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Governance

Structure

Dorset eCentre Inc. is a not-for profit association, incorporated on 03-04-2001 under the Associations Incorporation Act (1964), and is the managing authority for the five Online Access Centres (OACs) in the Dorset Municipality (i.e. Winnaleah, Derby, Ringarooma, Scottsdale and Bridport).  These Centres are known in the Articles of Incorporation as “Affiliated Oaks”.

Objects & Purpose

The objects and purposes of Association are:

a) To advance and promote the use of information technology in the Municipality of Dorset through Online Access Centres.

b) To establish and manage the Dorset eCentre in Scottsdale as a multi-purpose technology education and business service centre.

c) To advance and promote the objectives of each individual Online Access Centre in the Dorset Municipality while ensuring the needs and individuality of each of the centres are recognised and addressed.

d) To collectively manage the resources and personnel of all Online Access Centres in the Municipality of Dorset and thus gain the benefits of economies of scale.

e) To advance and promote partnerships with complimentary services which are mutually advantageous.

f) To represent the Association on OACAT and other appropriate instrumentalities.

Board of Management

Throughout this document “Association” refers to Dorset eCentre Inc. and “Board” refers to the Board of Management of the Association. 

The Board of the Association comprises up to twelve (12) members.  Each Affiliated OAC appoints two representatives immediately prior to the Annual General Meeting of the Association. The other two members may be appointed by the Board to represent Partners (which are defined as a community group, business or government agency with similar or complimentary objects that makes a significant capital contribution to the Association).

The Board elects its own Office Bearers each year (i.e. Chairperson, two Vice-Chairpersons, Secretary and Treasurer). The Chairperson must be a nominee to the Management Committee from an Affiliated OAC.  

In the event that a representative will be absent from a meeting of the Board of Management, the absent representative may appoint a proxy.
Executive Committee

The Office Bearers of the Association form the Executive Committee, which can act for and on behalf of the Board on urgent matters between meetings of the Board.

The Executive can also vary the Association’s By-laws.  The Executive’s actions are subject to ratification, variation or repeal after discussion at the next Board meeting.

Advisory Committees

Each community represented in Dorset eCentre Inc. maintains an Advisory Committee.  This may simply be the two annually appointed members to the Board, or it may be a more extensive committee that meets regularly to consider local issues and make recommendations to the Board through its two representatives.

General Meetings.
The Board of Management will hold regular General Meetings with the approved quorum as listed below. Whilst these meetings are open for all persons to attend, only those who have been duly given voting rights can record a vote.
Annual General Meetings.

The Annual General Meeting of Dorset eCentre Inc will be held as soon as practical to the 30th of June each year with four weeks notice being provided to all Centres and current Management Board Members. The quorum for the meeting is as listed below.





	Board of Management
	50% + 1 of the members present in person or by proxy

	Advisory Committees
	The two members of the Board present in person or by proxy

	General Meetings of the Association
	20 registered members present in person or by proxy

	Annual community meetings to elect representatives to the Board
	10 registered members from that community present in person or by proxy


Core Service and Full Service Centres

Core services are the provision of:

· Equitable public access to computers and the Internet;

· One-to-one assistance in the use of computers and the Internet;

· Information on IT and IT-enabled training, with a focus on life-long learning and adult and community education;

· Information on government, business and community services available online; and

· Community information through an up-to-date community website.

Winnaleah, Ringarooma and Bridport are funded by the State Government as Core Service Centres.  

Derby is a Level 4 Centre, which is required to deliver only Core Services.  Level 4 Centres are located in smaller communities without any State Government infrastructure (school, library or Service Tasmania outlet).  Derby is funded by the State Government to cover overheads but not staffing; however, the Derby OAC Advisory Committee has elected to retain 2 hours of paid Coordinator time, and may be supplemented by 2 hours per week through reorganisation within Dorset.

Full Service Centres, of which there are 16 state-wide, are required, in addition to the Core Services listed above, to provide a range of additional services, including but not limited to:

· Informal and structured training courses in a wide variety of IT-related topics and in other areas in accordance with community needs;

· Promotion of and training in the use of government, business and community services available online; and

· Web awareness, web site development and web publishing services for micro businesses and community organisations, with a focus on encouraging the adoption of e-commerce; 

· Other IT-based or IT-enabled services to meet local and regional community needs.

Scottsdale is funded by the Commonwealth Government until 30-06-2003 and from then will be funded by the State Government.  Scottsdale is considered a Full Service Centre.  

