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Executive Summary 

 
The Inclusion, Integration and Empowerment Project (the Project) was delivered 

through a partnership between the Leaders for Geelong Project Team and the 

Victorian Advocacy League for Individuals with Disability (VALID).  VALID is an 

advocacy group for adults with intellectual disabilities and their families.  VALID 

organises the annual Having a Say Conference which attracts over 1000 delegates 

to the Geelong region each February.  Despite being one of the largest 

conferences associated with the disability sector in the Southern Hemisphere, its 

profile in the Geelong community has historically been low.  

 

The Project aimed to increase inclusion, integration and empowerment of people 

with disabilities by increasing the profile of the Having a Say Conference and 

building leadership capacity within the Conference Local Organising Committee 

(LOC).  

 

The Project was executed in two distinct parts.  Over several months the Project 

Team participated in Self Advocacy Leadership Training (SALT) workshops facilitated 

by VALID’s Self Advocacy Coordinator. This provided an opportunity for the Project 

Team to work alongside members of the LOC to share their experiences, provide 

peer support and mentoring, and learn from one another. Feedback from the LOC 

participants demonstrated that the workshops had challenged their perception of 

leadership and increased their confidence level, and that the Project Team had 

contributed to this outcome. 

 

The second part of the Project involved working in collaboration with the LOC to 

plan, deliver and evaluate the ‘Leadership Dinner’.  In previous years, VALID had 

organised a dinner on the evening preceding the Conference, commonly known 

as the ‘Welcome Dinner’.  This was historically a small event of select conference 

organisers with the purpose of welcoming international speakers, special guests and 

sponsors to the Conference. 

 

The Project Team worked with VALID to transform the Welcome Dinner to a formal 

Leadership Dinner, promoting inclusion and integration with the broader Geelong 

community.  High profile speakers attracted a broad range of stakeholders with 122 

attending the sold out event.  The evening provided an opportunity to hear from 

government representatives and community leaders as well as participants of the 

National Disabilities Insurance Scheme (NDIS). The Leadership Dinner was an 

opportunity to empower the participants of the LOC and the Project Team to 

demonstrate their leadership skills in a safe and supportive environment. By all 

accounts it was an overwhelming success. 

 

A less tangible but important outcome was that the work undertaken by the 

Leaders for Geelong Project Team formed the backdrop to a strategic relationship 

between VALID and the Committee for Geelong, one that we hope will endure 

beyond the life of the Project. 
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1.0 Introduction 
 
The Inclusion, Integration and Empowerment Project (the Project) was delivered 

through a partnership between the Leaders for Geelong Project Team and the 

Victorian Advocacy League for Individuals with a Disability (VALID). VALID is 

funded by the State Government to provide advocacy services for adults with 

intellectual disabilities and their families.  VALID is managed by an independent 

Committee made up of people with disability, family members and concerned 

citizens. 

 

Incorporated in 1993, VALID provides both direct and indirect support to 

people with disability, their families and carers. VALID is committed to the vision 

of an Australian nation in which people with a disability are empowered to 

exercise their rights – as human beings and as citizens – in accordance with the 

United Nations Declaration on Human Rights and the Rights of Disabled Persons. 

 

VALID provides direct and indirect support for people with disability including: 

 

Direct 

Standing behind - providing advice and guidance to achieve their goals 

Standing beside - assisting them in raising and addressing issues 

Standing before - representing their rights and interests 

 

Indirect 

Family advocacy - to support the natural role of families in advocating for a 

family member 

Training in empowerment skills for those representing people with disability 

Referral to other avenues of support 

 

A key activity of VALID is the annual Having a Say Conference. The Conference 

aims to provide people with a disability the opportunity to ‘have a say’ about 

issues that affect their lives, and to be heard by politicians, government 

departments and service providers. It also encourages them to ‘participate’ 

and meet with other people from Australia and overseas and to celebrate 

ability and achievement. 

