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Introduction
The Victorian Government invests in community based adult education through Learn Local organisations. They form part of a modern high quality vocational education system that gives all Victorians the opportunity to gain the skills they need. They are valuable community assets, improving the lives and prospects of many Victorians, and playing a positive role in strengthening local economies and communities.

The ACFE Board’s strategic plan for 2013-15 identifies the following objectives:

· All Victorian learners have access to vocational and adult education in an appropriate educational setting
· Increased social and economic participation and engagement by those facing barriers to learning

· A sustainable Learn Local sector which is a recognised part of the broader education system and interacts with community and industry

· Providing independent advice on policy, strategy and innovation.
To facilitate its role in managing Government’s investment, the Adult, Community and Further Education (ACFE) Board enters into formal relationships with organisations that are not-for-profit, community owned and managed, and can demonstrate that adult education and vocational learning is a key focus of their business. Registration is the primary relationship between the ACFE Board and these organisations.

Regional Councils of ACFE manage the registration process on behalf of the ACFE Board. The Council considers the evidence provided in the registration process and determines the organisation’s eligibility for registration. Registered organisations are listed on a statewide register kept in the Department of Education and Early Childhood Development (DEECD). Organisations are registered with the ACFE Board for up to three years.
Registration with the ACFE Board carries a number of benefits including:

· Access to a range of grant and service delivery funding programs

· The right to use the Learn Local brand to support marketing and promotion of courses

· Access to professional development and networks across the state

· Reduced cost access to some business related software. 

Registration with the ACFE Board does not guarantee funding. The ACFE Board sets priorities for the adult vocational learning programs and related projects it wishes to support. These priorities are articulated in the Board’s three year Strategic Plan and Annual Business Plan. Purchasing to support these priorities is determined annually and detailed in the Purchasing Pack. 

Further information
This document outlines the basic information organisations will need to gather, complete and provide to a Regional Council so they can consider an application for registration. It also describes the registration process.
If you require further information you should contact the Manager, Stakeholder and Regional Support for your region. Contact details are available on page 6.
Meeting the registration criteria

The following information will assist you to determine if your organisation is eligible for registration with the ACFE Board. To be eligible, your organisation must meet all the criteria.
Education as a key function

· Education is identified as a key function in the constitution, articles of association or other documents that describe the organisation’s purposes and goals.

· Business and strategic plans incorporate goals and strategies for the provision of adult community education that meets the needs of the local community or community of interest.

· The organisation is able to provide adult education programs that meet the requirements of the ACFE Board, as set out in Part 3.3 of the Education and Training Reform Act 2006 and from time to time in policy statements and Victorian Government priorities.
Community owned and managed not-for-profit

· The governing body draws the majority of its members from the community where it operates (i.e. the suburb, town, rural district, or local government area) or the community of interest it serves (e.g. Aboriginal or Torres Strait Islander people).
· The organisation engages with and responds to the community or community of interest.
· The programs the organisation provides are accessible to the general community.
· The organisation’s rules prevent assets or profits being distributed to individual members both while the organisation is operating and if it ceases to operate and is wound up.
Business and governance structures

· The organisation operates within a formal legal structure (e.g. Incorporated Association, co-operative, company limited by guarantee).
· Victoria is a principal place of operation.
· The organisation has a current Australian Business Number (ABN) and is registered with the Australian Taxation Office for the Goods and Services Tax (GST).

· There are policies, operational guidelines and procedures in place that allow the organisation to meet the legal obligation imposed by its structure, other legal obligations (e.g. to employees, taxation, insurance etc.) and to provide services.

· There is evidence available that the organisation meets its legal obligations.
· There are policies and procedures in place in relation to financial management, fraud prevention and risk management.
· The organisation is able to operate in an e-business environment including receiving and providing information through internet-based channels and electronic funds transfer.
· NOTE: Organisations operating under the sponsorship of another legally constituted body (e.g. local government) will need to provide additional information on the detail of the arrangement including respective roles and responsibilities especially for the management of programs and services and the acquittal of funds and deliverables.  