Membership

Any person with strong ties to the Dorset community (which may be by way of employment, residential, or business or property ownership) who is also a registered user of an affiliated Online Access Centre in the Dorset may apply for membership in the Association.  All memberships are attributed to a “home” OAC.

· “Member” shall mean and include any person who has the right to attend and vote at a meeting of an affiliated OAC.

· Nomination forms shall be available in each Centre.

· A person will be admitted to membership when 

· A nomination form is completed, signed by the nominee and lodged with the Public Officer

· Admission as a member is approved by the Board of Management

· The association is in receipt of the sum payable as specified in the By-laws of the Association.

· Only financial members are eligible to vote

· All memberships are attributed to one affiliated centre

· Annual membership fees are due and payable from 1st July of each fiscal year

By-Laws

The Association’s Articles of Incorporation provide for By-Laws, which allow the Board to change day-to-day operational details without calling a Special General Meeting or waiting for the Annual General Meeting.

The By-Laws include:

· the list of Affiliated OACs

· details on what are Association Funds and Community Funds

· donations

· membership fees and user charges & fees for other products and services

· annual membership fees

· the threshold for when payments must be made by cheque.


Employment
Recruitment

If a part-time vacancy occurs, or if a Coordinator wishes to reduce the number of hours worked, all current Coordinators employed by Dorset eCentre Inc. are given the option to take up the available hours before a position is advertised to the general public.

If a position is advertised, merit-hiring principles will apply to the hiring process.

In principle, hiring on the basis of merit means:

· An assessment is made of the relative suitability of the candidates for the duties; and

· The assessment is based on the relationship between the candidates; work-related qualities and the work-related qualities generally requested for the duties; and

· The assessment focuses on the relative capacity of the candidates to achieve outcomes related to the duties; and

· The assessment is the primary consideration in making the decision.

Applications must be in writing and address the criteria for the position as specified in the Job Description.  A gender-mixed panel of at least three people (one of which is to be a member of the Executive Committee, and one must be a member of the community’s Advisory Committee … these could be the same person) will short-list applicants based on the merit of each application, and interview those it short-lists.  Those interviewed are to be asked the same questions, although additional follow-up questions are permitted to further explore any issues arising from the interviewee’s answers.

Such personal factors as marital status; gender; disability; sexual orientation; religious activity, belief or affiliation; political activity, belief or affiliation; race; industrial activity; age; lawful sexual activity; pregnancy; breastfeeding; parental status; irrelevant criminal and/or medical record; family responsibilities or association with a person who has, or is believed to have, any of these attributes; are irrelevant and are not allowed to influence selection decisions. 

The selection panel makes a recommendation to the Board, who makes the final decision and offer of employment. 

A Police check for convictions is required before an offer of employment can be confirmed.

Documents Covering Employment

· The employment conditions and duties of part-time Coordinators are covered in the following documents, a copy of which is provided to each employee:

· Letter of Appointment

· Job Description

· Enterprise Agreement

· Code of Conduct (Staff)

New Employee Orientation

New Coordinators are to be provided with a structured orientation, comprising:

· Provision of all relevant documents and manuals (this document, Operations Manual etc.)

· Orientation to Mission and Goals, and typical activities conducted at OACs

· Explanation of relevant policies and procedures (copyright, acceptable use, minors, administration, etc.)

· Description of computers and software available for public use, and commonly used Internet tools and sites

· At least two days “shadowing” an existing Coordinator at another Dorset centre;

· The formal orientation from the TCO Centre Support Unit by the Community Facilitator.

Enterprise Agreement

An Enterprise Agreement has been negotiated for all part-time Coordinator positions managed by Dorset eCentre Inc.  The current Enterprise Agreement was lodged with the Commissioner on xx-xxx-2001 and is valid for a period of         years.
Payroll 
The Treasurer manages payroll.  Coordinators are required to submit a timesheet every fortnight (by Sunday evening) by email, unless other arrangements have been individually negotiated with the Treasurer.  

Pay is each two weeks in arrears, paid by EFT on alternate Mondays.  Employees receive a pay slip by e-mail within 5 days of each payday, detailing each pay.

Payroll Tax

Payroll tax is deducted at source by the Treasurer as required by law and is submitted quarterly to the ATO on the employee’s behalf.

Superannuation

Superannuation is deducted at source by the Treasurer as required by law and submitted monthly to the organisation nominated by the employee.  Superannuation is only deducted and paid for employee’s earning more than $450.00 per month.