 

The conference is held at the Deakin Waterfront Campus in Geelong and 

attracts approximately 1000 delegates from around the nation.  

 

On the evening prior to the Conference, a dinner is held to welcome 

international delegates, speakers and sponsors to Geelong. Historically, 

attendees have been limited to VALID representatives along with the Local 

Organising Committee (LOC) and agencies associated with the Conference. 

The event is organised by VALID and external funding is sought to fully or 

partially cover costs.  In 2014, the dinner was held on Tuesday, 4 February with 

the Conference following on 5 to 7 February. 

 

 

 

 

 

 

 



5 
 

 

2.0 Project Scope 
 

2.1 Project Aims 

 

The Inclusion, Integration and Empowerment Project Team worked in 

collaboration with VALID staff to build leadership capacity of the LOC through 

four advocacy training workshops and assisting with the planning and 

preparation for the pre-conference dinner. This, combined with mentoring and 

guidance from members of the Project Team, aimed to empower the LOC 

members to take a more active role in organising the dinner on this occasion 

and in subsequent years.  

 

Our approach aimed to:   

 build skills and capacity among the LOC and increase their ability to 

advocate for themselves and be more influential  leaders 

 create a strategic connection between VALID and the Geelong 

community 

 increase awareness of the VALID Conference among the Geelong 

business community  

 develop greater awareness and understanding in the Geelong 

community about disability access and inclusion 

 create opportunities to develop the leadership potential in ourselves 

and others. 
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2.2 The Project Structure: 

 

The Project was structured into two parts.  

1. The Workshops  

2. The Leadership Dinner 

 

Part 1- The Workshops  

 

VALID provides training to people who support, assist or represent people with 

an intellectual disability. The Self Advocacy Leadership Training (SALT) Program, 

developed by VALID provided the basis for the workshops.  

 

There were four training workshops facilitated by the Self Advocacy 

Coordinator from VALID. The Project Team participated in these workshops 

alongside 8 members of the LOC. Each workshop went for 2 hours.  The 

workshops focused on skill development in the areas of: 

 

 Universal human rights and equality 

 Human emotions 

 What makes a leader and leadership qualities 

 Leadership self-assessment. 

 

In keeping with adult learning principles, the format of the workshops 

encouraged active participation and allowed for the mutual exchange of 

experiences and learning between the Project Team and workshop 

participants. 

 

As part of the preparation in delivering the workshops, the Project Team met 

with the VALID Self Advocacy Coordinator prior to each workshop. The aim of 

these meetings was to refine the content, ascertain the role of the Project Team 

members and agree on the intended outcomes. A hard copy workbook was 

then produced by VALID to support each session; an example of these can be 

found in Appendix 1. 

 

The first workshop commenced with all participants and the Project Team 

providing a synopsis on each of their backgrounds. The benefit of this exercise is 

qualified by the participant’s feedback (Section 4) in which they specifically 

mentioned the value of learning about the professional and personal 

background of each of the Project Team members. This openness set the scene 

for vibrant discussion and helped establish a relationship between the Project 

Team and the LOC participants.  
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Part 2: The Leadership Dinner 

 

The Project Team worked in collaboration with the LOC to plan, deliver and 

evaluate the dinner. The planning was undertaken in a series of meetings 

whereby the group worked incrementally through the tasks required to 

organise the event. The Project team also met independently to discuss ideas 

and identify ways they could contribute and add value to the process and the 

event. 

 

The goal of the Project Team was to empower members of the LOC to play a 

more active role in organising the event so that in subsequent years they could 

take the lead in organising the dinner. To achieve this outcome, the Project 

Team focused on developing the knowledge and skills of the LOC members 

and providing the members with the necessary event management tools.   The 

Project Team developed a resource kit for the LOC to assist with organising 

future events. This is attached as Appendix 2. 

 

As the Project progressed, the dinner for 2014 was re-badged as a Leadership 

Dinner to more accurately reflect the change in direction and focus that had 

come about through the Project Team’s involvement and VALID’s interest in 

connecting with a wider and more diverse audience. 

