2008 Community Door Training & Awareness Workshop

Session 3 – Overview of Community Door Website  


	1. Session Outline

	Introduction 
	

	
	1. The Community Door website purpose provides a 'one-stop shop' for information, tools and resources to support community-based organisations in Queensland.

	
	2. The purpose of this session is to provide participants with an overview and introduction to the Community Door website, and the tools, information and resources available on the website.

	2. Objectives

	
	3. By the end of this session, participants will be able to:

· Understand what online tools and resources are available on the Community Door website
· Navigate the site and locate required information
· Know which tools require a user id and password to access information 

· Explain the site contents to others

	Home page layout and site design
	

	
	4. The homepage contains elements to ensure the site complies with Government standards, and accessibility standards.

5. The primary navigation consists of six links – Tools, Quality Systems, Management, Funding, Reporting, Networks and Careers

6. Across the entire site, other than within particular tools, you will see the same primary navigation.  

7. Within each section of the site, you will notice that the left hand navigation changes to become relevant to that section. 

8. Some pages contain a “right hand features box” which provides an image, or a quick link to a PDF document, or other navigational assistance specific to the page that you are on.  

9. The News and Events section contains information relevant for NGOs.  If you wish to have an item added to News and Events, use the “contact us” link in the top right corner to email the site administrators.

10. Contact information is located on the site for the Strengthening NGOs team, and the Strengthening Indigenous NGOs team, and feedback can be sent via that page also.  

	Footer utilities
	

	
	11. The footer contains the standard Government links for legal information, copyright, disclaimer and privacy, and a link for other languages which goes back to the Queensland Government Gateway site to translation service information.

	Site Map
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	12. Across the site, you will see this small image used  

  indicating that you are linking to another website external to the community Door, and possibly external to Queensland Government. (particularly evident on the site map)

13. The site map can be a useful alternate navigation.  If you are unable to locate a piece of information in the site using the primary navigation the site map is a good point of reference.

14. You can search for text on the site map page using the “find on this page” feature in your browser.  In Internet Explorer, go to Edit > Find on This Page.  Alternatively, use the keyboard shortcut Control+F.

	Search Engine
	15. The site search engine can assist you to find documents and content located within the Community Door website.

16. The search engine will not search across external sites such as the Management Support Online tool, or the Independent Social Security Handbook.

17. It also won’t search on any of your own content that you may have saved in a secure database linked within the site, such as the Workforce Planner tool.

	3. Primary Navigation Bar

	1. Tools 
	

	
	18. The Tools and Resources Section of the site is accessible from the home page or from Tools on the left hand side of the primary navigation bar.  

19. You can also access most of these tools from links located throughout the rest of the site.  

	2. Quality Systems
	

	
	20. This section of the site contains information and links relating to Standards for Community Services which have been developed collaboratively with representatives from the community services sector as part of the Strengthening NGOs. 

21. In this Section of the site, you may read and print the Standards for Community Services. 

22. By using the left hand navigation, you can link directly to a particular section of the Standards:  Focus on People Using Services, Focus on People Working in Services, Focus on Governance. 

23. This section also contains a quick reference “Frequently asked questions” guide, providing information about the self-assessment process and the verification process applicable to NGOs.   The FAQ page is also available in a downloadable, easy to print PDF version via the right hand features box.

	3. Management 
	24. The Management section contains information and resources which can help NGOs:

a. manage their business

b. improve the management skills of people in their organisation

c. plan for the future

d. maintain a sustainable work environment.

25. In this section of the site, you will find information relating to the following topics:

· Community engagement

· Ethics

· Establishing community service organisation 

· Financial management 

· Governance 

· Human resource management 

· IT management 

· Legal and insurance 
· Management and administration practices 

· Marketing and media 

· Planning 

· Record keeping 

· Risk management 

· Volunteering

· Workplace health and safety.

	
	26. The pages within this section generally contain a brief description of the content matter, with links to external sites  

 

27. In this section, you fill find a link in the left hand navigation to Disability Service Queensland’s “People Management Toolkit”.  

It contains information specifically for managers within the Queensland Disability Sector on recruitment, performance management, training and skill development and management development.