Scheduling

Coordinators may schedule their own working hours within the published opening hours of each Centre, but must ensure the applicable Advisory Committee is fully aware of when paid staff are in the Centre.  

The employee’s timesheet should reflect the actual hours worked each fortnight, whether the hours were worked in the Centre, worked at home on administration, or worked elsewhere on professional development or other similar activities.

Coordinators should keep the other Dorset centre Coordinators advised of any changes to their regularly scheduled working hours.

Coordinators at each centre are responsible for rostering of volunteers.

Leaves & Absences

· Annual and other leave provisions are detailed in the Enterprise Agreement.  In general, this includes:

· Four weeks (pro-rata to the hours worked each week) paid annual leave, exclusive of holidays with pay, after twelve months continuous service.

· Annual leave payments will be made on the basis of the number of hours the employee would otherwise have been required to work if it were not for the period of leave.

· Annual leave must normally be taken within six months following the end of each year of employment, except with the express permission of the Board

· Annual leave is payable on termination of employment, after the completion of one month of continuous service, calculated on the basis of the hours worked each week

· Bereavement and other special leave provisions are as per the Enterprise Agreement.

Annual leave is to be scheduled in consultation with the Advisory Committee.  

· Vacation replacements of Coordinators are normally filled volunteers or occasionally by other Dorset Coordinators. 

· In the rare circumstance that there are still hours normally worked by the Coordinator going on vacation that cannot be covered by another Coordinator or by a volunteer on a voluntary basis, then a casual vacancy can be created and offered to volunteers as a paid (limited term) position for the duration of the Coordinator’s absence.

· If volunteers cannot fill the casual vacancy, the position may be offered to the general public.

Leave Without Pay

Under normal circumstances the Board will not approve applications for leave without pay for periods exceeding 12 months.  

Leave without pay for more than one week is to be scheduled with and approved by the Board.  Leave without pay for periods exceeding one week are to be treated as per vacation replacement.  

If a temporary employee has been filling in for a Coordinator on leave without pay, and the Coordinator on leave chooses not to return to work, the temporary employee is offered the opportunity to fill the position for the balance of the funded term without having to make application.

Training & Development

Requests for training or professional development activities that are to be undertaken during paid hours or where the Coordinator wants to be reimbursed for travel or course fees, are to be submitted to the Advisory Committee.  The Advisory Committee should consult the Treasurer if there is any question as to whether sufficient community funds exist to cover the costs requested.

Intellectual Property

Intellectual property rights in any materials developed by staff during the course of their employment or after hours using Centre equipment are held by Dorset eCentre Inc, not the employee.  Examples of materials that may be developed during the course of employment are course materials, works of art, advertising materials, software etc.

Published materials should be marked “( Copyright [month-year] Dorset eCentre Inc.”

Grievances

· Staff grievances

The Advisory Committee of the applicable Centre, on behalf of the Board, deals with staff grievances in the first instance.  In the event the matter cannot be resolved, it is then referred to the Executive Committee.  If the matter remains unresolved, then an independent mediator may be appointed with the consent of both parties, or the matter referred to the Industrial Commission.

· Volunteer grievances

The Coordinator of the applicable Centre deals with volunteer grievances in the first instance.  In the event the matter cannot be resolved, it is then referred to the Board.  If the matter remains unresolved, then an independent mediator may be appointed with the consent of both parties.

· Grievances from members of the public

The Coordinator of the applicable Centre deals with complaints from members of the public in the first instance.  In the event the matter cannot be resolved, it is then referred to the applicable Advisory Committee.  If the matter remains unresolved, then it is referred to the Board.  


The principles of procedural fairness apply to dealing with grievances.  In summary these include:

· Grievance procedures should be explicit and documented.

· The complainant should have access to the grievance procedures.

· Complaints should be made as soon as practicable after the alleged behaviour/incident.

· Complaints should be clearly defined.

· Complaints should be dealt with as soon as possible.

The principles of natural justice apply to dealing with complaints.  These include:

· The right to know the allegations.

· The right to respond.

· The right to any inquiry to be free from bias.

Advice may be sought from the TCO Centre Support Unit at any time, but should be sought in all cases if grievances reach the Board or Executive Committee level.

Privacy & Confidentiality
Under the Commonwealth Privacy Act (2000) Online Access Centres must operate in accordance with National Privacy Principles (NPPs) which cover the collection, use, disclosure of and access to, personal information about members of the general public.