 

The Leadership Dinner aimed to promote inclusion and integration with a 

broader community representation.  It brought together business and 

community leaders from Geelong, with and without a disability, to reflect on 

the first six months of the National Disability Insurance Scheme (NDIS), and the 

establishment of the National Disability Insurance Agency (NDIA) in Geelong. It 

was also an opportunity to empower the participants of the LOC by giving 

them specific duties which demonstrated leadership in a safe and supportive 

environment.  

 

The Leadership Dinner was titled NDIA, Leading the way, and featured the 

following keynote speakers: 

 

 David Bowen, CEO, NDIA 

 Sarah Henderson, MP, Federal Member for Corangamite 

 Clients of the NDIA who had recently completed the planning process 

through NDIS spoke about their experiences, both positive and negative, 

and how the NDIS had impacted their lives. These speakers included: 

o Leah Scott 

o Simone Stevens 

o Donna Shaw 
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Special guest speaker, Graham Webb MBE, and VALID Executive Officer, Kevin 

Stone, provided reflections and closing comments. 

 

 

 
 

 

 

The program and invitation for the event is included in Appendix 3. 

 

The event was considered an overwhelming success with 122 attendees 

including a diverse range of stakeholders and community leaders.  A detailed 

discussion of outcomes is provided in Section 4.  
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3.0 Method 
 
3.1 Clarification of purpose, format and intended outcomes for the project 

The initial conception of the project varied considerably to the final Project 

Brief. Originally, the Project Team proposed an All Ability Team Challenge. This 

was conceived as a single-day event aimed at providing an opportunity for 

families living with disability to engage in team sporting events and physical 

activities in a safe environment. While the outcomes of both concepts were 

similar in intent, what was delivered was quite different from the original 

conceptualisation of the Project. 

 

3.2 Landscape analysis of current opportunities and events 

Considerable time was spent at the initial project meetings brainstorming and 

identifying potential project partners for the Geelong All Ability Team 

Challenge. Each team member was set particular research tasks to validate 

and refine the concept. At that time the team became aware of the annual 

VALID Conference in Geelong and identified the strategy that we would link 

our event with the Conference as our target audience were already 

assembled and ready to engage. The Project Team’s first task was to attend 

the 2013 Having a Say Conference. 

 

It was soon discovered that a similar event to our project concept was run by 

the City of Greater Geelong over the weekend immediately following the 

Having a Say Conference.  It included three days of triathlons for mainstream 

competitors and a single event targeted specifically for people with disabilities. 

It also completely occupied the Geelong Waterfront, the venue that we had 

already identified as the preferred site.  This created our first challenge in that 

our concept was in some ways duplicating an already established event.  

 

3.3 Identification of potential strategic partnerships and collaborators  

With the aim to develop a project that increased awareness and focused on 

the integration of people with disabilities with the wider community, the Project 

Team met with a number of key stakeholders to ascertain what initiatives and 

ideas would be supported by agencies currently working with people with 

disabilities. Included in this list was the VALID organisation who we believed 

would be well placed to speak on behalf of people with disabilities. While 

support for the initial concept was well received by one of the VALID Board 

members, the first meeting with the VALID Executive Officer was a ‘game 

changer’.  He was supportive of our vision to empower and increase awareness 

and integration of people with disabilities.  His recommendation was as 

participants in the Leaders for Geelong Program, we could add the most value 

by sharing our leadership skills and connections with members of the LOC, and 

thus build their capacity. What emerged was a concept that built on the 

existing initiatives that were already in development by VALID.  

