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Welcome

Thank you for giving your time and helping us to make a
difference to the North Melbourne community and the lives of
our students, and community members. North Melbourne
Language & Learning (NMLL) could not achieve what we do
without the invaluable contribution of volunteers.

This handbook aims to give volunteers a broad overview of
NMLL and to answer some frequently asked questions.

More detailed information is contained in the NMLL Planning,
Policy and Procedure Documents. Please ask the Community
Development Coordinator, General Manager or your supervising
staff member if you would like to see any of these documents.

We look forward to working with you and hope that your time
at NMLL is enjoyable and rewarding.

North Melbourne Language & Learning

Ground floor, 33 Alfred Street
North Melbourne Victoria 3051

T (03) 9326 7447 E enquiries@nmll.org.au

NMLL is supported by and works in partnership with a range of
organisations including Federal, State and Local Government:
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4.6. Appropriate use of Information Technology (IT)

North Melbourne Language & Learning requires all who use its IT
facilities to do so in a responsible and ethical manner. The policy
applies to staff, volunteers, students and visitors.

Users must:

1 take all reasonable care in using NMLL IT facilities and
report any breakdowns or problems to reception
abide by software licensing agreements and copyright laws
respect the physical and intellectual property of others
use all IT facilities in an ethical and legal manner
take responsibility for their own health by using good
ergonomic practices, ensuring adequate light and taking
regular breaks to avoid potential health hazards
1 obtain approval from a staff member prior to inserting any

disc or loading any files or programs.
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Users must not:

q use IT for activities which are inconsistent with NMLL aims,
objectives and values

have food or drink in the computer room
store private or personal information

1  change or delete any systems or data files belonging to
other users

use IT to access pornographic sexist or racist materials

1  use T to send messages which are defamatory, derogatory,
harassing, pornographic or contain confidential information
about a member of the community or NMLL staff

1 use T for cyber-bullying
use IT for the purpose of advertising or political lobbying
] use IT to infiltrate another computer/computer system.
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See Information Technology policy on the NMLL website
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If this is the case, the person concerned must be informed directly that
any information they give (i.e. on violent crimes, child abuse) may be
reported to the relevant authority in accordance with Victorian or
Federal laws.

RESPONSIBILITIES

The NMLL General Manager oversees the implementation of this
policy by ensuring that members of the Committee of
Management are aware of their obligation to:
1 respect the confidentiality of personal information to which
they may have access
f the policy is available to staff, volunteers and participants
in NMLL courses and activities
f staff and volunteers are informed of the policy and their
role in its implementation as part of their induction.

See full policy on the NMLL website.
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1. About NMLL
1.1.0ur Mission, Vision and Values
Our Mission

To give adult residents of North Melbourne and surrounding areas
the learning needed to build a better life for themselves and their
families.

Our Vision

To be North Melbourne's leading learning centre for the culturally
and linguistically diverse (CALD) community, recognised for
enriching and empowering the lives of the people we serve.

NMLL’s Values

We value and are committed to:
1 Compassion
Sensitivity, understanding and caring in our service of each
other and all people
1 Integrity
Honest, accountable, transparent and fair in all our work
and relationships
1 Respect
Treating each person as we expect to be treated; offering
acceptance and support in the face of challenges
1 Perseverance
Finding effective, innovative and sustainable ways to fulfil
our mission
1 Diversity
Building social cohesion by creating opportunities for inter-
cultural experiences between people of all ages, genders
and cultural backgrounds
1 Celebration
Recognising and celebrating the efforts and achievements
of our students and participants, their families and our staff
and volunteers

4.5. Privacy

As a Registered Training Organisation (RTO) NMLL is required to
collect and provide certain information to Government. These
requirements are detailed in the 2020 Enrolment form.

NMLL is serious about the protection of privacy. In compliance with
the Privacy Act 1988 (Commonwealth); Privacy Amendment
(Enhancing Privacy Protection) Act 2012 (Commonwealth); and Public
Records Act 1973, a Privacy and Confidentiality Policy note the
following key points:

1 NMLL is committed to handling personal information responsibly
and with respect for the principle that people have control over
the way information about them is handled.

1 All people are entitled to have personal information treated with
confidentiality. NMLL will endeavour to protect confidentiality,
and will create an environment of respect and privacy for
program participants and service users.

1 No information about staff, Committee of Management
members, volunteers or program participants may be given out
without the person's written consent.

1 Confidentiality applies to verbal information, written
information and information stored on computers and discs etc.

1 If any information is to be used, consent will be sought in writing.

1 Committee of Management, staff and volunteers will respect
the confidentiality of information obtained in the course of their
work with NMLL.

1 Staff are entitled to share information with their supervisor
(internal or external) for the purposes of supervision and
debriefing. The supervisor will treat information disclosed
confidentially.