Ineligible organisations

The following organisations cannot be registered with the ACFE Board.
· an unincorporated body

· a commercial or for-profit organisation
· a TAFE Institute

· a University

· an Adult Education Institution as defined in the Education and Training Reform Act 2006
· an organisation whose principal base of operation is outside Victoria

· state or federal government departments or agencies
· industry associations 

· Universities of the Third Age
The registration process
There are 6 steps in the process.
1. Your governance body (Committee or Board of Management) decides to apply for registration or re-registration with the ACFE Board.
2. Identify the evidence you need to supply to demonstrate that your organisation meets the registration criteria. (NOTE:  If your organisation is currently a Registered Training Organisation (i.e. is registered to deliver accredited training) some evidence already supplied for RTO registration is not required.)
3. Complete the ACFE Board Registration Application Pack including the Organisational Self-Assessment and Statutory Declaration, attach any required documents and forward them to the relevant regional office (see listing on page 6).
4. Regional staff will check that all the required documents are included and contact you if there are any items missing.
5. The ACFE Regional Council, on behalf of the ACFE Board, will consider your application at its next meeting.
6. You will be notified of the outcome. If your application is successful a Registration Certificate will be forwarded to you.

NOTES:

a. Register with the Regional Council that covers your primary location. If granted, your registration with the ACFE Board is valid for the whole state. 

b. If your organisation is currently registered with the ACFE Board you will receive a reminder before the registration expires including a date by which you need to notify the regional office that your organisation wishes to re-register. No further reminders will be sent.

c. Re-registration follows the same procedural steps as above and requires the same evidence.

Regional office contacts

In all cases the appropriate contact is the Manager, Stakeholder and Regional Support.
North Eastern Victoria Region, DEECD

8392 9342
Level 2, 295 Springvale Road, Glen Waverley 3150
(Eastern Metropolitan and Hume Regional Councils)

North Western Victoria Region, DEECD

5440 3182
7 McLaren Street, Bendigo 3550
(North Western Metropolitan and Loddon Mallee Regional Councils)

South Eastern Victoria Region, DEECD

8765 5701
PO Box 5, Dandenong, 3175
(Southern Metropolitan and Gippsland Regional Councils)

South Western Victoria Region, DEECD

5225 1063
5a Little Ryrie Street, Geelong, 3220

(Barwon South Western and Grampians Regional Councils)

Additional information

Refusal of a registration application

When they determine that an applicant organisation has not met one or more of the registration criteria Regional Councils will not approve the registration application. Once notified of the decision, the applicant organisation is entitled to appeal against the decision.
All appeals should be addressed to the Chairperson of the Regional Council and outline the grounds on which the appeal is being made. Any additional evidence to support the appeal should be supplied when the appeal is made.

Cancellation of registration

The Executive Director, Pathways and Participation Division has the authority to cancel an organisation’s registration based on the recommendation of the Regional Council who approved the initial registration.
Cancellation may occur if:

· The organisation has notified the Regional Council that it no longer meets the criteria for being registered.
· The organisation has been found to have breached or be non-compliant with one or more of the registration criteria.
The Executive Director will notify the ACFE Board, Regional Councils and the organisation of the decision to cancel the registration and of the date from which the cancellation takes effect.

An organisation whose registration has been cancelled may apply to the Victorian Civil and Administrative Tribunal for a review of the decision.
Internal dispute resolution

Any dispute or difference arising from the registration process will be resolved as follows:

a. An initial, informal discussion between the parties will be arranged to clarify the scope of the dispute and if possible to resolve it. The discussion must be documented.

b. If discussion fails to resolve the issue, the aggrieved party will outline their concerns in writing to the other party and request a formal meeting.
c. The Regional Council will establish a grievance committee to meet formally with the organisation’s governance group to attempt a resolution.

d. If no resolution can be achieved and either party believes it will not be achieved through discussion the dispute will be referred to the Executive Director, Pathways and Participation Division. The Executive Director’s determination will be final.

e. The Executive Director, Pathways and Participation Division will notify the ACFE Board Audit and Risk Committee of any dispute and its determination.
ACFE BOARD REGISTRATION APPLICATION PACK

To apply for registration with the ACFE Board complete and forward pages 9, 10 and 11 and the required documentation to your Regional Council.  See page 6 for address details.