 

3.4 Defining the relationship and clarifying roles  

 

The Project Team are grateful for guidance provided by Robyn Miles of 

InspireMe Consulting, for facilitating a workshop with the Project Team to clarify 

roles and responsibilities and create a vision of what we wanted to contribute 

both individually and collectively. It was particularly important in helping us to 

navigate the collaborative nature of the relationship with VALID.  
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During the workshop we mapped out the Project Team’s responsibilities, VALID 

responsibilities and shared responsibilities. This was subsequently documented 

and discussed with VALID to give clarity to the relationship and purpose for the 

Project. 

 

The letter of support from VALID for the Project is included in Appendix 4. 

 

 

3.5 The Final Concept 

 

Working in collaboration with the VALID conference staff and their sub-

committee (the LOC) we aimed to coordinate four workshops to develop the 

leadership capacity, personal skills and attributes of members of this group.  

These workshops culminated in the Leadership Dinner on Tuesday 4 February 

2014.    
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67% 

83% 

67% 

50% 

83% 

67% 

50% 

67% 

0% 10% 20% 30% 40% 50% 60% 70% 80% 90%

I Improved my confidence

I learned how to run meetings

I learned to be active leader

I learned how to lead my life

I learned to be more assertive

I improved my leadership skills

I now speak up during PCPs*

I am now respected by others

Learnings from the workshops 

83% 

67% 

83% 

83% 

17% 

33% 

17% 

17% 

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Do you think you are a leader

Do you feel more confident to speak up at meetings

Do you feel more confident when asking questions

Did you learn more about being a leader

Summary of participant feedback forms 

Yes Sometimes No

*PCPs – Personal Care Planning 

4.0 Evaluation 

 
4.1 The Leadership Workshops 

 

This Project aimed to build skills and capacity among the LOC and increase their 

ability to advocate for themselves and become more influential leaders. The 

evaluation of the training workshops aimed to determine if this had been achieved. 

Evidence was structured around two feedback mechanisms: 

• A participant’s feedback form 

• A group interview conducted by the Workshop facilitator. 

 

At the completion of the four training workshops, the LOC participants at the 

final workshop were asked to complete a simple one-page feedback form 

capturing their perceived outcomes from the workshops.  Four key questions 

were included as well as tick box options to indicate learning outcomes. 

Aggregated responses are provided in Figure 1 and 2 below:   

 
Figure 1: Summary of participant feedback forms 

 

 

Figure 2: Learnings from the Workshop 
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At the request of the Project Team, the Workshop facilitator conducted a group 

interview with the participants following the final workshop.  The Project Team 

were not present at the interview.  The questions and summary of answers are 

provided below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This feedback substantiates the positive impact the Project Team had on the 

participants. It validates that the workshops have been valuable and have 

contributed to building both skills and capacity of the participants. 

  

Did you enjoy working with the members from the Leaders for Geelong 

group?  

All members of the group answered ‘Yes’ to this question  

What did you like about it? 

They (the Project Team) were friendly, willing to share their skills. The training 

was really good. It was good to find out where in Geelong the leaders 

came from and their backgrounds. They were very informative and 

organised.  It was good to make contacts. 

 

Was their input helpful?  If yes why? 

It is good to have insights into what different people’s perspectives are on 

different topics. It made me aware of different things that I wasn’t aware 

of around leadership and what’s involved in being a leader. 

They weren’t shy and reserved. They were very willing to listen. They were 

friendly and smiled at us. 

 

What did you find most valuable about working with the Leaders for 

Geelong members? 

Sharing their knowledge.  Getting to know them as people and seeing how 

they react to different things. Getting to know their backgrounds, because 

their backgrounds were really interesting, learning about what they do in 

their work.  

 

Would you like to see other people doing this sort of leadership training? 

All members of the group answered ‘Yes’ to this question. 

The training could have gone for longer as I didn’t get to know them well 

enough. 
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4.2 The Leadership Dinner 

 

Included with the Project aims was an endeavour to increase awareness of the 

VALID Having a Say Conference among the Geelong business community and 

develop greater awareness and understanding about disability access and 

inclusion. 

