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INTRODUCTION

Section 235 of the Anti-Discrimination Act 1991 (the Act) outlines the functions of the Anti-Discrimination Commission Queensland (the commission).  These functions include: ‘to undertake research and educational programs to promote the purposes of the Act…’ and ‘to promote an understanding and acceptance, and the public discussion, of human rights in Queensland’.

These obligations can be met in a number of ways, including the provision of training courses and information sessions, both in response to requests and as a result of needs identified by staff within the commission.  

In order to balance these obligations with the use of available resources and to promote the economic use of resources, clients may be charged a fee for the provision of the service.  The Finance and Performance Management Standard 2009 provides the commission with both the power and duty to establish a system of revenue management which includes the setting of fees. 
 PRINCIPLES

The following general principles underpin this policy:

· Training services will be provided on a fee for service basis.
· The level of fees charged to clients may vary depending on their capacity to pay.  Three options are available: Full Fee, Cost Recovery and Free.

· Fees, at the Cost Recovery level, apply for additional travel time and downtime between sessions.

· Reimbursement will be required for the costs of air travel, car hire, accommodation, room hire and other out of pocket expenses.

· Fees for additional course preparation will be charged at the Full Fee level.

· Cancellation fees will apply to recompense the commission for wasted effort and encourage commitment from clients.

· Standard course fees notionally include set up and clean up time and two hours total travel time for Brisbane based trainers and one hour for regional trainers.

· The Manager, Community Relations and Regional Managers have the authority to determine the level of fees charged to individual clients.  This decision needs to take account of the guidance provided in this policy.  Managers are encouraged to consult each other in cases where the appropriate level of fee is unclear.
GUIDELINES
Determining the appropriate fee level – “capacity to pay”

A balance needs to be struck between promoting the efficient consumption of the commission’s training resources and ensuring that training is provided to a broad range of clients.  In many cases deciding to charge the full training fee is not difficult eg commercial companies – it is also clear in many cases that no fees should be charged eg a small, not-for profit group staffed by volunteers.  Deciding when to apply a fee based on cost recovery will be more difficult.  (A template has been developed to assist with determining whether a client should receive a reduction in fee – see Attachment 3)
The following factors should be taken into account when determining whether a client should be charged Full Fee, Cost Recovery or receive training Free:

Commercial Status
Clients in the private sector who have a commercial focus ie profit would be charged Full Fees.  Private sector clients who operate on a “not-for-profit” basis are more likely to be charged at either the Cost Recovery or receive training free of charge.  However, other factors like size and access to significant funding may mean that even “not-for-profit” clients should pay Full Fees.  It would be difficult to make a case for public sector clients not to be charged Full Fee given the resources available to governments.
Financial Profile

Look to indicators like turnover, revenue sources and asset base.  The source of funding is also a worthwhile piece of information eg is funding self-generated via donations, does the client receive grants, are membership fees charged, does the client charge for its services.  Much of this information can be obtained from client websites or directly from the client when negotiating training.
Size 
Larger organisations are more likely to be charged Full Fee or Cost Recovery.  Look at factors like staff numbers, corporate structure (branch and head office locations or a sole) and geographic reach ie are services delivered locally, state-wide, nationally, internationally.
Staffing Profile

Look at the mix between paid employees and volunteers.  Organisations with mainly paid employees are more likely to be charged Full Fee of Cost Recovery.  Agencies using mainly volunteer labour are more likely be charged Cost Recovery or receive services Free.
Incorporation
This factor is probably less useful now than in the past as many not-for-profit agencies opt for incorporation.  Nevertheless the “corporate” status of an agency should still be considered when negotiating the fee level. 

Internal training resources

Clients that have internal training units/staff are likely to be charged Full Fee.

Service Provision

Look at the profile of the people who access the services of the client.  Are services provided generally to the community, only to members of the client eg a club, to sections of the community eg religious denominations?  Are the services provided for a fee?

