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Terms of Engagement

For the 

‘Speak My Language’ Program 
On Air Conversations About Ageing Well in Australia


This is an agreement between the

_____________________________________________
Speak My Language Representative Ethnic Council 

and

_____________________________________________
Collaborating Agency

1. PROLOG
This agreement sets out the terms and conditions which will govern the collaboration between ECC _____________ and the collaborating partner ______________________ (agency). The two parties have agreed to work together to deliver culturally appropriate aged care information to CALD communities using the power of ethnic radio.  
________________________________________________________________________________________________________________________________

2. NATURE OF THE AGREEMENT 

a. The obligations outlined in this agreement are binding and reflect the party’s intentions to co-operate together. Each party agrees to: 


i. Do all things which are necessary to implement the provisions of this agreement so as to give effect to the intentions expressed in this agreement. 
ii. Co-operate with each other and provide all reasonable assistance in completing this agreement; and
iii. [image: image12.jpg]


Act in good faith in relation to this agreement

_________________________________________________________________________________________________________________________________

3. PURPOSE OF THE COLLABORATION

a. Rationale and Purpose

This collaboration aims to establish beneficial activities for participants of the Speak My Language program in the areas of;

i. Education
ii. Radio broadcasting 
iii. Community engagement
iv. Capacity building
v. Social inclusion


The purposes of this agreement is to:
vi. Ensure clear, effective and frequent communication among the parties
vii. Create a point of reference for the proposed activities; 

viii. Develop and maintain community engagement practices which will promote best practice models of delivery 
ix. opportunities for both parties to meet, exchange ideas, and set collaborative goals.
x. Identify and plan potential collaborations beyond the scope of this project


_________________________________________________________________________________________________________________________________


4. BACKGROUND

ECCNSW has received funding from the Commonwealth under the Dementia and Aged Care Services Fund Research and Innovation Grants Grant Opportunity 2 ‘Better support for services targeting people from diverse backgrounds’ (DACS) – to deliver the Speak My Language program 1 July 2017 – 30 June 2019. 
The key partners in this national program are;

LEAD AGENCY - Ethnic Communities Council of NSW

ETHNIC COUNCIL PARTNERS 
· Ethnic Communities Council of Queensland represented by Diversicare
· Ethnic Communities Council of Victoria

RADIO BROADCAST PARTNERS
· National Ethnic Marketing Broadcasting Centre (NEMBC)
· Special Broadcasting Service (SBS)

The key partners will engage with;

COLLABORATING AGENCYS

· Organisations and services who will provide age care and cultural expertise to work with radio broadcasters to deliver activities, pertaining to the Speak My Language program.
__________________________________________________________________________________________________________________________________

5. PROGRAM PURPOSE – NATIONAL FOCUS

a. Speak My Language aims to address the number of challenges CALD consumers experience when trying to access appropriate and timely aged care services. 


b. The program aims to address the following priority areas; 

i. To inform and educate people from CALD backgrounds about My Aged Care, healthy ageing, dementia and the importance of seeking support to avoid delayed diagnosis. 
ii. To inform and educate CALD consumers to receive culturally competent care & ensure they achieve healthy outcomes to that of other non-CALD consumers.
iii. To improve awareness amongst special needs groups of health issues associated with ageing to empower them to better manage their own care
iv. To enhance awareness amongst special needs groups of the importance of planning for their future care needs
v. To support them to be active participants in decisions around the care services that they receive,
vi. To improve the outcomes of consumers with special needs. To create ongoing support & information through creative partnerships. 
vii. Promote living independently and staying at home longer
_________________________________________________________________________________________________________________________________


6. NATIONAL PROGRAM FEATURES
a. There are many features in this program which makes Speak My Language unique. These include; 

i. A national coordinated approach with consistent and accurate aged care information and messages

ii. CALD consumer stories and aged care expertise information delivered entirely in-language 

iii. Technological based solutions including online tools, podcasts, access to virtual café conversations (which will be discussed further page 30 of handbook) and an intranet for key participants are available nationally. 