 

While the Conference attracted 1000 delegates from around the country, it 

didn’t appear to have a strong profile in the Geelong community. Also, the 

Welcome Dinner of previous years had been a smaller event (50-60 attendees) 

targeting VALID members and delegates of the Having a Say Conference.  The 

purpose of the dinner was principally to welcome international speakers and 

special guests, and was organised by the VALID team.   

 

In 2014, the dinner event transformed into a significantly larger and more 

inclusive event with broad representation from the disability sector as well as 

community leaders.  The Project Team utilised their connections within the 

Geelong community and provided VALID with a list of community leaders and 

agencies and VIPs.  The Project Team’s input in this component encouraged 

many of the targeted individuals and organisations to attend the dinner.  These 

included the National Disability Insurance Agency, Traffic Accident 

Commission, Karingal, St Laurence, Scope, Chamber of Commerce, G21, and 

City of Greater Geelong. While not all of the invited guests were able to attend, 

simply by forwarding the invitations to them we raised awareness of the event 

and of the Having a Say Conference.  In addition, one of the Project Team’s 

relationship with the Geelong Connected Communities (Bendigo Bank) resulted 

in a contribution to the sponsorship of the dinner. 

 

The initial target for the number off attendees was 80.  The final number of 

registrations totalled 122 with others having to be turned away due to 

limitations in the size of the room.  The full list of organisations (names withheld) 

given to VALID by the Project Team is provided in Appendix 5 and gives 

evidence of the diversity of the audience and value added by the Project 

Team.   
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A lively atmosphere was evident during the event with many guests taking the 

opportunity to mingle and find out more about the evening and the Having a 

Say Conference.   

 

Comments from guests on the evening included:   

 

 An attendee from Ballarat seeking advice on how they too could 

deliver a similar event, noting that it was a great way of bringing all 

stakeholders together.  

 A GMHBA Manager commented that he could feel the energy in the 

room and that he was very interested in the presentations from both 

the attendees and official speakers.   

 The Executive Officer from the Chamber of Commerce was 

impressed with the breadth of the audience and the contribution it 

was making towards an integrated community. 

 

This is evidence that the event raised awareness and understanding about 

disability access and inclusion. 

 

The level of the LOC involvement in organising and delivering the event was 

another measure to gauge the impact of the Project in enhancing advocacy 

and leadership skills.  Together with the Project Team, members of the LOC 

provided input into a range of aspects for the event as indicated below. 

 

 One member of the LOC accompanied a Project Team member to 

preview venue options, and provided a verbal report to the group of 

the specifics of each venue.  An interesting observation by the 

Project Team was that during her update on venues, others were not 

deterred in verbalising their specific needs of a venue.  This 

demonstrates confidence in self-advocating. 

 Five participants were directly involved in introducing and thanking 

guest speakers. 

 Two members were amongst the guest speakers at the dinner. 

 One member of the LOC provided the artistic design of the invitation 

cards and explained her concept at the dinner. 

 

At the end of the Leadership Dinner, and again at the request of the Project 

Team, the Workshop facilitator undertook a group interview with members of 

the LOC. The questions included: 

 

1. Do you think that the Welcome Dinner was a success? What was the 

best thing about it? 

2. What did you learn from being one of the organisers and presenting 

at this event? 

3. If you could change one thing about the event, what would you 

change and why? 

4. Any other comments? 
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A selection of comments included: 

 

  

 It gave me more confidence. 

 I really enjoyed meeting new people from different 

organisations.  The event was well thought about in many 

areas.  It could be in a different location next year and 

maybe get it broadcast on the radio or TV. 

 I might like to attend more courses with VALID; could you 

suggest any? 

 Getting up and speaking out the front (in front of everyone) 

was a new experience. 

 Everyone interacted and the story telling was great.  It was 

important to share the stories. 

 You never stop learning.  I learnt to take control of my 

responsibilities and support others to grow. 

 I hope something is planned for next year, I would really like to 

be involved again but more in a mentors role, and do more 

behind the scenes. 