1  Your photo may be shared online and in NMLL marketing
materials. Please indicate on your enrolment form if you do not
want your photo used.

1 Information about staff, volunteers, program participants and
other NMLL users shall remain confidential except where it
involves:

- serious illegal actions on the part of a person involved with
the organisation

- any issue which could endanger the safety of other people

- any issue which could endanger a person and/or
dependent children

- Asituation where a staff member is obliged to make a
notification to the Department of Human Services.
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4.4. Code of conduct

At NMLL we seek to create an environment of cooperation and
mutual respect.

All persons attending NMLL have a right to:

be treated fairly

be treated with respect and patience

feel safe in the learning environment

be free from harassment, discrimination and physical or
verbal abuse

have a comfortable and welcoming environment

1 have their needs listened to.
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All persons at NMLL are expected to:

1 treat each other fairly and equally

1 respect other people’s differences in culture, religious

beliefs, politics and sexual preferences

1 express ideas and opinions in ways that do not offend
others.
be polite and courteous at all times
conduct themselves in an appropriate manner
observe the safety requirements of NMLL at all times
adhere to NMLL policies
treat the premises, equipment and furniture with care.
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Harassment of any form is not acceptable at NMLL. Harassment
based on gender, race ethnicity, religion, size, age, disability or
sexual preference, including sexist or racist language, or physical,
emotional or verbal abuse is a criminal offence.

Any person who feels they have been or are being treated unfairly
should speak with the General Manager. Where appropriate, they
should complete an Incident Report. The General Manager will
follow the grievance procedure process. Any person continuing to
behave inappropriately may be asked by the Manager to leave.

Please also refer to:
1 Complaint and Appeals Procedure - Staff and Volunteers
1 Privacy and Confidentiality Policy
1 Privacy and Confidentiality Procedure
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1.2. Our history

NMLL was formed in 1989 by a group of concerned local residents
and representatives from various local agencies. With funding
from Adult Community and Further Education (ACFE), their aim
was to assist Culturally and Linguistically Diverse (CALD) residents
of North Melbourne learn English. By providing relevant and easy
to understand information about services, they were also able to
help these residents connect with local agencies.

Thirty years later, NMLL remains a not-for-profit organisation and
operates under the guidance of a community-based Committee of
Management. Since its establishment, NMLL has focused on
providing services to the CALD communities of the inner north of
Melbourne. Many migrants and refugees arrive in Australia with-
out English language skills. NMLL has a well-established reputa-
tion as a provider specialising in English language, the develop-
ment of life skills and employability skills.

As a Registered Training Organisation (RTO), NMLL delivers foun-
dation level skill development programs focused on English as an
Additional Language (EAL) and computer literacy. These courses
deliver content that fosters knowledge and understanding of Aus-
tralian communities and society. Community Development princi-
ples are central to this approach, aiming to empower individuals
and CALD communities of North Melbourne to be more independ-
ent and engaged in the life of the wider community.

NMLL supports, empowers and encourages the local CALD com-
munities to engage with all aspects of community life. NMLL Com-
munity Development (CD) activities have been provided alongside
the long running EAL (English as an Additional Language) pro-
grams since 2006. NMLL’s current CD practice focuses on working
with existing community skills and strengths, a commitment to co-
design and responding to expressed community needs and aspira-
tions.

4.2. Planning Documents and Handbooks

Owner*

Pl anning Documents
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Coordinator

4.3. Recycling and Sustainability

NMLL is an environmentally conscious organisation. Please make
every effort to reduce waste and maximise recycling by:

1 only printing if absolutely necessary

1 reusing paper whenever possible (instead of throwing it out)
1 putting paper in recycling boxes instead of the rubbish bin.
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4. Policies and Procedures

4.1. NMLL policies and other documents

NMLL Policies, Procedures and the majority of forms from the
NMLL shared drive and upon request from the NMLL office.

Policies, procedures and other documents most relevant to
students are all available on the NMLL website (www.nmll.org.au)
under the Courses menu. These include:

f Privacy Policy

1 Marketing Policy

1 Responding to Health Warnings Policy

1 IT Policy

7 Diversity Policy

1 Professional Development and Moderation Policy

f Enrolment Procedure - Assessor and Administration
responsibilities

1 Complaint and Appeals Procedures - Students

1 Fee Collection, Waiver and Refund Procedure

f  Student Handbook

1 Enrolment Form

1 Code of Conduct Agreement

1 Complaints Form

1 Request for Refund Form

All activities and work at NMLL is carried out with due
consideration for obligations under the:

Charter of Human Rights and Responsibilities Act 2006 (Vic)
 Disability Act 2006 (Vic)
1 Working With Children Act 2005 (Vic)
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1.5. Management and organisation

NMLL is administered by a volunteer Management Committee,
responsible for setting the policies that guide the work of the or-
ganisation. Members of the committee include local residents and
community sector workers.