ACFE BOARD REGISTRATION APPLICATION PACK

Section A
All applicants to complete this section

	Organisation Name:
	

	
	
	

	Organisation street address
	

	
	
	

	Organisation mailing address
	

	
	
	

	Email address
	

	
	
	
	

	Region of registration
	
	TOID
	


Section B
Complete this section only if you are a Registered Training Organisation (RTO)
	Registering authority (circle):
	VRQA


ASQA

	
	
	

	TOID
	

	
	
	

	Registration expiry date
	

	
	
	

	Current Victorian Training Guarantee contract (circle)?
	YES


NO


Section C

Please tick to indicate documentation that is attached. Items in blue are not required from RTOs:

	(
	Evidence that rules prevent assets or profits being distributed to individual members both while the organisation is operating and if it ceases to operate and is wound up.



	(
	Evidence that education is a key function of the organisation and is mentioned in its constitution or articles of association. 



	Copies of the following documents:

	(
	Incorporation documents



	(
	The most recent payment receipt from Consumer Affairs Victoria (or relevant corporate regulator



	(
	Registration for the Goods and Services Tax (GST)



	(
	Australian Business Number notification from the Australian Taxation Office 

	(
	Completed checklist of evidence supporting the organisational self-assessment.

	(
	Signed and witnessed statutory declaration attesting that the organisational self-assessment is true and correct

	For organisations acting under the sponsorship of another legally constituted body:

	(
	a Deed of Delegation signed by both parties specifying

	
	· a committee of management is responsible for oversighting the business and functions of the organisation

· the roles and responsibilities of each party including for program and service management and acquittal of funds

· the lines of communication between the sponsored body and the ACFE Board

· that funds received through the ACFE Board are able to be discretely identified, accounted for and reported.




Section D

Organisational Self-Assessment

Please tick the boxes below to indicate that your organisation meets the registration eligibility criteria described. 
	Education

	
	Our organisation identifies education as a primary function
Education is identified as a primary function in our constitution, statement of purposes or articles of association. 

	
	

	
	

	
	Our organisation has adult community education goals that are integral to our wider objectives.

Our business or operational plans clearly document and identify actions that support the adult education objectives of the organisation.

	
	

	
	Our organisation delivers quality adult education programs and services to meet the learning needs of the local community.
Our education and training courses have been developed to meet the identified learning need of the local community or a community of interest.

	
	

	
	Our organisation provides adult education programs that meet ACFE Board requirements

We can demonstrate an understanding of the requirements set out in the Education and Training Reform Act 2006 and current Victorian Government priorities.

	
	

	Community

	
	Our organisation has a governing body that draws the majority of its members from the community or community of interest that it serves.

We have a governance body that is accountable and responsive to the community and includes representation from the community. The members have a range of expertise and skills appropriate to the management of the organisation and reflect the composition of the community.



	
	

	
	Our organisation partners effectively with other organisations.
We have established networks and partnerships across the community, community of interest and Government, or have potential to establish them.



	
	

	
	

	
	Our organisation provides programs that are open to the general community.

We offer a range of programs and services that reflect the diversity of the community.

	
	

	Not for profit

	
	Our organisation’s rules prevent assets or profits being distributed to individual members. 

While the organisation is operating or if it ceases to operate and is wound up, the profits and assets are only able to be used to advance the purposes of the organisation. 

	
	

	Victorian business

	
	Our organisation is a formal legal entity for which Victoria is a principal place of operation.

Our operational and strategic plans identify Victoria as the principal place of business. We have evidence of incorporation and GST registration

	
	

	Sustainable business

	
	Our organisation is governed by appropriate policies, operational guidelines and quality procedures that allow it to meet business, community and legal obligations.

We have evidence of compliance with legal requirements relating to incorporation, taxation, superannuation, Workcover etc. Our governance roles, responsibilities and practices are documented.

	
	

	
	Our organisation has appropriate business and governance arrangement in relation to fraud prevention and risk management.