 It was great to have the opportunity over the last 12 months 

as a group and to plan the night.   

 To be more confident and to talk about things the NDIS has 

contributed to my life. I feel that I still have a long way to go 

but I’m getting there. 
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4.3 Strategic Connection 

 

The final Project aim focused on creating a strategic connection between 

VALID and the Committee for Geelong. 

 

Soon after the commencement of the Project, the Committee for Geelong was 

awarded the State Government tender to deliver the Leading, Educating, and 

Advocating for Disability (LEAD) Barwon initiative.  The project team recognised 

that they - through their project with VALID - and the Committee for Geelong - 

through the LEAD Barwon initiative - were operating in a similar space. 

Acknowledging this situation, the Project Team focused on ensuring that all 

parties worked towards a common goal which was to deliver the best outcome 

for the disability sector as a whole. 

 

Both organisations were scheduling a major event referenced to the disability 

sector. Because of external factors, both organisations need their event to be 

held on the same day.  The Committee for Geelong was hosting the Annual 

Leaders Breakfast to which LEAD Barwon participants were invited. The guest 

speaker, entrepreneur Graham Webb MBE, was invited to present his story 

about his disability and the impact it has had on his life.  The Project Team in 

partnership with the LOC were co-ordinating a Leadership Dinner profiling the 

NDIS and encouraging integration between people of all abilities. Some of 

LEAD Barwon participants were also members of the LOC participating in the 

Inclusion Integration and Empowerment Project.  To minimize any duplication 

and to ensure that there were synergies between the events of the two 

organisations, the Project Team kept abreast of all relevant information.  We 

applied our leadership skills in managing the relationships and strived to 

achieve the best outcome for the region and in particular for people with a 

disability.  This approach taken by the Project Team in managing these 

relationships has, according to Committee for Geelong Executive Director 

Rebecca Casson, contributed to the development of a strategic connection 

between Committee for Geelong and VALID. 

 

The Project Team demonstrated excellent interpersonal skills in managing 

stakeholder relationships and ensuring that the breakfast and dinner events 

were complementary.  Rather than competing for the same audience, we 

were able to identify a point of difference that would attract an alternative 

audience. Managing stakeholder relationships under such conditions to 

achieve the intended outcome was an achievement of the Project.  It 

highlighted the importance of open and honest communication between 

stakeholders and the benefits of working collaboratively.   

 

On Tuesday, 4 February 2014, three significant events were delivered for the 

community of Geelong, all profiling the topic of disability:  

 

 The Committee for Geelong hosted 300 delegates at a Leadership 

Breakfast.  The target audience were leaders from across Geelong.  

 The Committee for Geelong facilitated a ‘Masterclass’ directed 

towards individuals with a disability and their carers and support 

services. 
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 VALID, with support from the Leaders for Geelong Inclusion, 

Integration and Empowerment Project, hosted their Leadership 

Dinner with 122 guests. This event was by invitation only. Invitees 

included disability service providers, government representatives and 

business and community leaders. The focus of the event was to 

reflect on the first six months of the implementation of the National 

Disability Insurance Scheme in Geelong. 
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4.4 Our Leadership Learnings 

 
A further aim of the Project was that through our participation, we wanted to 

create opportunities to develop the leadership potential in ourselves.  To 

understand our journey in this regard, members of the Project Team provided 

some reflections on key learnings.  These are below: 

 

 
“For me, I think the biggest learning was around working effectively when 

partnering with other organisations. I along with other members of the Project 

Team are comfortable taking control, making decisions and driving the Agenda. 

This ‘modus operandi’ was significantly challenged throughout this Project and 

clearly was not the approach that was going to achieve the outcomes we 

desired.  What was required was a shift in ‘task orientation’ to ‘relationship 

orientation’.  Instead of leading out in front we needed to lead from the sidelines 

and gently influence rather than direct. While at times there was some frustration 

over the lack of control, what we achieved in the end was very satisfying.” 

