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Introduction

Vision Australia welcomes you to our services and we would like to take this opportunity to encourage you to use this guide as an important resource as you make your way through your training program. This handbook is designed to provide prospective and existing students with information about the services we offer, student rights and responsibilities, and an outline of the processes and procedures associated with our training courses. Should you find any of the information contained unclear, or if you would like more information, please contact us. Contact details are at the end of this booklet.

Vision Australia aims to be the leading provider of quality accredited training for people who are blind or vision impaired. The training is designed to provide our students with greater independence and enhanced quality of life through the provision of knowledge and skills which lead to pathways for employment, independent living or further education, in addition to promoting a philosophy of life long learning.

Students are assisted in achieving their learning goals with the provision of the use of the latest adaptive technology and teaching techniques. Materials for all courses are provided in the client’s preferred format including braille, electronic, large print and audio.

The College provides a range of tailor made, accredited, training and short courses including:

· Basic Computer Skills with Adaptive Technology including:

· Keyboarding

· Windows

· Email

· Internet

· Braille (Grade 1 & 2)

A range of programs is on offer throughout NSW and ACT.

Staff

Our professional, dedicated staff have extensive experience in providing training and support to people who are blind or vision impaired. As a minimum our trainers have completed Nationally Recognised Workplace Trainer and Assessor qualifications and have experience in the field in which they are training. They are expert users in computer based equipment, and have a thorough knowledge of the adaptive technology needed to make these accessible.

Course delivery and availability

The courses we offer are part-time and self-paced or in groups.  Students work directly from course materials provided in large print, audiotape, electronic or Braille formats. 

Contact Vision Australia for course dates and times.  

Entry into Vision Australia Courses shall be based on the following: 

· Being willing to undertake a Training Needs Assessment

· Being willing to undertake training in accordance with the adaptive technology and course recommendations identified in the Training Needs Assessment

· Where applicable, having a satisfactory past attendance record

· Class Availability – Students may be placed on a waiting list

· Being willing to accept and abide by the policy pertaining to Students rights and responsibilities

Additionally, priority of access will be given to Students with an immediate employment, education or independent living need.

Prerequisites

All intending students need to have an initial interview.  At this interview we will establish student's training needs, adaptive technology requirements, specific learning needs and create a personalised training plan.

Some courses offered by Vision Australia require students to have completed other courses prior to enrolment. Individual course prerequisites are listed in the Course Outline brochures in this booklet.

Recognition of prior learning (RPL)

Vision Australia College, as a Registered Training Organisation recognises students who have completed non-accredited courses, or who have attained relevant practical skills in other ways, may apply to have these recognised as satisfying part or all of a unit of competency or module requirements. In all circumstances, Vision Australia College will require a student to complete a skills assessment exercise for the course or unit of competency for which the student is seeking exemption.

Enrolment procedure

You can register for a course by phoning Vision Australia. Please advise course name and code.

· Expressions of interest for places in courses will be recorded and places confirmed prior to commencement of each course.

· Places cannot be guaranteed in these courses until confirmation.

· Courses may be cancelled if minimum group sizes are not reached.

· Course dates may be added or changed throughout the year.  When this occurs students will be contacted as soon as possible.

· In exceptional circumstances courses may be cancelled at short notice.

Qualifications Issued

· Statement of Attainment: Vision Australia is a Registered Training Organisation, registered by VETAB, and can issue Statements of Attainment. These verify that certain skills or competencies have been achieved and are nationally recognized.  Some of our computer courses have an optional assessment section. Students who pass this assessment can be issued with a Statement of Attainment. This can provide a basis for Recognised Prior Learning for students wishing to pursue further studies, for example, in business skills and office administration. It can also enhance job opportunities. Those courses that can lead to a Statement of Attainment are noted in the course descriptions. If you need further information, please talk to a Trainer.

· Typing Speed and Accuracy Statement: Students who complete keyboarding courses can be assessed on their typing speed and accuracy and if an appropriate level is attained, issued with Statement of Typing Speed. 

· Vision Australia shall recognize the Australia Qualification Framework (AQF) qualifications and statement of Attainments issued by other Registered Training Organisations.

Fees And Charges

· There is no charge for any of the courses themselves, however a fee may be charged for the learning materials for some courses. 

· The fees are listed with the course description.  

Refund Policy

· There are no fees for the courses. However a nominal fee will be charged for learning materials for some courses. These learning materials will be available on the first day of the course.

· The fees for learning materials are mentioned in the course description.

Student's rights and responsibilities

Student's Rights

Students attending training at the Vision Australia have a right to:

· A safe, pleasant training environment, free of physical or attitudinal barriers to learning.