We prepare an annual budget. Financial auditing policies, procedures and arrangements are in place. We have risk management policies that identify procedures for risk analysis, management responsibility and accountability. 

	
	


Section E

Statutory Declaration

	I, 
	
	the Chairperson of the Committee/Board


	of Management of 
	


(the organisation) in the State of Victoria, do solemnly and sincerely declare that:

1. I am authorised to make this Statutory Declaration on behalf of the organisation, which is seeking registration with the Adult, Community and Further Education Board;
2. the information provided in this application is true and correct;
3. the organisation undertakes to comply with the conditions of registration;
4. the organisation undertakes to allow the Adult, Community and Further Education Board and the Department of Education and Early Childhood Development or its agents access to records and documents, delivery locations and staff for the purpose of verifying compliance with the conditions of registration;
5. the organisation understands that failure to provide true and correct information of a material nature in thus application may result in registration not being granted or of it has been granted in cancellation or suspension of registration;
6. the organisation understands that failure to comply with the conditions of registration may result in registration not being granted or of it has been granted in cancellation or suspension of registration;
7. the organisation indemnifies the Adult, Community and Further Education Board and the Department of Education and Early Childhood Development and their officers, employees and agents in relation to any loss or damage sustained as a result of the failure of the organisation to comply with the conditions of registration;
8. the organisation acknowledges that registration does not constitute the organisation as an agent or employee of the Adult, Community and Further Education Board or the Department of Education and Early Childhood Development and that the employees officers or agents of the organisation do not have any authority to incur any obligation, make or purport to make any representation on behalf of the Adult, Community and Further Education Board or the Department of Education and Early Childhood Development;
and I make this solemn declaration conscientiously believing the same to be true and by virtue of the provisions of an Act of Parliament of Victoria rendering persons making a False Declaration punishable for wilful and corrupt perjury.
	Location of declaration:
	

	
	
	

	Signed (Chairperson)
	

	
	
	

	Before me (witness*)
	

	
	
	

	Date
	


*A person authorised to witness statutory declarations in accordance with the Evidence (Miscellaneous Provisions) Act 1958.  See over for list.

Persons who can witness statutory declarations under Section 107A of the Evidence (Miscellaneous Provisions) Act 1958   
· a justice of the peace or a bail justice:

· a public notary; 

· an Australian lawyer (within the meaning of the Legal Profession Act 2004) 

· a clerk to an Australian lawyer; 

· the prothonotary or a deputy prothonotary of the Supreme Court, the registrar or a deputy registrar of the County Court, the principal registrar of the Magistrates' Court or a registrar or deputy registrar of the Magistrates' Court; 

· the registrar of probates or an assistant registrar of probates; 

· the associate to a judge of the Supreme Court or of the County Court; 

· the associate of an Associate Judge of the Supreme Court or of an associate judge of the County Court; 

· a person registered as a patent attorney under Chapter 20 of the Patents Act 1990 of the Commonwealth; 

· a member of the police force; 

· the sheriff or a deputy sheriff; 

· a member or former member of either House of the Parliament of Victoria; 

· a member or former member of either House of the Parliament of the Commonwealth; 

· a councillor of a municipality; 

· a senior officer of a Council as defined in the Local Government Act 1989; 

· a person registered under the Health Practitioner Regulation National Law to practise in the medical profession (other than as a student); 

· a person registered under the Health Practitioner Regulation National Law– 

(i) to practise in the dental profession as a dentist (other than as a student); and 

(ii) in the dentists division of that profession; 

· a veterinary practitioner; 

· a person registered under the Health Practitioner Regulation National Law to practise in the pharmacy profession (other than as a student); 

· a principal in the teaching service; 

· the manager of an authorised deposit-taking institution; 

· a member of the Institute of Chartered Accountants in Australia or the Australian Society of Accountants or the Institute of Public Accountants; 

· the secretary of a building society; 

· a minister of religion authorised to celebrate marriages; 

· a person employed under Part 3 of the Public Administration Act 2004 with a classification that is prescribed as a classification to which this section applies or who holds office in a statutory authority with such a classification; 

· a fellow of the Institute of Legal Executives (Victoria). 
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