iv. Short films detailing the 14 aged care topics developed and used as learning guides 

v. Capacity building of both CALD ethnic radio and aged care sector beyond the life of this program. 

vi. Robust national evaluation process—providing the commonwealth with quantitative and qualitative data, feedback and policy recommendations

________________________________________________________________________________________________________________________________

7. NATIONAL PROGRAM DELIVERABLES 

a. The Speak My Language Community Conversations program aims to deliver a structured 6– 14-week aged care radio broadcast which will be rolled out over; 2 years, across a minimum of 4 states including NSW, QLD, TAS and VIC over 80 CALD radio programs and covering over 25 languages.
b. The initiative endeavours to reach over 50,000 CALD listeners each week during on air broadcasts.
c. The strength of the program is the;
i. Development of a communication strategy which harnesses the influence and outreach of ethnic community radio to improve CALD older people’s knowledge and awareness of aged care reforms in Australia.
ii. The robust external evaluation process has been incorporated to document the national impact and value of the project with the potential to deliver to the remaining states and territories in the future 
d. The participating Ethnic Councils (mentioned above) are to collaborate with various aged care programs and services, including both multicultural and mainstream agencies in their respective states, to deliver activities in-language for the Speak My Language program and to implement the strategies on a national scale. 
These organisations and services will be referred to as Collaborating Agencies in this agreement.

__________________________________________________________________________________________________________________________________

8. ABOUT THE COLLABOARATING AGENCY
a. The ____________________ is a ___________________________________________________________________________________________________ ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

b. Nomination of Bilingual Facilitator.

a. The collaborating agency must nominate two representatives in their organisation


1. First: A primary contact person who is responsible for executing the agreement. This person, when necessary, must be available to meet to discuss and decide on all issues under this agreement. Delegation may be given to an alternate staff member.
2. Secondly, the Bilingual Facilitator – This will be an individual who has language and aged care expertise who is able to competently complete the tasks required. It is imperative that they meet the Speak My Language Bilingual Facilitator Criteria a can commit to participating in the program until the work has been completed. 
_________________________________________________________________________________________________________________________________

9. DELIVERABLES (see attached scheduled for timeline and expected deliverables)

a. There are two main deliverables that are expected to be completed. These components must be delivered in-language for the _________ speaking community. These components being; 

i. Recordings of Virtual Café Conversations (In Language) for each aged care topics / theme
ii. Facilitation of the live radio program on air in partnership with ethnic radio broadcasters for each aged care topic / theme

b. The above components delivered in their entirety for each of the agreed priority aged care topics.
_________________________________________________________________________________________________________________________________

10. TERMS OF ENGAGEMENT 

a. The Terms of Engagement have been drafted based on the preliminary meeting held with the relevant parties and representatives.


b. The preliminary meeting provided the opportunity for the parties to discuss deliverables, schedule and capacity and to clarify the agency activities required for Speak My Language program. As a result, the ‘Terms of Engagement’ has been developed. This document supersedes the preliminary discussions and formalises the collaboration.  

c. By signing this agreement, the ‘parties’ referred to in this document have agreed to work together to deliver the activities and to do so understanding the defined goals, outcomes and practices as outlined by the Speak My Program preliminary meeting.


__________________________________________________________________________________________________________________________________

11. ROLES AND RESPONSIBILTIES

a. National overarching responsibilities 

i. It is agreed that the Ethnic Communities Council of ____________________, is responsible for overseeing the Speak My Language activities in _______________________ (state/territory). 
ii. ECC ____________________________ has agreed to engage __________________________to deliver the Speak My language program activities for the _______________________ speaking community in their state.
iii. It is understood that training and support will be provided by the ECC for the bilingual facilitator to assist them to prepare and deliver the program. 
iv. It is with the understanding that the collaborating agency will provide appropriate time for the nominated people to complete the required training, assessments and activities, as agreed.
v. Both parties agree that the programs reporting requirements and evaluations are an important component of the work and these documents will be submitted to the ECC state coordinator within 2 weeks of completion of the program.