28. Some of the key external sites and tools available from within the Management section of the site include:

a. “Developing Your Organisation”, a site developed by QUT which contains information describing the membership and role of a management committee of a Queensland incorporated association. This is the most common form of incorporation for community organisations. 

How to get there:  Click on Management > Governance > Developing  Your Organisation

b. Management Support Online or MSO, which is also accessible from the home page under tools and resources and will be covered in a later session in this workshop.  

How to get there:  Click on the middle menu item Management > Management and Administration Practices

c.  “Our Community” where you will find many free resources and information about Boards, Committees & Governance.  

How to get there:  Click on the left hand menu item Governance > Our Community

d. The “Standard Chart of Accounts” is designed to help community and disability organisations with financial management and reporting, and to standardise bookkeeping practices.  

How to get there: Click on the left hand menu item Financial Management > Standard Chart of Accounts


	4. Funding
	29. The Funding Section of the site organises information into the following four topic areas:

a. Applying for funding

b. Fundraising

c. Grants and funding sources

d. Other available funding



	
	30. The “Applying for funding” section outlines key steps to successfully apply for funding. You will find a link to “Valuing Organisational Improvement and Community Excellence” (VOICE) which explains how to write a submission for funding.

31. Under the fundraising link in the left hand navigation, you will find a description and tips about fundraising.  

32. Under the “Grants and Funding Sources” link in the left hand navigation, you will find links to Department of Communities funding information, DSQ funding information, Queensland Government search for a grant tool, the Federal Government’s Grants link website, and others.

33. The “Other Available Funding” link in the left hand navigation will lead you to information about other funding sources available to NGOs.

	5. Reporting
	

	
	34. The Reporting Section of the site organises information into the following topic areas:

a. Annual reports 

b. Audits 

c. Compliance reporting 

d. Financial reporting

e. Performance and evaluation
f. Service agreements

35. This is where you will find resources and tools to advise NGOs about the formal collection and distribution of information to internal and external stakeholders.  
· Internal stakeholders may be the organisation's management   board and employees.

· External stakeholders may include general public, government and funding providers.    

36. This information aims to assist the decision makers in NGOs to identify important managerial and administrative issues and develop evidence-based strategic plans.

37. You will find links to many resources relating to these topic areas, including a link to the Department of Communities internet website which has information and resources pertaining to service agreements and plans.  

38. Most of the linked resources in the Reporting Section of the site are external links to the Management Support Online tool, the Standard Chart of Accounts, and the Our Community website.

	6. Networks
	

	
	39. The Networks Section of the site organises information into the following topic areas:

a. Collaborative practices 
b. Links 

c. Newsletter 
40. Under “Collaborative Practices” in the left hand navigation, you will find case studies and documents to support collaborative practices.   

There are currently 11 case studies on the site, which share information about how NGOs have improved their service delivery activities and improved their business management and processes with collaborative models. 

41. Under “Links” in the left hand navigation, you will find links to other websites offering tools, advice, information and networking opportunities for NGOs.

42. “Newsletter” in the left hand navigation is where you will find the latest news about the Strengthening NGOs strategy.

	7. Careers
	43. The “Careers” section has information, tools and resources specifically targeting career path requirements for work within the community sector.

44. The “Career pathways” tool helps you to find information about the training available to support your career paths in the community services sector.

45. Under Qualifications there are links and information for senior secondary school training, vocational education and training and university training.



	Quick Quiz
	

	
	46. You would like to read information and case studies from some other organisations’ experience relating to collaboration.  Where would you look for these?
Your answer: ______________________________________________________

_________________________________________________________________

_________________________________________________________________

47. Where would you locate answers to some of your questions about the Community Service Standards?

Your answer: ______________________________________________________

_________________________________________________________________

_________________________________________________________________

48. List the links that you’d follow to get access to the MYOB training manual? 
Your answer: ______________________________________________________

_________________________________________________________________

_________________________________________________________________

49. List the four content areas that you’ll need a user ID and password to access?

Your answer: ______________________________________________________

_______________________________________________________________

_______________________________________________________________
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