 

 

“The virtue of practicing patience was a personal journey that I experienced in 

the course of this program.  I found the environment confronting as I had not 

had any experience working with people with a disability.  I was challenged with 

the constant need to adjust our project to meet the needs of all stakeholders.  

Yet I am proud that we conducted ourselves in a professional manner and 

contributed to building positive relationships between stakeholders.  During the 

course of the project I felt the team was not taking a ‘lead’ role and that our 

participation was insignificant, but on reflection I have learnt the value of 

‘influencing’ in the context of leadership.  It is evident that our role in influencing 

the implementation of the workshop and the Leadership Dinner was paramount 

to the project.” 

 

 

“Staying flexible and being open to different leadership styles, was a challenge 

for me at the start of the project, especially during the developmental phase. 

While I wanted to decide on the concept quickly and move ahead, I soon 

realised that my approach was different to other members within my Project 

Team, who needed time to reflect, think and fully discuss the idea before 

planning the next step. In acknowledging that we were all working towards the 

same goal but we all had different ways of approaching it, I was able to let go 

and trust in the process instead of trying to control it. Ultimately every member of 

the Project group had invaluable skills and vision that contributed to the success 

of our project.” 

 

 

“Working with the members of the VALID Local Organising Committee who had 

varying learning, comprehension and communication difficulties gave me a 

greater appreciation of the qualities of patience in a leader. The usual time-

bound, action oriented approach to achieving outcomes went out the window. 

It was replaced by listening to others’ stories, sharing experiences and laughter, 

using plenty of simple illustrations to help the learning process and, above all, 

staying calm and composed if time was running short and decisions weren’t 

being made. It all worked out in the end.” 
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5.0 Recommendations   

 
In reflecting upon the outcomes of our project, we would like to think that the 

legacy of our work will continue beyond the life of the project.   

 

Continue the Strategic Link 

Having fostered a strong strategic link between the Leaders for Geelong and VALID, 

we believe that this provides a sound basis for future collaborative initiatives.  With 

the success of the Leadership Dinner, there may be an opportunity for VALID and 

other organisations to develop and stage similar all-inclusive events. 

 

We would encourage opportunities for participants from the Leaders for Geelong 

and LEAD Barwon Programs to provide ongoing leadership mentoring for the LOC 

and/or have some involvement in the Having a Say Conference. 

 

Increase disability as a focus for the Committee for Geelong leadership programs 

Through our project we have gained a greater understanding of the disability sector 

and the advocacy role that organisations like VALID play within the community.  

Working closely as we have with the LOC, we have gained an insight into the 

challenges and joys associated with living with a disability, an insight that will 

continue to shape our thinking.  We, therefore, endorse the Committee for 

Geelong’s commitment and advocacy in supporting and promoting individuals 

living with or connected to the disability sector, and look forward to seeing further 

development in this area. 

 

Continue to enhance leadership training for people with a disability 

As we worked with VALID to implement, review and restructure aspects of their SALT 

training program, we hope that the legacy of our involvement will assist VALID in 

sustaining some of these changes. We also suggest that VALID implement the 

information provided in the Resource Kit that we have developed for them.  

 

Continue our involvement 

As we have now established a connection with VALID, we hope that our legacy will 

be the professionalism, friendship and humour that we shared with all the 

participants and members, so that we have further  opportunities to be involved 

within the disability sector and, more directly, with VALID. 
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6.0 Appendices 

 



  

 
Self Advocacy Leadership Training - Meeting Skills 
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Self Advocacy Leadership Training 

Workbook 3 
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Self Advocacy Leadership Training - Meeting Skills 

A Leader is: 

  Someone that people follow 
  

 

Leadership is: 

The process of influencing the behaviour of other 
people toward group goals in a way that fully 

respects their freedom.  
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Self Advocacy Leadership Training - Meeting Skills 

Thoughts on being a Leader 

and Leadership 

I think leadership comes from integrity – 

that you do whatever you ask others to do. 