_________________________________________________________________________________________________________________________________

12. ROLES AND RESPONSIBILTIES – DETAILED 

a. ECC ____________ RESPONSIBILTIES 
a. ECC _______________ to support the nominated bilingual facilitator to complete all five (5 ) phases of the program and must use their reasonable endeavours in doing so. This includes; 

1. Maintaining transparent communication at all times

2. Providing the necessary documentation and resources to complete the role

3. Providing the necessary documentation and resources to complete the tasks
4. Conduct thorough induction and introduction to the program
5. Provide guidance and resources to assist the bilingual facilitator to complete the necessary training
6. Provide opportunities for debriefing
7. Provide direction and support as required

8. Assist with troubleshooting and to develop strategies to overcome barriers or issues

9. Assist the bilingual facilitator in the design, development and delivery phases of the program
10. Match and support the relationship between the broadcaster and bilingual facilitator.

11. Provide clear instructions on the development and recording of the virtual cafe conversations and radio programs on air

12. Monitor worker to ensue appropriate templates are being used correctly, clearance forms signed and returned and that the Program Schedule is being populated and followed accordingly 
13. Maintain contact with the collaborating agency to ensure aged care scripts and tools are being used effectively to deliver the program
14. Monitor evaluations and feedback from guests and participants. 
15. Record feedback and recommendations to national office
16. Complete necessary registration and documentation for final phase of the program.

b. COLLABORATING AGENCIES RESPONSIBILITIES 
a. The collaborating agency,  _______________ , agrees to complete the necessary steps outlined in the handbook to complete all 5 phases of the program and must use its reasonable endeavours in doing so. This includes;
1. Complete the necessary clearances and documentation required to begin the program
2. Complete the handbook and training materials before completing the online assessment
3. Identify appropriate guest speakers for the program 
4. Complete required documentation prior to beginning face to face activities with seniors, including Program Schedule Template and clearance forms. 

5. Develop and maintain a productive partnership with matched radio broadcaster and host 
6. Record and submit trial Virtual Café Conversation prior to beginning the first live recoding. 

7. Maintain timelines and deadlines for the project and notify state coordinator should delays occur
8. Provide all guest speakers with induction packs and manage their time, participation and wellbeing during their time in your care
9. Provide debriefing to guests (if applicable) 
10. Begin recordings of the virtual café conversations for each topic (Following approval to proceed by national office) 
11. Appear on radio for each topic to discuss aged care themes and tips
12. Ensure appropriate preparations are made for both components of the program

13. Maintain ongoing communication with guest speaker during their time with the program, award them with a small volunteer gift once their role is complete
14. Provide state coordinator of fortnightly progress on all aspects of the program
15. Disseminate and collect evaluations and surveys weekly to guest speakers and participants in the program

16. Submit necessary documentation no later than2 week following the completion of the program on-air 
______________________________________________________________________________________________________________________________
13. PROGRAM TARGETS - COLLABORATIVE AGENCY’S TARGETS
The following targets are expected from the collaborating agencies. 

a. Deliver the agreed number of aged care priority topics during course of the program.  (see attached scheduled for more details) 
b. Deliver the above aged care topics over a weekly, fortnightly, monthly period, based on agreed timeframe

c. Facilitate and record the agreed number of in-language virtual café conversations, which will be uploaded on the national Speak My Language website. 
d. Partner with appropriate radio broadcasters and radio programs to deliver the agreed number of sessions of live, on-air conversations about aged care
e.  Complete the designated training and online assessments as a minimum requirement before participating in the program. 

f. Engage with a minimum of 2 guest speakers per aged care topic or theme, to be involved in the café and live radio sessions

g. Provide input into the final edited version of café conversations podcasts before being uploaded to national office

h. Completion of required reporting and evaluation documentation (as specified in the preliminary interview and outlined in the program schedule below

i. Work collaboratively with your matched Radio Broadcaster to meet the requirements of the role

j. Deliver the activities in accordance and standard of the program criteria 

k. Engagement with the national website through the intranet, podcasts, online blog and acknowledgement of the collaboration