Centres should observe the following procedures:

a. All information kept about users should only be used for the purpose of running the Centre:
· Personal information (such as names and addresses) should not be released to any third party of used by staff, volunteers or members of the Management Committee or used for any purpose other than running the Centre.
· Information on use of computers (such as lists of sites visited, cookies, logins, software used etc) should only be sued to verify compliance with the Conditions of Use.
· Information on bookings should only be used to compile statistical and other reports.
· A user’s consent in writing must be obtained before any personal information is released or used for any other purpose.
· Photographs of any user in the Centre can only be published (eg. Newsletter, newspaper, television, website, etc) with the written consent of the user. Parental consent must be obtained prior to publication of a photograph of a minor.
b. Appropriate measures must be taken to keep personal information private.

· Personal information should be kept in a secure location (eg. A locked filing cabinet) with a register of access.
· Administrative passwords must be changed periodically.
· Computer records of user activity (history files, cookies etc) should be flushed regularly providing the Centre is satisfied the Conditions of Use have been complied with. If there is any question of breach of Conditions of Use, a printed record of user activity should be obtained and secured; if there is any question of unlawful activity, the computer should be secured and TCO and the Tasmania Police notified;
· The number of people who have access to files, administrative passwords and other private information should be kept to a minimum;
· A list should be maintained of who has rights to and knowledge of administrative passwords, keys to filing cabinets etc.
· Police checks and character references for prospective volunteers should be sighted only by the nominee of the Management Committee and then returned to the applicant; any deliberations about the applicants with doubtful police checks or character references should be conducted on the basis of facts and without any identifying information.
c. Users must be notified about privacy and be cautioned that information they provide over the Internet is not secure or private.

· A copy of the Privacy Notice should be displayed prominently in the Centre. A sample copy of the notice is available on the TCO website.
· Privacy and security should be covered in introductory courses.

Financial

Petty Cash

A Centre can request a petty cash float of $50.00, which will be issued to a nominated person who remains responsible for the cash and for reconciling expenditures.  The Centre must keep the petty cash separate from the cash revenues earned from user fees and charges.  

Expenditures of petty cash must be recorded in a book or on vouchers and receipts retained (preferably stapled in the book or to the voucher).  When the float falls below $10.00 or is insufficient to meet normal needs, the receipts are allocated to the appropriate budget categories and totalled, then submitted as a package to the Treasurer.  The Treasurer will reimburse the petty cash to the total of the receipts.  The person responsible for the petty cash must ensure that after reimbursement, there is $50.00 on hand.  

The Treasurer is not responsible for reconciling petty cash expenditures, or for tracing shortfalls in petty cash.  Expenditures for which no receipt is provided or which are not otherwise properly documented will be considered personal.

Cash Revenues

· Centres should retain (separate from petty cash, if a petty cash is in operation) a cash float of $30 in small change so that they can provide change to patrons. 

· At no time is the amount of cash on hand at a Centre to exceed $100; once funds on hand exceed $100 then the cash from centre operations should be totalled and the balance (i.e. the amount on hand less the $30 change float) should be deposited using the bank card at any Post Office or CBA agency (except in Scottsdale where the CBA deposit book is to be used). 

· A completed Deposit Form should be sent by email to the Treasurer within 24 hours of the bank deposit being made.

· Cash should not be handed to the Treasurer for banking.

Donations

All donations over $10.00 are to be receipted.

Fees & Charges

The Board on the advice of each community’s Advisory Committee sets fees and charges.  There is no requirement that access fees and the length of sessions, or charges for special services (eg. web development) be uniform in all Centres, but prices for printing and the sale of consumables are to be uniform in all Dorset centres.

Community Funds

Community Funds are funds raised by an Affiliated OAC and/or its local community through efforts not directly relating to the day-to-day operations of the OAC.  Specific fundraising activities are detailed in the Association’s By-Laws, and include special events, raffles and.  In addition, donations exceeding $10.00 where the donor specifies the donation is for one Centre are classed as Community Funds.

Community Funds raised in excess of the approved budget of each centre can only be spent by cheque and on the authority of the applicable Centre’s two nominees on the Board.

GST & ABN’s

Dorset eCentre Inc. has reviewed with its auditors whether it is required to be registered for GST.  Registration for GST is a requirement from 1st January 2004.
A Statement By Supplier form is available from the Treasurer for suppliers who do not have an ABN and who are required to invoice a Centre for goods or services.