Private Education
Clients may negotiate with the commission for the provision of standard Education Courses delivered to their staff, usually on their premises.  For example, Introduction to the Anti-Discrimination Act - 2 hours for XYZ Pty Ltd at their office in Emerald.  Clients may also wish to pay extra to have one of the standard courses customised to reflect their environment.  A full list of standard education courses can be found in the CRM system under “Products”.

All the standard courses are priced on an hourly basis with rates varying depending on whether the client is to be charged Full Fee, Cost Recovery or will receive the training for Free.  The current hourly rates for private training are at Attachment 1.  Rates are indexed and change on 1 July each year.
Determine and Record the Fee Level

The CRM system has been enhanced to provide a field where the fee level for organisations can be recorded.  The field can be found on the Marketing tab of the Organisation record.  When negotiations with a client commence this field should be accessed to see whether an assessment of the fee level has already been made.  If an assessment has been made then this should be maintained unless there is a compelling reason to amend it.  If an assessment has not been made then the fee level should be determined through negotiation and the outcome recorded on CRM.
Preparing a Quote

Consider the following when quoting for private training:

· Time on site rather than the time actually training.  For example, two, three hour sessions with a one hour break in between would be charged at the rate determined for the two sessions ie Full Fee or Cost Recovery, plus one hour for downtime at the Cost Recovery rate.  If the fee level is determined to be “Free” then the whole activity would be at no cost.
· Time spent on preparation - where new materials (slides, handouts, cases) need to be researched, prepared and/or tested, advise the client that a quote will be prepared to take into account extra preparation time priced at the Full Fee level.   

· Travel – a component of travel time is notionally included in the session rates.  In Brisbane two hours of travel time is included – one hour in regions.  Quotes must include charges for estimated travel time in excess of these allowances.  The rate to be charged for travel time is the Cost Recovery rate.  For example, a session delivered by Brisbane staff in a centre where it takes 3 hours for the return journey to the office should include travel costs for one hour.  If the travel associated with a session includes flying the quote should be for the flight time with no charge for the time taken to get to the airport. 
· Travel and accommodation - in some cases, the client is prepared to pay travel and accommodation costs for trainers to deliver sessions. It is usually easier for the client to arrange these details and to let the trainers know.  We would still include travel time in the quote.  Where travel and accommodation are arranged and paid by the commission then the quote should include reimbursement of these costs. 
· Venue Hire – usually the client provides the venue for training.  If this is not possible and the commission provides the venue eg the training facility in Brisbane which the commission co-owns, then the client should be billed at the applicable room hire rate.

· Multiple sessions to clients - when we’re asked to provide training to the whole workforce (including managers, staff, contact officers etc), we need to get full details of the job, and offer to quote or tender.  Arrangements for these programs need to take into account our policy of training managers/supervisors first and then cascading training throughout other levels of the organization. See the flow chart re strategic approach to training at Attachment 2.
· Number of participants – the recommended size for courses is between 8 and 25 participants.  There is no minimum class size for Private courses but the sessions are more effective when there are at least 4 people.  During negotiations with clients it may become apparent that it is more economical to deliver Private Training rather than Public Training eg if one company wants to register six people in an Public course, it may be cheaper for them to have the training provided by us on-site as a Private course.  If a company wants one person trained, and there are no Public courses scheduled in the near future, consider a number of options:
· offer to put the person’s name on a waiting list until there are enough to run a course (at least 4, and hopefully a minimum of 6), then organise the course
· ask the person whether they can arrange for several more people from their company to attend a course, and if so, run the course for the group
· use the initial interest in the course to do some focused marketing eg to similar companies or the same sector, to organise a course
· plan Public courses well in advance (consider promoting in Balancing the Act, local newspapers, emails to Regional Managers etc) so that people have plenty of notice to organise attendance
· develop a mailing list of interested people, so follow-up can be done at regular intervals (annually or otherwise)
· if none of these options work, consider one-on-one training as a last resort.  