For a complete schedule of outcomes and target see the schedule attached.
14. ADDITIONAL CONSIDERATIONS

a. Not applicable
b. COSTS ASSOCIATED WITH THE ADDITIONAL ACTIVITIES 

1. Not applicable


c. OWNERSHIP OF ADDITIONAL RESOURCES DEVELOPED

a. The productions and copyright will be the intellectual property of the Speak My Language national initiative as the resources will be developed using the Speak My language branding and model.  
b. The collaborative agency, _________________________, will have rights to use the program promotional video to promote the program to the indigenous community and where applicable use the promotional video as a training source. At all times and in both instances, the collaborating agency must acknowledge the collaboration and the partnering bodies (ECCNSW, ECC QLD Diversicare, ECC VIC, SBS and NEMBC) 


_______________________________________________________________________________________________________________________________

15. NATIONAL TRAINING REQUIREMENTS 


a. The aged care worker nominated by the Collaborating Agency will be required to complete the minimum training requirements as specified in the program. 

b. This must be completed prior to the program conducting face to face activities.

The training includes but is not limited to;

1. Completion the Bilingual Facilitators Handbook and related quizzes

2. Online assessment min 75% pass rate
3. Watch min two or the three webinars

4. Induction – demonstrate a understanding of roles and responsibilities through the final interview and program schedule 

c. During the induction aged care workers will receive a Resource Pack comprising of necessary tools and resources required to complete the role. 
d. It is the responsibility of the Bilingual Facilitator to notify the state coordinator should additional training or support is required.
______________________________________________________________________________________________________________________________


16. KEY STAKEHOLDERS

The ECC and its collaborative agencies will drive various levels and stages of stakeholder engagement and see this as integral to the success of the program. It is encouraged to utilise the following stakeholders as you develop and deliver the program;

a. Steering Group –comprising of the program primary partners 
(ECCNSW, ECCVIC, ECCQLD, SBS, NEMBC Broadcasting)

b. Advisory groups in each state- will comprise of members from health and ageing industry services and bodies including PICAC, Health Direct, Alzheimer’s, Carers NSW, My Aged Care, Seniors Rights Services, Elder Abuse Helpline, Sector Support and Development, Multicultural Aged Care Programs, CHSP, community care, residential and acute care and representation from consumers and carers.
c. Bilingual facilitators and CALD expertise – will be scoped through the ECC’s and collaborative Agency’s extensive lists of CALD services, organisations, associations, multicultural access programs, bilingual educators and facilitators, CALD aged care facilities and services. 
d. Health and Ageing Expertise – Allied health services, PHN’s, nurses, bilingual doctors and bilingual care support staff, bilingual ACAT and RAS assessors etc
e. CALD Consumers – CALD specific clients, carers and their families sharing their stories on air and through their involvement in focus groups and consultations. 
f. Dissemination of information to sector – through regional, state and national networks and on-line platforms
g. National – Engagement of national bodies and alliances including NACA, FECCA, HARN
h. Radio Broadcasting – NEMBC, SBS and independent ethnic station Radio Hosts
______________________________________________________________________________________________________________________________

17. CONSULTATION AND RESEARCH 

a. Initial consultations and research has been conducted by the ECCNSW for the development of the program and model however the organisation appreciates recommendations and feedback from its partners
b. Should it be identified that further consultation is required for a specific cultural group, ECCNSW will endeavour to partner with its stakeholders to conduct the appropriate consultation to improve the future model of Speak My Language 
__________________________________________________________________________________________________________________________________

18. MARKETING AND COMMUNICATION

1. Copyright 

a. All Speak My Language resources including website, training guides, promotional materials and any other digital media related to the project, will display the Copyright Disclosure ©Speak My Language 2017 