Banking

All funds received by a Centre are deposited in the Dorset eCentre Inc. cheque account held at the Commonwealth Bank in Scottsdale.  Outlying centres are provided with a deposit-only bankcard and a deposit book.  All deposits are to be detailed on a Deposit Form, which is to be emailed to the Treasurer within 24 hours of the deposit being made.

Centres cannot operate their own bank accounts, except under exceptional circumstances and with the express permission of the Board.

Investments

The Treasurer is allowed to invest funds not immediately required for operations in investment vehicles deemed appropriate by the Board.

Purchasing Policies

· Purchases Provided For In OAC Budget

· No formal approval is required for purchases under $250.00 where the purchase is provided for in the budget for the OAC;
· Purchases over $250 and under $1,000 require approval from the Treasurer; 
· Purchases over $1,000 require approval of the Board (or if the requirement is urgent, the Executive Committee) and require at least two competitive quotes.  

· “Purchase” means the total of all orders with the same supplier in the same month or statement period (or the purchase of the same items from multiple suppliers in the same month or statement period), not the value of each item.

· Purchases Not Provided For In OAC Budget

Purchases of any value not provided for in the applicable OAC budget category must be approved by the Board of Management (or if the requirement is urgent, then by the Executive Committee), except for expenditures of Community Funds in excess of the community’s budget. 

· Purchases Using Community Funds

Community Funds raised in excess of the amount required in the Centre’s budget can be spend on the sole authority of each community’s Advisory Committee. 

· Purchases Using Capital Grant Funds

Centres will from time to time obtain other grants for purchase of capital equipment etc. (eg. Networking the Nation).  These funds must be expended in accordance with the requirements and policies of the granting agency.

· Establishing Accounts

Only the Treasurer may establish credit arrangements (accounts) with suppliers. 

Bulk Purchase of Consumables

All consumables on the Bulk Purchase List (maintained by Manager of the Scottsdale Online Access Centre) are purchased by the Manager of the Scottsdale OAC, using the Centre’s account.  

Normally only items, which attract a discount for bulk purchases or where larger orders avoid delivery fees, will be added to the list. 

Requests for items on the Bulk Purchase List are normally made by e-mail and will be invoiced by Scottsdale OAC to the applicable centre (i.e. funds transferred in MYOB) on shipment.  Where possible, items will be shipped directly from the supplier to the applicable Centre, but purchases, which cannot be shipped directly, will be held at the Scottsdale OAC for pickup.

Other Purchases

· On Account

Accounts are currently maintained with:

	Corporate Express (stationary)
	Tasmanian Printer Cartridges
	IRIS

	Telstra
	SPS
	National 1

	Xerox
	Auton’s Computers
	North Eastern Advertiser


· With Petty Cash

Small purchases (i.e. Under $25.00) required on short notice can be made using petty cash. 

· By Cheque

For goods or services that cannot be purchased on account, the Treasurer will issue a cheque

Cleaning and other miscellaneous services are not to be paid for from petty cash.

Annual Budget

Each OAC must develop an annual budget in the prescribed format.  The budget must include income from all sources (not just the TCO grant) and corresponding expenditures.  The budget categories are standardised for all Centres so that a consolidated budget can be derived and are as follows:

· Income

	a) TCO Grant 

· Other Operating Grants
	b) Centre Operations

· Memberships

· User Fees

· Consumables
	c) Other Income


· Expense
	· Wages & Salary
	· Internet & Telephone
	· Insurance

	· Consumables
	· Equipment Maintenance
	· Other Expenses


The annual budget is for operating income and expenses and does not include one-time grants for purchase of capital equipment etc.  One-off grants are accounted for separate from annual operations.

Grant Applications

Most grant applications to government or charitable agencies will be made on behalf of all OACs in Dorset.  OACs cannot apply individually for grants except with the permission of the Board of Management.

Financial Reporting

Accounting is on a cash basis.  Transactions are recorded as of the date they occur.

Monthly reports are generated for each Centre and provided to a designated member of the Advisory Committee for each centre.

Annual Financial Reports produced for each Centre; however only the consolidated accounts for Dorset eCentre Inc. are audited.

Business Activities

General Considerations

It is the policy of Dorset eCentre Inc. to avoid wherever possible any perception of unfair competition with local businesses.  Unfair competition may arise if a Centre offers a service at artificially low prices because of the level of government subsidy received and/or because they avoid some of the costs that a commercial enterprise would face (eg. insurance, rent of space etc.).