· Other issues 

· Consider using the Strategic Training process (refer Attachment 2) when responding to training requests from large organizations.
Payments, Cancellations & Refunds
The following procedures should be followed:
· Bookings will confirmed by acceptance of the commission quote detailing costs, time and course details.  Both the client and the commission need to indicate acceptance of the quote – this usually occurs through exchange of e-mails.
· Invoices are sent out when training is completed.  The trigger for the generation of the invoice is the trainer changing the status on the CRM record to “Delivered – invoice required”.  Clients may want to pay before the training is delivered.  This is permissible and payment arrangements should be agreed in conjunction with staff in Support Services.
· Cancellations giving more than two weeks’ notice will not be charged for tuition fees but will be invoiced for 100% of any incidental costs incurred by the commission eg accommodation and travel. 
· Cancellations giving more than two days’ but less than two weeks’ notice will be invoiced for 50% of the tuition fee and 100% of any incidental costs incurred by the commission eg accommodation and travel.
· Cancellations giving less than two days’ notice will be invoiced for 100% of the tuition fee and any incidental costs incurred by the commission eg accommodation and travel.
· Include ‘cancellation’ information in quotation confirming training details.
· In cases where payment has been made in advance and the client cancels, refunds should be provided on the same basis as the charges for cancellation listed above ie refund in full if more than two weeks’ notice, 50% if more than 2 days’ but less than 2 weeks’ notice, etc.
· Clients may seek to defer training courses after bookings have been confirmed but not provide more than two weeks’ notice.  This creates difficulties and should be avoided where possible.  However, Managers may decide to accede to client requests for rescheduling courses for business reasons.  Clients need to be advised that courses rescheduled to a new financial year will require re-quoting at the higher rates.  Generally courses should only be rescheduled once.
Public Education
The commission schedules Public Education courses each year.  These courses are open to the individuals be they members of the general public, staff of private organisations or staff of public agencies.  Prices are based on a per person basis for either half or full day sessions.  Clients from organisations which lack the capacity to pay receive training free of charge.  There is no “Cost Recovery” rate for Public courses.
The recommended size for Public courses is between 8 and 25 participants.  Courses with fewer than three participants are uneconomic and should be cancelled.

The schedule of Public courses is posted on the commission’s website each year.

Payments, Cancellations & Refunds
The following procedures should be followed:

· All bookings should be made by completing the course Registration form.  Phone bookings are tentative until payment has been received.
· Registrations will be confirmed only when payment has been received.
· Payment should be received one week prior to the course.

· Should the nominated person be unable to attend the course, a substitute participant is welcome.

· In cases where payment has been received more than one week from the date of the course and the booking is cancelled giving at least one weeks’ notice a full refund will be made. 

· Cancellations providing less than a week’s notice but more than two days’ notice will receive a 50% refund.
· Cancellations providing less than two days’ notice will not be refunded.
· Participants may transfer their registration to another course during a twelve month period, as long as a weeks’ notice is given.

Publications, Videos and CD/DVDs
The following guidelines apply to the provision of publications eg brochures, posters, booklets etc, videos and CD/DVDs:

· Charges should take account of the capacity of the organisation or individual to pay.  Organisations should be encouraged to make their own photocopies  of publications for distribution.  Note that, although it is policy not to enforce copyright on copying of brochures, we do request acknowledgment of ADCQ in accordance with copyright policy outlined below.

· For publications less than 50 copies attract no charge, while bulk orders attract a modest fee.  The fee on bulk orders is designed to discourage clients from making unreasonable requests and encourage them to make their own copies.
· Videos and CD/DVDs attract a modest fee per copy.

· The value to the commission of providing the material, for example, whether an organisation enjoys wide community networks and has the capacity to disseminate the information.

· The need of the client for the material, for example, whether the organisation is a frequent user of the legislation, whether the area where information is requested is one where there are frequent complaints, whether the provision of material may be more effective than the provision of a training/information session.