2. Media and Communications 

a. ECCNSW, in collaboration with the Steering Group members, will be responsible for developing a National Media and Communications Strategy for ‘Speak My Language’ program.
b. Additional marketing and media activities can be conducted by each collaborative agency to reflect local need (Note - 10.1.c)

c. It is a requirement that each agency informs their ECC in their state and provides a copy of promotional materials and resources to ECCNSW so that can be reported to the Commonwealth on a 6-monthly basis and included in the national evaluation

3. Branding
a. The Speak My Language logo and all related materials and resources developed by the initiative was developed by the ECC of NSW as the lead agency of the collective and is the intellectual property of the commonwealth. 
b. The brand and model cannot be used by any other party without the knowledge and permission of the Steering Body members. 
c. The branding copyrights applies to all other additional activities developed under the Speak My Language initiative. 

4. Acknowledgments
5. The parties acknowledge that ECCNSW holds copyright of any intellectual property rights on behalf of the partners for all Speak My Language resources, training materials and resources produced for the program. 
i. The parties will reference the partnership in all media as follows; 
‘The program is delivered in collaboration with the Ethnic Communities Councils of NSW, Queensland and Victoria and their Broadcasting Partners SBS and NEMBC to support the national Speak My Language National program.
ii. Further disclosure is to be included on all printed resources developed by the partnership is as follows; 
‘The Speak My Language Virtual Café Conversations and On-Air Radio activities are delivered in partnership between the Ethnic Communities Council of NSW, ECC QLD and ECCVIC and their broadcasting partners SBS and NEMBC. Speak My Language program is an initiative funded by the Department of Health under the DACS 2017 grant and is aimed at empowering CALD seniors and their families to raise their awareness and confidence to engage effectively with the Australian Aged Care system’

6. Use of logos

a. Use of Australian Government logos – Except to the extent the Department advises ECCNSW or otherwise, your organisation must not use an Australian Government logo relating to the Programme without the prior written consent of the Department to that use. ECCNSW will communicate to the Commonwealth to seek approval should this be required

b. Permission from all primary partners must be sought before utilising other partner logos

c. Encourage all partners to use the acknowledgment (10.3.a) where logos are not being used. 

7. Publications 

a. ECC State Coordinators must approve all publications (including digital) prior to distribution

b. The Department will require a final copy of the publication prior to it being published and comply with the relevant Web Content Accessibility Guidelines (2.0 requirements specified in clause 2.3.4 as well as any additional publication requirements specified in Item B of the Schedule for the Activity in the agreement) 

c. It is a requirement that the Commonwealth and all related partners are appropriately acknowledged in all publications, promotional and advertising materials, public announcements and activities published, made or carried out by any of the partners which relate to “Speak My Language” and in any products, processes or inventions developed as a result of the program; and in the format, that is approved by the Department and ECCNSW prior to the publication of the acknowledgement,
__________________________________________________________________________________________________________________________________
19. CONFLICT RESOLUTION

a. The Parties anticipate resolution of disputes through mutual negotiations and discussions in good faith. However, in the unlikely event of an unresolved dispute that remains unresolved for more than 60 days then the issue would need to be brought to the Steering Group for a collective resolution which is in the best interest of the program and its consumers.  


20. INSURANCE REQUIREMENTS 

a. Each collaborative agency is to provide copy of their certification for indemnity insurance 

21. ASSETS
 
a. An assets register must be kept by each ECC and be provided to the ECCNSW at the completion of the program and for the final audit submission to the Commonwealth

22. SPECIFIED PERSONNEL 

a. The ECCNSW is responsible for reporting all personnel employed by the program to the Commonwealth
a. A list of all personnel must be kept by each ECC and provided to ECCNSW at the completion of the program and for the final audit submission to the Commonwealth
b. A list of all SUBCONTRACTORS must be kept by each ECC and provided to ECCNSW at the completion of the program and for the final audit submission to the Commonwealth
c. Funds allocated for Salaries and Wages for a part time coordinator in each state must be used for the employment of such personnel. This employee must be accessible and responsible for the delivery of the related activities for the “Speak My Language” program (requirement as per the agreement with the Commonwealth). 