· A training program that meets student's needs as specified in an agreed Training Plan.

· A training assessment and appeals process that meets the requirements of the Australian Quality Training Framework.

· Make a complaint without fear of prejudice through the Vision Australia Complaints Policy and Procedure.

· Modifications and adjustments being made for identified additional disabilities where applicable.

· Obtain a referral to other Vision Australia Services if the needs of the student cannot be met by a Vision Australia staff trainer.

· Welfare and guidance support services being available to you on an individual basis through your allocated service provider.

Student's Responsibilities

Students attending training at Vision Australia have a responsibility to:

· Request an access pass from reception when attending an appointment with a member of staff or a scheduled training session.

· Visitors wishing to see a staff member without an appointment may be met by that staff member at reception. If the staff member is not available the client will be invited to make an appointment.

· Attend training sessions as outlined in the agreed Training Plan.

· Prepare for training sessions and undertake agreed coursework where applicable.

· Notify their trainer of any inability to make an appointment or class with as much notice as possible. 

· Relay to their trainer any problems being experienced.

· Participate in evaluation activities and offer constructive advice relevant to course delivery

· Commence and complete work at the designated start and finish times

· Utilise the canteen only at agreed times. 

· Avoid using mobile phones while in training sessions. Mobile phones must be switched off in class, except on approval from the trainer in special circumstances. 

· Not to eat or drink in training rooms.

· Avoid behaviour that will cause a distraction or affect the concentration of other students 

· Understand that harassment or bullying of other students or trainers or other staff  is not tolerated.

· Ensure that utilising Vision Australia’s computer networks and Internet facilities is done in a responsible manner consistent with Vision Australia's Internet, E-mail, and Software Acceptable Use Policies. Copies of these are available on request.

· Participate in sound ergonomic computer use and safe practice suggested by the trainer and outlined in the Introduction to Windows course.

· Behave in a way that contributes to a safe training environment

· Consult with the trainer about any training related Occupational Health and Safety (OH&S) concerns or queries.

· Ensure no pets are brought to Vision Australia premises.

· Ensure that guide dogs are kept under strict control at all times.

Access Centre

The Access Centre is available for students to use for word processing and research. It is 

for independent use only. Bookings for the workstations are essential so please contact your local office.

Assessment & Assessment Appeals 

Assessment for students enrolled in a course is performed using a combination of observation, practical exercises, verbal and written questioning of 

underpinning knowledge and written coursework. 

Assessment Appeals

· You will be given an opportunity to appeal your results immediately if you do not pass your assessment.

· You can appeal against your assessment results anytime within a period of 28 days after receiving your results.

· To appeal, you need to fill out an appeals form and send it to the Team Leader, Technology and Training Services. An appeal form is on the next page.

· Your appeal will be dealt with within fourteen days of your lodging the form.

Vision Australia Assessment Decision Appeal Form

Applicant Name: _______________________________________________

Unit of Competency: ___________________________________________

My assessor has advised me that I am not yet competent in the above Unit of Competency. I appeal the decision as I consider that I have demonstrated competency for the following reasons:

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Please continue on a separate sheet if required.

Signed: 

Date:

Client Feedback 

Clients are encouraged to participate in the planning, operation and evaluation of Vision Australia services. Our organisation contacts clients to obtain feedback on the quality of its services. Other input can be provided through questionnaires, discussion groups and consumer forums as well as advisory committees.  The peak internal committee representing the views and needs of clients to the Board and management is the Client Representative Council. Contact us for more information.

Vision Australia Policies

Vision Australia has a broad range of policies that reflect its commitment to ensuring its clients are treated with dignity and respect.  Policies cover such topics as human rights, freedom from abuse and sexual harassment. Vision Australia also aims to ensure services meet individual needs and are of high quality. 

Vision Australia’s Code of Practice for the Provision of Education and Training Courses, aim to ensure Education and training services meet individual needs and are of high quality.

Complete copies of all our policies and our Code of Practice for the Provision of Education and Training Courses are available by contacting us. Contact details are at the end of this booklet.

Privacy, Dignity & Confidentiality Policy

Vision Australia is committed to its legislative responsibility to protect the personal information of its clients. When personal information is collected by Vision Australia it will ensure:

· It is collected by lawful and fair means

· It is used for a lawful purpose

· It is collected with your consent and

· The purpose for collection is made clear and explicit.

Where information has been obtained from a third party we require that it has been obtained by lawful and fair means.

When you give Vision Australia information that is personal in nature you can be assured that this information will not be released unless the law requires it or your permission is given.