Commercial activities offered by Centres in Dorset are to be consistent with the Mission & Goals of the TCO Program, and in general are restricted to the support of small and home-based businesses.

Where similar services are available commercially from a local business, every effort should be made to work cooperatively.  If a partnership or similar arrangement is not possible, then pricing should be sensitive to the competing business and not deliberately lowered to attract potential clients.

Ideas for new revenue-generating activities that may be applicable to (or may impact on) the broader Dorset community (i.e. outside the Centre’s immediate community) must be approved by the Board prior to implementation.

Public Training

Training members of the public, including employees of larger local businesses, in use of computers and the Internet is core business for the Scottsdale OAC (as a Full Service Centre).  The other Centres in Dorset (as Core Service Centres) are not expected by the Department of Education to offer public training, but may do so if this can be done without affecting opening hours and 1:1 assistance to public.

Centres offering public training should ensure all other Centres in Dorset are aware of the courses scheduled, and work together to avoid duplication.  Generally, all courses should be advertised in all Centres regardless of where the course is actually to be held.

Web Development and Web Hosting

With the implementation of Core and Full Service centres, all new web-hosting clients should be referred to Scottsdale OAC (with appropriate revenue sharing arrangements with the referring Centre).  Existing web hosting clients may remain with the Centre they are already hosted through at that Centre’s discretion.

In Core Service Centres, with the exception of small updates to existing sites, web development is completed outside of the employment hours of the Coordinator (under commercially viable arrangements).  In Scottsdale, the role of the Manager is normally restricted to the management of web development projects and contract developers, not to actually developing sites.

New web site development projects are generally completed under contract, and are offered first to existing Coordinators (i.e. in addition to and separate from their regular duties) and if no-one is interested or available, then to third party web developers.  

Contract arrangements with Coordinators or third-party web developers would range from a simple commission to the OAC for referring the client (who then is a client of the web developer, not the OAC) through to the Centre assuming a project management role and being responsible for dealing with the client (i.e. including design meetings, obtaining approvals, collecting payments etc.).

Secretariat Services

In Scottsdale, there is a local commercial enterprise offering secretariat services and the Scottsdale OAC remains sensitive to any perception of unfair competition.  

In Scottsdale, potential clients who are seeking someone to do “secretariat type” work (eg. flyers, posters, business cards, typing up minutes etc.) for him or her for a fee should be referred in the first instance to the Scottsdale Secretariat.  The Scottsdale OAC should restrict (wherever possible) its services to assisting or training the client to do the work themselves.

There are no known similar services affecting other Dorset centres that are therefore permitted to offer these services (providing any services are provided in accordance with the mandate for a Core Service centre … that is, they are completed outside of paid Coordinator hours) at commercially viable rates.

Administration

Inventory Control

Most consumables are bulk purchased through the Scottsdale OAC.  Care should be taken to maintain an appropriate level of inventory (eg. disks, printer cartridges, paper etc.) and to order additional stock before the last item is actually used.  

Volunteers should be encouraged to report low inventory levels (eg. “just used the second last …..”) to the applicable Coordinator.

Assets

· Assets for all Dorset Centres are recorded in a Dorset register of Assets.

· Each Centre must keep a copy of this register and provide details  to the Treasurer when there are significant changes. (Additions/deletions)
· The Assets Register should include only tangible items of significant value and with a serial number, which should be noted on the form (i.e. there is no need to count staplers etc.).
Insurance

Insurance cover is compulsory and is provided in accordance with Grant Agreement provisions.

Insurance cover of all centres in the Dorset eCentre cluster includes;

· Damage caused by fire and other events

· Loss by burglary or other causes

· Public liability

· Workers compensation

· Volunteers in Online Access Centres are covered under a Department of Education policy.
Telephones

Staff and volunteers are permitted to use Centre phones for local personal calls, providing this is reasonable and does not interfere with Centre operations.  Personal STD calls are not permitted; staff and volunteers who may need to make personal STD calls should make prior arrangements for a Calling Card or use a Prepaid Calling Card.

Cleaning

The Department of Education is responsible for cleaning Centres co-located with a school or library. Derby OAC has a private contractor, who invoices the Centre for services. 
Confidentiality Policy.
· The personal details of Registered Users, Coordinators, Volunteers and Board of Management members will be respected at all times and will not be provided to individuals or companies.
· The use of Centres by Registered or Casual Users and the assistance provided to them will not be divulged.