Funding bodies are the groups and organisations that NMLL has
funding agreements and/or partnerships with. These may change
from year to year.

The General Manager oversees our programs, engages appropri-
ately qualified staff, seeks funding and ensures the policies and
standards are followed.

The Community Development (CD) Coordinator plans initiatives
that will improve the lives of our members and also coordinates the
NMLL Volunteer Program.

The Education and Compliance Coordinator is responsible for
coordinating NMLL’s education programs and ensuring they meet
the compliance standards.

Our teaching staff deliver accredited and pre-accredited courses.

The Accountant is responsible for maintaining and reporting on
NMLL’s financial situation. This role reports to the General Manag-
erand the Management Committee.

The Administration and Data Coordinator ensures the smooth op-
eration of NMLL by planning and controlling administration, en-
sures that the Student management system (SMS) is up to date,
uploads data to SVTS and ensures the data's integrity.

The Administration Assistant performs reception duties, student
enrolment procedures and a raft of course administration and oth-
er tasks as delegated.

The Bookkeeper processes payments and records accounts and
prepares reports for the GM and Accountant.

Volunteers are engaged in a range of roles including teaching
assistance, event support, administration and selected projects.

Consultants, contractors and project workers are engaged for set
periods to work on defined projects or activities.

1  If anyone is unsure if they may accept a gift, they must
consult with the Community Development Worker and
their supervisor.

3.12. Special Events
From time to time NMLL runs special events. These might include
excursions, guest speakers or other events. Volunteers will be given

the opportunity to assist with these events if interested, but are
not obliged to do so.
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NMLL volunteers have a responsibility to:
1 uphold the vision and values of NMLL —i‘ri;m” o

1 respect the beliefs, religion and culture of all NMLL
students/ participants and NMLL staff

1 respect the privacy and confidentiality of all NMLL
students/participants, their families and NMLL staff

1 perform the duties described in their task/position
description, including attending any training, workshops :u’“"""f“ _
etc. as required S  m st
1 not to give personal advice, especially on matters of health, !
finances, relationships and/or legal situations

1 take reasonable care of resources.

Organisation Chart
Updated October 2024

Government Dept
Funding Bodies

NMLL volunteers need to advise the Community Development
Worker, the General Manager or their supervising staff member

promptly:
f of any issues or concerns related to their volunteer activity l
1 of any changes to their address or other contact details
H Community ompliance Education Coordinator
q if they are unable to attend Development . w::l':':er E——
1 if they are unable to continue volunteering. Coordinator Education Coordinator
{Pre-accredited)
3.10. Reimbursement of expenses p—— . |
. . Development CD Project Teachers
NMLL will reimburse volunteers for out-of-pocket expenses related worker(s) Workers
to their work at NMLL provided the expense has been agreed to
and authorised in advance by either the Community Development I I I
Coordinator, the General Manager or their supervising staff Volunteers
member. «COvolunteers N
= &dmin
. . volunteers
Receipts must be produced for all reimbursements. «Teaching
volunteers

—

As a general rule, staff and volunteers are discouraged from
accepting gifts from residents/clients and/or their families.
Monetary gifts or any valuable gifts must not be accepted. The
following shall apply:
Ll small gifts such as sweets, biscuits, flowers or other
inexpensive items may be accepted, but be limited to
seasonal festivities
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2. Learning

2.1. Teaching approach and flexible learning

For the higher level courses where students have begun to develop
functional language skills NMLL’s teaching approach is based on
adult learning practices. This approach ensures each student be-
comes an active participant in their own learning.

Each new student completes a language assessment during the
enrolment process. This allows the student to be placed in the ap-
propriate level class. An individualised learning plan is developed
to guide the student's progress through the qualifications.

NMLL offers a flexible learning environment by:

1 encouraging individual as well as group learning activi-

ties

1 encouraging participation in community engagement
events
arranging regular excursions and visiting speakers
using computers as a learning and teaching tool
allowing access to facilities outside of class times
providing individual assistance upon request
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2.2. Recognition of Prior Learning (RPL)

NMLL no longer offers RPL assessments but can advise of organi-
sations that do offer the service.

2.3 Credit Transfer (CT) and Recognition of AQF qualifica-
tions

Accredited units, modules and courses undertaken at another Reg-
istered Training Organisation (RTO) can be recognised by NMLL if
an original Statement of Attainment from the other RTO or an au-
thorised copy is provided. This service is restricted to the courses

and units NMLL is oiiroved to deliver as indicated on NMLL’s cur-
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