  2400 120  

BSB20107  Certificate II in Business 60  120  240  1200 60  

Skills Building            

BSB30107  Certificate III in Business 60  120  420  840 60  

BSB30407  Certificate III in Business Administration 2665  3200  3500  2800 2665  

CHC30102  Certificate III in Aged Care Work 14100       12676  

CHC30302  Certificate III in Disability Work 15600       10178  

SIR30207  Certificate III in Retail          

CHC30402  Certificate III in Children’s Services        1000  

 CHCHC301B Work effectively in home and community care environment        150  

 CHCHC302B Provide personal care in a home and community care environment        350  

CHC30208  Certificate III in Aged Care 1560  15560  15560  15560   

CHC40108  Certificate IV in Aged Care   3975  3975  3975   

CHC30708  Certificate III in Children’s Services 1200  4624  4624  4624   

CHC30408  Certificate III in Disability 610  6100  7200  7200   

21774VIC  Certificate III in General Education for Adults   420  480  520   

CHC40102  Certificate IV in Aged Care Work          

TAA40104  Certificate IV in Training and Assessment 2950  4200  4200  5620 3920  

Skills Deepening            

TAA50104  Diploma in Training and Assessment   3030  4040  3030   

TOTAL    49276  53189  57089  61329 38710  

COURSE DELIVERY  
 

Board of Management   

Chairperson 

(Managing Director) 

Secretary Treasurer   

        

Centre Manager 

(RTO Manager) 

   

  

    

        

Finance Manager   Bookkeeper 

Defined in Duty Statement 

  

        

Administration Manager     AEO 

Project Officer 

        

        

Training Manager 

  

    AEO 

Student & Training Support 

  

        

      Training/Assessment Staff 

Defined in Duty Statement 

Marketing Manager 

  

      

        

Human Resources Manager 
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    PROJECTED BUDGET 

   2010  2011  2012  2013 

OPERATING BUDGET         

Estimated Receipts         

Fixed Income         

Government Funding         

   ACFE Profile  120600  140700  160800  180900 

   Commonwealth Equip  1183  1183  1183  1183 

   ACFE Sustainability  1750  1750  1750  1750 

Centrelink Agency/Reimbursements  40808  40808  40808  40808 

         

Variable Income         

  PETP  11000  0  0  0 

Course Fees         

  Funded Programs (Inc Conc)  27400  29000  31000  34000 

  User Pays  21041  23000  25000  32000 

  Amenities Fees  6600  7000  8000  9000 

Grants/Projects         

  Corangamite Community  1000  1000  1000  1000 

Books & Resources  1100  1100  1100  1100 

Fundraising  519  900  1200  1500 

Use of Facilities  3560  4000  4000  5200 

Donations  289  300  300  300 

         

TOTAL INCOME  236850  250741  276141  308741 

         

Estimated Payments         

Fixed Costs         

Administration         

  Accommodation - Lease/Duties  10320  11500  12500  13500 

  Electricity/Water  6916  7000  7200  7400 

  Bank Fees/Government Duties  876  500  560  600 

  Photocopier Lease  7200  7200  7200  7200 

  Insurance  3000  3000  3000  3000 

  Payroll  87758  88000  88000  88000 

         

Variable Costs         

  Advertising  7860  8000  9000  7300 

  Photocopier Costs/Machine Costs  6957  7500  7200  2000 

  Postage  4770  4800  4800  4800 

  Stationery  3190  3000  3200  3100 

  Subscriptions/Memberships/Registrations 8010  8010  8010  8010 

  Telephone/Facsimile/Internet  5040  5000  5200  5800 

  Sundry Costs  7660  7800  7800  7800 

         

Funded Program Costs         

  Payroll  48100  48100  48100  48100 

  Teaching Aids  1822  2000  2000  2000 

  Venue Hire  600  600  600  600 

  Provider Charges  2700  2700  2700  2700 

  Subscriptions  150  150  150  150 

         

User-Pays Program Costs  12773  12700  12700  12700 

         

         

TOTAL PAYMENTS  225702  227560  229920  224760 

         

Income/Expenses  11148  23181  46221  83981 

         

Debt Ratio  .08  .04  .03  .02 

Working Capital Ratio  1.53  4.69  8.77  12.21 

Net Profit Rate  .05  .09  .17  .27 

Debt to Equity Ratio  .07  .03  .02  .01 

         