· Also the rostering or availability of Coordinators and volunteers will not be discussed with anyone.
· If an off duty staff member needs to be contacted, it should be done by other staff .
Communication.

Daily Diary
· Each Centre is encouraged to run a daily diary as a form of communication between staff and volunteers. Items that can be noted are:
· Messages for a particular staff member or volunteer 
· Information regarding meetings, special events and appointments
· This allows for the effective interchange of information between all staff and volunteers.
· Email messages
· An email folder should be created at each Centre for each staff member and a general folder for emails for volunteers. This should be done in an attempt to 
Health & Safety

Emergency Procedures 

Fire/evacuation

Each centre is required to have posted in a prominent position a set of emergency procedures to be followed in the event of fire. Safety of patrons, staff and volunteers is to be paramount. The notice must include evacuation procedures and a meeting point away from the Centre.
Medical Emergency

Each Centre must develop procedures to be followed in the event of a medical emergency in the Centre. In general, staff and volunteers are to direct patrons who are ill or suffer a minor injury to see their family doctor. Staff and volunteers should avoid issuing over-the-counter medications (eg. Panadol) but may provide patrons with bandaids.
If a Patron requires urgent medical attention, an ambulance should be called. Staff and volunteers should (in general) avoid administrating first-aid unless they have been trained and carry current certification, and then should only administer first aid to the level for which they have been trained. If in doubt, call an ambulance.


Smoking
Smoking is not permitted in any Online Access Centre, or anywhere on school or Library property.

Unruly Behaviour

Unruly behaviour (including but not limited to excessive noise, rough housing etc) is not permitted under each Centre’s Acceptable Use Policy. What constitutes unruly behaviour is at the discretion of the Coordinator or volunteers in charge of the Centre at the time and may vary depending on who else is in the Centre.

In general, if a patron’s behaviour is deemed unruly, the following steps should be followed:

· The patron should be spoken to and asked to stop the behaviour

· If the behaviour continues, the patron should be spoken to again and formally warned

· If the behaviour still continues, the patron should be asked to leave the Centre for the balance of the day

· If the Patron refuses to leave, assistance should be sought from nearby members of the Management Committee

· In extreme circumstances, assistance should be sought from the local Police on the basis that the patron is trespassing and has refused to leave.


In all of the above situations, an Incident/ Accident form is to be completed. The information on the form will be used as a means of protecting staff and volunteers and provides for an accurate documentation of the Incident. 
Incident/ Accident Forms will be filled out should any of the following occur in or around the Centre: Injury, Medical Condition, Near- Miss, Threatening Behaviour, Unruly Behaviour, Breach of Acceptable Use Policy, Accidental Damage, Grievance (staff), Grievance (volunteer), Grievance (patron/ public)




.
 In cases of Injury, Medical Condition or Near- Miss occurring to staff or volunteers a Workers Compensation Form is also to be completed.

Workers Compensation Forms.

These forms are to be completed in the event of an Injury, Medical Condition or Near- Miss happening and affecting staff or volunteers whilst they are rostered for work or during authorised special eCentre activities. The forms will be completed within the required timeframe and given to the Senior Coordinator for action. The forms will be kept in each Centre and will be accessible to staff and volunteers at all times.











Personal Safety- Staff and Volunteers
Staff and volunteers should avoid where possible situations where they are alone at a Centre.  Where this is not possible:

· Lock the Centre and only admit patrons who are known to you

· Ask the last patron to wait while you lock up the Centre and leave together

· Park your vehicle in a well lit area, as close as possible to the Centre

· Arrange for any external lights that are not working to be repaired

· Contact a friend or neighbour if you feel at all at risk

· Report any potentially risky situations (whether something happened, or you felt at risk that something might have happened) to the Centre’s Coordinator.
Volunteers
Application & Approval

All volunteers must:

· Be a registered user of one of the five Online Access Centres in Dorset 

· Must be 18 years of age to be wholly responsible for a Centre at any time

· Complete a registration form

· Complete a satisfactory police check

· Be approved by the Centre Advisory Committee

· Complete the orientation & induction program which will include and overview of the TCO project, the aims & objectives of the OAC, Centre policies, procedures & forms, a description of duties the volunteer will undertake, issues of confidentiality and professionalism, and Occupational and safety issues, prior to being rostered into the Centre.
Access of volunteers to the Centre outside of normal opening hours will be governed by the policy of procedures in each Centre.