We provide a secure environment for both storing personal data in both the physical format via filing and storage areas and for data in electronic format via our computer system.

If you need further information or if you feel that your privacy has been violated or you want specific details on Vision Australia privacy policy, you can either contact Vision Australia College directly or you can send an email to the Privacy Officer. Contact details are at the end of the booklet.

Complaints Or Grievances

Vision Australia encourages clients to express any concerns or complaints about its services or staff.  Most concerns can be resolved informally with the staff involved. However, if informal negotiations fail, or are inappropriate, a client can request that Vision Australia address the issue. Client grievances are completely free of any repercussion and are handled in a timely, impartial and confidential manner. You will be consulted and kept informed at all stages of the process. Other Vision Australia services currently being provided to you will NOT be affected in any way.

You have a right to be represented by an advocate of your choice. 

Course Brochures
Learn to Keyboard

Course Code: BKB

Course description: Clients can learn keyboard skills using speech / large print typing program. This is a beginners course suitable for those who wish to learn touch typing techniques, become aware of occupational health and safety issues or learn spacing and punctuation conventions. 

NB: KEYBOARD SKILLS are a PRE-REQUISITE FOR MOST OTHER COURSES.

Keyboard classes run for 6 weeks and run continuously throughout the year (with semester breaks). 

Eligible clients can learn to keyboard at their own pace facilitated by a Trainer.  

Up to 6 clients attend this session at any one time.  

A place will be offered as soon as one becomes available.  

Before starting a keyboard course, a client will need to discuss options with a Trainer to agree on a course of learning including expected outcomes, start, finish and review dates.  

A client will exit the course when they meet the agreed outcomes or according to Exit criteria.

NB:  This course is not suitable for those wishing to increase their speed and accuracy.  If you need to increase speed or accuracy please discuss your options directly with a Trainer at your local Vision Australia office. 

Prerequisites: An Initial assessment is usually required 

Code: BKB.
Basic JAWS (Screenreader) with Windows XP 
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Upon successful completion of the Basic JAWS for Windows course (BJW) and the associated assessment, you will be eligible to receive recognition for the competencies listed below. These competencies will be listed on a statement of attainment from Vision Australia.  The Statement of Attainment will provide a record of your achievement and will provide Recognised Prior Learning for entry into courses provided by other Registered Training Organizations.

National Business Services Training Package BSB01

BSBCMN 108A

Develop Keyboard skills

BSBCMN 205A 

Use business technology

BSBCMN 213A

Produce simple documents
Course Code: tc "WINDOWS 95 WITH JAWS (Screenreader) " \l 2BJW

tc "BJW B Basic Course " \l 2Course Description: This course aims to deliver basic training in Screen Reading techniques using JAWS for Windows. Content includes basic JAWS commands and an introduction to basic Windows concepts and word processing.

Prerequisites

· An initial assessment will usually take place prior to entry into this course
· Minimum typing speed 15 - 20 words per minute with 90% accuracy

Intermediate JAWS (Screenreader) with Windows XP


On completion of the Intermediate JAWS for Windows course (IJW) and associated assessment you will be eligible to receive recognition for the competency listed below. This competency will be listed on a statement of attainment from Vision Australia.  The Statement of Attainment will provide a record of your achievement and will provide Recognised Prior Learning for entry into courses provided by other Registered Training Organizations

National Business Services Training Package BSB01

BSBCMN 107A

Operate a personal computer

Course Code: IJW

Course Description: This is a continuation of Basic Jaws with Windows XP. It will include navigating dialogue boxes, file management and further JAWS specific commands.
Prerequisites

· Satisfactory completion of BJW or demonstrable basic skills using JAWS within a Windows environment. 

· Minimum typing speed 15 - 20 WPM with 90% accuracy
Basic Internet with JAWS (Screenreader)   

Course Code: Basic JAWS with the Internet

Course Description: This course is for those clients who are already familiar with Windows and can use JAWS (screen reader) at an intermediate level. 

This course is aimed at teaching the specific Internet Explorer, JAWS and keyboard commands that enable participants to more easily navigate a web page and 'surf the net' to find useful information.  We will be using the more ‘speech friendly’ search engines available.

Prerequisites

· Satisfactory completion of IJW or demonstrable intermediate skills using JAWS within a Windows environment.

· Minimum typing speed 15 - 20 WPM with 90% accuracy

Intermediate Internet with JAWS (Screenreader) 

Course Code: Intermediate JAWS with the Internet

Course Description: This course is for those clients who are already familiar with Windows, can use JAWS (screen reader) at an intermediate level, and are able to demonstrate basic Internet skills. It includes organising folders and bookmarks, downloading and installing files and navigating more difficult web pages. 