· The purpose of the need, for example, community groups vs large corporation for in-house training: discrimination consultant.

· The current prices for publications are outlined in Attachment 1.

Copyright
The following wording is to be included in all ADCQ publications:

The Anti-Discrimination Commission Queensland supports and encourages the dissemination and exchange of information. However, copyright protects this publication. The Commission has no objection to this material being reproduced but asserts its right to be recognised as the author of its material, and the right to have its material remain unchanged.

Fairness Everyone’s Business Package
The following guidelines apply to the provision of this package:

· Preview CDs are provided free of charge.

· The CD Rom plus training notes may be purchased as a stand-alone package.

· The package may also be purchased with training included at a discounted price ie a 10% discount on the cost of the package + one public day session.
REVIEW

This policy will be reviewed as per the Schedule of policy review approved by the Anti-Discrimination Commissioner.

FURTHER INFORMATION AND ASSISTANCE
Employees requiring further information or assistance in relation to this policy should contact their Regional Manager or the Manager, Community Relations.
Implementation of this policy requires Managers to exercise professional judgement particularly when assessing the appropriate level of fee to charge clients.  Managers are encouraged to consult with each other in making these determinations.
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ATTACHMENT 1
FEES FROM 1 JULY 2011

Public Education

· Half Day session
$160 (includes GST)

· One Day session
$320 (includes GST)

Private Education

· Full Fee rate

$200/hour (includes GST)

· Cost Recovery rate
$57/hour (includes GST)

· Free of Charge rate
nil

· Product tailoring
$200/hour (includes GST)

· Extra preparation
$200/hour (includes GST)

· Travel/Downtime
$57/hour (includes GST)

Fairness Everyone’s Business package
· CD Rom

$562 (includes GST)

· CD Rom + Training
$793 (includes GST) – based on package + public day session discounted by 10% ((562+320)x0.9))

Publications

· Bulk orders

$12 for 50 (includes GST)

Videos and CD/DVDs
· $12 per copy
ATTACHMENT 2 

[image: image1]
ATTACHMENT 3

APPLICATION FOR FEE REDUCTION

FOR

“NOT-FOR PROFIT” ORGANISATIONS

Please complete the following questionnaire:

TRAINING

Purpose of Training:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Who will be the participants eg staff, volunteers, clients?:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Number of Participants:
______

ORGANISATION

Name:________________________________________________________

Contact person_________________________________________________

Address_______________________________________________________

Phone Number:_________________________________________________

What is the nature of the work of the organisation?:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
What is the corporate status of the organisation eg company, incorporated etc?

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Who does the organisation provide services to, eg members, general public, other organisations, community groups?

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
How many staff work for the organisation?

· Less than 20

· 20 to 50

· 51 to 100

· 100+

How many staff are employees?
______

How is the organisation funded eg donations, commercial activities, grants?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Does the organisation have internal training resources? Please describe,

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Authorised Signature:____________________________________________

Name:________________________________________________________

Position:______________________________________________________
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Training for managers/


supervisors – half day (Preventing 


discrimination & harassment)





Training for Contact Officers


– full day course





Training for trainers/HR people


- half day (Fairness – Everyone’s 


Business) – how to present a


session on discrimination issues





Training for staff – two hours


(Introduction to the Anti-Discrimination Act)





Strategic Training


(for large organisations)





Survey for Managers/Staff





Follow up after 6 months


Refresher training for


Contact Officers 


– 2 hours





Follow up after 6 months


Refresher training for


managers/supervisors


 – 2 hours





Follow up after 6 months


Refresher training for


trainers/HR staff 


– 2 hours





Follow up after 6 months


Training for new staff


- 2 hours





Follow up after 12 months


Refresher training for


Contact Officers – 2 hours





Follow up after 12 months


Refresher training for


managers/supervisors


 – 2 hours





Follow up after 12 months


Refresher training for


trainers/HR staff - 2 hours





Follow up after 12 months


Training for new staff


- 2 hours
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