Scheduling

Volunteers unable to work a shift are generally responsible for arranging for a replacement in consultation with the coordinator

Awards

The Board of Management will develop a policy for recognition of volunteers. This may include certificates for hours contributed, social events for Management Committee and volunteers.  Each Advisory Committee may also develop a rewards procedure for Centre volunteers.
Code of Conduct

Volunteers are required to comply at all times with the applicable Code of Conduct.
A Volunteer manual will be maintained in each Centre and will detail the policies and procedures applicable to volunteers in each Centre.

Technology

Routine Maintenance

Each Centre will maintain a schedule of routine maintenance.  Such maintenance to include scheduled virus updates, deletion of extraneous files and temp files and use of the Scandisk and defrag tools.
Troubleshooting

Comprehensive help and information with regard to software, installing a new image, adding new hardware and other technical problems is available from the TCO website or from the helpdesk: http://www.tco.asn.au/helpdesk.htm
Equipment Repair
Repair of any equipment remaining under warranty should be referred to the supplier.

Other repairs should be referred to the Scottsdale OAC.
Equipment Replacement
All software initially supplied to OACs is supplied on CD.  The image is supplied by Comstra.

Equipment purchases must be approved as outlined in the Purchasing Policies (page 10)

Installation and networking of new computers is the responsibility of each Centre.

Other Policies & Procedures

Centre Opening Hours

Centre opening hours are fixed in accordance with community need and may be varied from time to time by the Board on advice from the Centre’s Advisory Committee.

Media & Public Statements

Where a Coordinator, a member of an Advisory Committee, or a member of the Board is approaching the media, there should be prior consultation with each Centre to avoid duplication of effort or the potential to provide conflicting information.

Unsolicited inquiries from the media on stories that are positive or promote the TCO Program or an OAC can be dealt with locally without prior consultation with the Management Committee, but other Coordinators and the Chair of the Board should be notified at the next available opportunity.

If a situation arises where media interest may result in negative press, the Chair of the Board of Dorset eCentre Inc. will appoint a spokesperson and all media inquiries are to be referred to that person.  Repeated questioning from the media should be answered with “no comment”. 

Advertising

Local advertising (eg. school newsletters, flyers etc.) can occur at the discretion of the local Advisory Committee (who may delegate this authority to the Coordinator) and without consultation with other Centres or the Board.  Copies of advertising materials should be provided to the Board for information in due course.

Regional advertising (i.e. where all Dorset residents are potentially the target audience) should be coordinated through the Scottsdale OAC and all Centres would normally share costs appropriately.

Keys & Access

Keys or other means of access shall be provided only to responsible persons having a genuine need.

Each Centre shall keep a register of key holders and/or access codes, listing roles and names of each person as well as conditions, procedures and restrictions.

The Board shall approve procedures for access outside of normal opening hours.
Breach of Acceptable Use Policy

Any person (staff or volunteer) responsible for the supervision of a Dorset OAC, may at their sole discretion, immediately suspend a user’s privileges for any period of time. Should this course of action be necessary, a Dorset eCentre Incident/ Near- Miss Form is to be completed. 

Reasons for suspending a user’s privileges are many and varied but are mostly covered by the Conditions of Use (as defined under the Acceptable Use Policy). Situations which might lead to suspension include:

· Viewing or downloading pornography

· Unruly behaviour or excessive noise that disrupts other users

· Hacking other people’s systems from an OAC, or maliciously altering settings or files on OAC computers.

Any user so suspended has the right to appeal the suspension to the Board of Management as outlined in the Articles of Incorporation, but is the suspension stands until the appeal is heard.  If the person suspended is a minor, the Public Officer will advise the user’s parents or legal guardian.







Supplementary Documents
All supplementary documents can be accessed from the Admin section of the Dorset eCentre website   http://www.dorseteservices.org.au

a) Constitution- Dorset eCentre Inc 

b) Letterhead – Dorset eCentre Inc

c) Opening Hours – all centres folded

d) Opening hours – all centres flat 

e) Dorset Fees and Charges

f) Volunteer Management

g) Forms

a. Registration form – Adults

b. Registration Form – Minors

c. Casual User Register

d. Stock List – order form

e. Deposit Form

f. Incident Report Form

h) Notices

a. Copyright 

b. Copyright – Computers

c. Copyright – Scanners

d. Privacy Policy 

e. Internet Access Policy

f. Acceptable Use Agreement

g. Sample sign_acceptable use
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