Prerequisites

· Satisfactory completion of IJW and Basic Internet course or demonstrable intermediate skills using JAWS within a Windows environment and Basic Internet skills.

· Minimum typing speed 15 - 20 WPM with 90% accuracy

Outlook Express (Email) with JAWS (Screenreader) 

Course Code: OEJ

Course Description: This course provides a basic overview of Microsoft Outlook Express concepts and JAWS commands.  The course aims to cover such elements of Outlook Express as navigation, sending and receiving email messages, using the Outlook Express Address book, attaching files and customizing the Outlook Express environment to work more efficiently with the JAWS screen reader.  

Prerequisites

· Satisfactory completion of BJW and IJW or demonstrable Intermediate skills using JAWS. 

· Minimum typing speed 15-20 words per minute with 90% accuracy.


Basic ZoomText (Large Print Program) with Windows XP


Upon successful completion of the Basic ZoomText for Windows course (BZW) and associated assessment, you will be eligible to receive recognition for the competencies listed below. These competencies will be listed on a statement of attainment from Vision Australia. The Statement of Attainment will provide a record of your achievement and will provide Recognised Prior Learning for entry into courses provided by other Registered Training Organizations

National Business Services Training Package BSB01

BSBCMN 108A

Develop Keyboard skills

BSBCMN 205A 

Use business technology

BSBCMN 213A

Produce simple documents
Course Code: BZW

Course Description: The ZoomText Basic course is suitable for those clients requiring large print to access to their computer. It includes ZoomText and Windows concepts and keystrokes. 

NB:  If you are familiar with Windows, this course can also be taken in the Self-paced class.

Prerequisites

· An initial assessment will usually tale place prior to entry into this course. In order to participate fully in this session, clients are expected to have some basic computer knowledge.

· Minimum typing speed 15-20 WPM with 90% accuracy.  

Intermediate ZoomText (Large Print Program) with Windows XP 



On completion of the Intermediate ZoomText for Windows course (IZW) and associated assessment, you will be eligible to receive recognition for the following listed below.  The competency will be provided on a statement of attainment from Vision Australia.  The Statement of Attainment will provide a record of your achievement and will also assist you in gaining entry into other courses provided by other Registered Training Organizations

National Business Services Training Package BSB01

BSBCMN 107A

Operate a personal computer

Course Code: IZW

Course Description: This is a continuation of Basic ZoomText with Windows. It will include navigating dialogue boxes, file management and further ZoomText commands. 


It will also include using the speech functions of ZTX.

Prerequisites

· Satisfactory completion of BZW or demonstrable basic skills using ZoomText within a Windows environment. 

· Minimum typing speed 15 - 20 WPM with 90% accuracy

Outlook Express (Email) with ZoomText (Large Print Program) 

Course Code: OEZW

Course Description: This course provides a basic overview of Microsoft Outlook Express concepts using ZoomText. The course aims to cover such elements of Outlook Express as navigation, sending and receiving email messages, using the Outlook Express Address book, attaching files and customizing the Outlook Express environment to work more efficiently with the Zoomtext (Large Print Program).  

Prerequisites

· Satisfactory completion of BZW and IZW or demonstrable Intermediate skills using ZoomText.

· Minimum typing speed 15-20 words per minute with 90% accuracy.

Basic Internet with Zoomtext (Large Print Program)

Course Code: Basic Zoomtext with the Internet

Course Description: This course is for those clients who are already familiar with Windows and can use Zoomtext at an intermediate level.  It is aimed at teaching using Internet Explorer and Zoomtext in order to more easily navigate a web page and 'surf the net' to find useful information.

Prerequisites

· Satisfactory completion of IZW or demonstrable intermediate skills using Zoomtext within a Windows environment.

· Minimum typing speed 15 - 20 WPM with 90% accuracy

Basic Magic (Large Print Program) with Windows XP

Course Code: BMA

Course Description: The Magic Basic course is suitable for those clients requiring large print to access to their computer. It includes Magic and Windows concepts and keystrokes.

NB:  If you are familiar with Windows, this course can also be taken in the Self-paced class.

Prerequisites

· An initial assessment will usually tale place prior to entry into this course. In order to participate fully in this session, clients are expected to have some basic computer knowledge.

· Minimum typing speed 15-20 WPM with 90% accuracy.  