23. REVIEW OF CONTINUOUS IMPROVEMENT

a. ECCNSW is responsible for facilitating regular opportunities for the review of the program. A roll out plan with regular review dates will be specified 
b. ECCNSW will provide reporting templates and data collection templates to be populated and submitted by each partner. These findings will be discussed at Steering Group meetings to determine whether the partnership is on track and meeting objectives. 
c. Partners are responsible for the completion of Work plans, a reporting templates and data templates to be submitted to ECCNSW at scheduled points in the project as part of their agreement. 

24. EVALUATION AND IMPACT

a. An external independent evaluator will be engaged by ECCNSW to complete the following;

a. Develop evaluation tools and resources to capture quantitative and qualitative data
b. Develop a mid-project term draft report (as required by the Commonwealth 

c. Develop draft final report
d. Develop final report
e. It is expected that all Steering Group members and related personnel liaise, contribute to requests and cooperate with the External Evaluator in the development of the related activities and tools.
________________________________________________________________________________________________________________________________
25. ANTEDEDENTS RIGHTS

a. Dispute Resolutions

a. Termination of this agreement under this clause 5 is without prejudice to any rights which either party may have against the other party.
b. If a dispute disagreement ("Dispute") arises between the parties in connection with this agreement
c. Nominated Person must notify the other party's Nominated [image: image2.jpg]


Person in writing about the Dispute; 
d. and each party must refrain from starting any litigation or arbitration in relation to the Dispute until the parties have complied -with this clause.
e. The parties' Nominated Persons should meet within 14 calendar days after receipt of the notice of dispute and hold good faith discussions to attempt to resolve the Dispute.
f. If the Dispute is not resolved within 28 calendar days after receipt of the notice [image: image3.jpg]


of dispute, the parties agree to submit the dispute to mediation.
g. If the parties are not able to agree to a mediator or mediation process within 35 [image: image4.jpg]


 calendar days after receipt of the notice of dispute, the parties will submit to mediation through the Community Justice Centres.
h.  the parties are unable to resolve the Dispute within 7 calendar days of commencing mediation or such later time as may be agreed during the mediation, either party may refer the matter to arbitration or commence [image: image5.jpg]


 litigation.
26. TERMINATION

a. [image: image9.jpg]
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Termination by either party The parties must continue to perform their respective obligations under this [image: image6.jpg]


agreement despite the existence of a Dispute

b. Either party may terminate this agreement if a party is in breach of any of its obligations under this agreement and does not rectify the breach after receiving 30 days' notice in writing from the other: party to do so, by giving written notice to the first party, which will be effective immediately unless otherwise stated in the notice


27. MONETARY CONTRIBUTION/ IN KIND CONTRIBUTION

a. Where applicable, the ECC will provide an agreed amount of $________ as a contribution toward the time and costs associated to complete the activities. 


b. Should additional hours be required to seek guest speakers or complete the activities, it is agreed that this additional time will be provided in kind by the collaborating agency.

c. Should a monetary contribution apply, the funds will not be processed until all activities related to this agreement have been finalised and all reports submitted to the state coordiantor.
_______________________________________________________________________________________________________________________________

28.  SCHEDULE 
a. TARGETS FOR COLLABORATIVE AGENCY 
a. Agreed language to be targeted is ________________________________________
b. Agreed topics are: _________________________________________________________________________________________
c. Agreed number of sessions for Virtual Café Recordings are ________________
d. Agreed number of sessions for on-air live discussions with radio hosts are ________________________
_______________________________________________________________________________________________________________________________

29. AUTHORISATION

a. The signing of this agreement is not a formal undertaking. It implies that the signatories will strive to reach the objectives stated in the agreement, to the best of their ability.
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ECC ________________











Collaborating Agency

.










.




.









.              
                 Name of person authorised to sign 






Name of person authorised to sign

.
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Ethnic Communities’ Council of NSW Inc.
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