
Disability Liaison Service

Guidelines for students


The Disability Liaison Service (DLS) at Goulburn Ovens Institute of TAFE (GOTAFE) aims to assist you in your studies by providing a range of supports such as note taking, participation (classroom) assistance, tutoring, AUSLAN interpreting and the loan of equipment. This support is arranged and monitored by the Disability Liaison Officer (DLO). 

Education Access Workers (EAW) work with the DLS to provide support to students. Students receiving assistance through the DLS office have certain expectations that must be followed to ensure that the support works well for all involved. Please read these guidelines, and feel free to discuss any queries you may have with the DLS staff.  

The following guidelines must be followed at all times:

· Upon request for disability support you will be asked to meet with the DLO for an assessment of needs. The DLO will ask you for copies of assessments that you may have.  You will be required to fill in an Application for Disability Support.  The DLO can assist you.

· The DLO will set up an Education Access Plan (EAP) which will contain; actions, who is responsible and review dates, yourself, the DLO, the Education Access Worker and your Teacher/Coordinator will be asked to sign the EAP.    

· [bookmark: _GoBack]Once your support needs have been determined with the DLO, and if you require an Access Worker, you are required, where practicable to meet with the Access Worker prior to support commencing. This will usually occur in the DL’s office or in a designated place on campus and takes about 15 minutes.
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· At the initial meeting give the EAW as much information as possible about your support needs so that they are in the best possible position to meet your needs. For example, preferences regarding style and presentation of notes, upper or lower case, printed notes, when and how to collect the notes etc.

· You must be on time to all classes, appointments or meetings that involve your Access Worker. The Access Worker will wait 20 minutes after the beginning of class and then leave if you have not arrived.

· You must notify the DLO if you are ill so that the Access Worker can be notified as early as possible


· To give no less than 2 hours’ notice if unable to attend class, tutoring session or scheduled appointments.


· The student must also advise the Access Worker of the preferred ink colour for note taking, i.e. black, blue etc.

· To respect the allocated tasks for the Access Worker and not attempt to push them beyond these. It is the student’s responsibility to participate in class as much as possible.

· It is important to remember that the Access Worker does not replace the teacher.

· To contact the DLO immediately if there are any concerns with the support being provided.  A review can occur to modify the original plan anytime.

· To participate in reviews as requested by the DLO.

· Not to miss classes or tutoring times without contacting the DLO. If two consecutive classes/tutoring times are missed without notification, support will be cancelled until a review can occur. Access Workers do not take notes in class for you if you are absent.

· Provide feedback to the Access Worker, so that they can monitor how well they are meeting your needs.

· You must be conscious that you are in a class situation, if you need to talk with the Access Worker try to be as quiet as possible so as not to disturb the teaching and/or other students.

· If you borrow equipment through the DLS it may be recorded and monitored through the library system or through the DLO. You will be asked by the DLO and library staff to sign an Equipment Loan Agreement. You will be liable for cost of the equipment if lost or damaged.

· It is the student’s responsibility to contact the DLO once the equipment is no longer needed and to ensure the equipment is returned in the same condition as when borrowed. 


Disclosure of disability

There is no legal obligation for you to disclose your disability unless it is likely to affect your safety or wellbeing, or the safety of others. As defined by the Disability Discrimination Act 1992 (DDA), once you disclose your disability, appropriate responses including Reasonable Adjustments to support you, will be implemented with your consent.

As a student you may disclose:
· prior to enrolment 
· at enrolment
· at commencement of study
· during your studies
· at the time a disability occurs during study.

Where a student has not disclosed a disability, Goulburn Ovens Institute of TAFE is NOT responsible for providing education related adjustments.


Evacuation procedure 

In the event of an evacuation follow the instructions of the Fire Warden and move to the allocated evacuation point.

· In the event of an evacuation, students with physical disabilities, preventing them from exiting the building via the fire stairs or fire exits will be evacuated to designated fire stair landings, with an accompanying Emergency Warden or staff member, where they can wait for emergency services to safely take them to ground level.

During evacuation procedure DO NOT panic.  A Fire Warden will be with you as soon as possible.
In the case of a fire DO NOT use the lift or elevator.

Disability Education Standards  

The Disability Education Standards became law as of the 19th of August, 2005. They apply to all education sectors; Government and Non-Government and at all educational levels, Primary, Secondary and Tertiary. The aim of the Disability Education Standards is to give you the opportunity to participate in education programs on the same basis as students without a disability.

They cover:
· making Reasonable Adjustments
· environment
· participation
· curriculum development, accreditation and delivery
· Student Support Services
· Harassment and victimisation.

For more information, please visit:
https://www.education.gov.au/students-disability

Personal care

DLS staff at Goulburn Ovens Institute of TAFE DO NOT provide personal care for the needs of the student. If the student requires personal care, such as toileting and feeding, these arrangements need to be made by the student with an outside service provider. Although we do not provide personal care or in-home support, we do accommodate individual’s private personal carers on campus.

First Aid
In case of a First Aid situation:
· Request the assistance of a First Aider (they are the staff members with a green sticker with a white cross on their staff identification tag) without delay, in any situation where first aid may be required
· In the absence of an Institute First Aider, medical assistance will be arranged as required
· Arrange for reception/administration officer to be notified of incidents where first aid is required, and where Emergency Services are contacted, so that the ambulance is appropriately directed on campus.
· If you require first aid, your Access Worker or staff member will wait with you until the Institute’s First Aider or medical assistance arrives.
· An Incident Report form will be filled and lodged by either yourself, the Access Worker or the First Aider.

Follow the instructions of the First Aider or medical assistant as they are there to assist you.

Don’t hesitate to contact the DLO if you need to discuss any issue or problem. It is always better to deal with issues as soon as possible before they begin to affect your study and experiences at GOTAFE.
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