Intermediate Magic (Large Print Program) with Windows XP 

Course Code: IMA

Course Description: This is a continuation of Basic Magic with Windows. It will include navigating dialogue boxes, file management and further Magic commands. It will also include using the speech functions of Magic

Prerequisites

· Satisfactory completion of BMA or demonstrable basic skills using Magic within a Windows environment. 

· Minimum typing speed 15 - 20 WPM with 90% accuracy

Outlook Express (Email) with Magic (Large Print Program) 

Course Code: OEMBA

Course Description: This course provides a basic overview of Microsoft Outlook Express concepts using Magic.  The course aims to cover such elements of Outlook Express as navigation, sending and receiving email messages, using the Outlook Express Address book, attaching files and customizing the Outlook Express environment to work more efficiently with Magic (Large Print Program).  

Prerequisites

· Satisfactory completion of MBA and IMA or demonstrable Intermediate skills using Magic

· Minimum typing speed 15-20 words per minute with 90% accuracy.

Basic Internet with Magic (Large Print Program)

Course Code: Basic Magic with the Internet

Course Description: This course is for those clients who are already familiar with Windows and can use Magic at an intermediate level. It is aimed at teaching using Internet Explorer and Magic in order to more easily navigate a web page and 'surf the net' to find useful information.

Prerequisites

· Satisfactory completion of IMA or demonstrable intermediate skills using Magic within a Windows environment.

· Minimum typing speed 15 - 20 WPM with 90% accuracy

Grade 1 Braille

Course Code: BO

Course Description: This introductory Braille course covers the alphabet, punctuation and numbers.  It is suitable for those wishing to read and write address books, phone numbers, shopping lists and labels.

Prerequisites:   Initial interview with a Vision Australia trainer
Materials: $10 per volume of Braille.

Grade 1 Braille Correspondence Course is also available. Please speak to a Trainer. Materials $30. Includes 3 Braille volumes, 6 cassettes and other material.

Grade 2 Braille

Course Code: BT

Course Description: This course builds on Grade 1 Braille incorporating abbreviations and contractions enabling one to read library books, magazines etc. 

The grade 2 Braille centre based course is timetabled throughout the year.  Usually Grade 2 Braille would be completed within a 9-month period.  In some situations this time may need to be longer.   As with Grade 1 Braille, you will be required to have access to a Perkins brailler.  For other ways of learning Braille please read on to the next section about Grade 2 Braille correspondence. 

Prerequisites:  Demonstrable ability to read and write Grade 1 Braille

Materials: $10 per volume for Centre based Training.

Grade 2 Braille correspondence course is now available for those clients who live in a regional area or for those clients who are unable to travel to our Enfield office. Contact Vision Australia for further information.

Guarantee

Vision Australia guarantees to honour any statement made in this handbook.

Transport 

At Vision Australia Enfield there is limited onsite parking available. Street parking is available. 

The 400 Government bus service from Burwood to Bondi Junction stops at Burwood Road near Mitchell St.

Vision Australia has a bus service which operates to and from Strathfield Station.

· Depart Strathfield Station 7:45 am, Arrive Vision Australia 7:55 am

· Depart Vision Australia 8:05 am, Arrive Strathfield Station 8:15 am

· Depart Strathfield Station 8:20 am, Arrive Vision Australia 8:35 am
· Depart Vision Australia 10:00 am, Arrive Strathfield Station 10:10 am
· Depart Strathfield Station 10:15 am, Arrive Vision Australia 10:20 am

· Depart Vision Australia 2:00 pm, Arrive Strathfield Station 2:10 pm

· Depart Strathfield Station 2:15 pm, Arrive Vision Australia 2:25 pm

· Depart Vision Australia 4:40 pm, Arrive Strathfield Station 4:50 pm

· Depart Strathfield Station 4:55 pm, Arrive Vision Australia 5:05 pm

· Depart Strathfield Station 5:15 pm, Arrive Vision Australia 5:25 pm
· Depart Strathfield Station 5:25 pm, Arrive Vision Australia 5:45 pm
Vision Australia

Vision Australia works in positive partnership with Australians who are blind, sighted or vision impaired to achieve the possibilities they choose in life.

Vision Australia operates in regional and metropolitan centres providing a wide range of services - mostly free-of-charge.

Contact us

Call 1300 84 74 66
TTY: 02 9334 3260  Fax: 02 9747 5993

NSW and ACT:

4 Mitchell Street, Enfield NSW 2136

Victoria:

454 Glenferrie Road, Kooyong Vic. 3144

or visit www.visionaustralia.org.au
Vision Australia was formed through the merger of Royal Blind Society, the Royal Victorian Institute for the Blind, Vision Australia Foundation and the National Information Library Service.
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