Leadership does not need to be a dramatic, 

fist in the air and trumpets blaring, activity. 

Scott Berkun 

As we look ahead into the next century, 

leaders will be those who empower others. 

Bill Gates 

There is no passion to be found in playing 

small – in settling for a life that is less than 

what you are capable of living 

Nelson Mandela 

Being a Leader is about  

Respect, Integrity and Responsibility   
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Self Advocacy Leadership Training - Meeting Skills 

People who are 
Leaders 

 Push people 

 Demand respect 

 Say ‘I’ 

 Inspire fear 

 Place blame 

 Use people 

 Take credit 

 Say ‘Go’ 

 Command people 

 Require solutions 

 Inspire people 

 Earn respect 

 Say ‘We’ 

 Inspire enthusiasm 

 Shoulder blame 

 Develop people 

 Give credit 

 Say ‘Let’s Go’ 

 Ask people 

 Find solutions 

People who think 
that being a Leader 

is the same as 
being a boss 
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Self Advocacy Leadership Training - Meeting Skills 

___________________________________

___________________________________

___________________________________

___________________________________ 

Leadership Skills 

Meetings 

Lets talk about meetings 

__________________________________

__________________________________

__________________________________

__________________________________

__________________________________

__________________________________

__________________________________

__________________________________

__________________________________

__________________________________ 

Being a Leader is about  

 Respect 

 Integrity 

 Responsibility   
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Self Advocacy Leadership Training - Meeting Skills 

My Meetings 

What meetings do you go to? 

_______________________________________

_______________________________________

_______________________________________

_______________________________________

_______________________________________

_______________________________________

_______________________________________

_______________________________________

_______________________________________ 

Getting Ready for a meeting 

What do you need to do to get ready for a Meeting? 

_______________________________________

_______________________________________

_______________________________________

_______________________________________

_______________________________________

_______________________________________

_______________________________________

_______________________________________

_______________________________________

_______________________________________ 
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Self Advocacy Leadership Training - Meeting Skills 

_________________________

_________________________

_________________________

_________________________

_________________________

_________________________

_________________________

_________________________

_________________________

Teamwork  

 Working together 

 Using Manners 

 Respecting other people 

Knowing what the meeting is about  

 Doing your research 

 Staying on topic 

_________________________

_________________________

_________________________

_________________________

_________________________ 

Using your looking and listening skills 

 Listening to other people 
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Self Advocacy Leadership Training - Meeting Skills 

_____________________

_____________________

_____________________

_____________________

_____________________

_____________________

_____________________

_____________________

_____________________

_____________________

_____________________

_____________________

_____________________

_____________________

Negotiating 

 Getting a good outcome 

 Give and take 

 Being fair and reasonable  

 Sticking to your beliefs 

Networking  

 Using your communication skills 

 Talking to people 
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Self Advocacy Leadership Training - Meeting Skills 

 

Checkpoint 
 

Do you ? 

 

 

What is Leadership? 

 

 

What are ?  

 

 

Do ? 

 

 

What are ?       

 

 

 

_______________________________________________

_______________________________________________

_______________________________________________ 

_______________________________________________

_______________________________________________

_______________________________________________ 

_______________________________________________

_______________________________________________

_______________________________________________ 

_______________________________________________

_______________________________________________

_______________________________________________ 

_______________________________________________

______________________________________________________________________________________________

_______________________________________________

_______________________________________________ 





A Guide to Planning an Event   

 
 
 
 

 
 
 

To: 

 VALID Having a Say Local Organising Committee 
 
 

From:   

Leaders for Geelong Integration Inclusion and empowerment Project 
Team: 
Kelly Clifford 
Sally Maes 
Kate Morrissey  
Jon Presser 
Maria Zaluski 
 
  



A Guide to Planning an Event   

 

THE PURPOSE OF YOUR EVENT .................................................................................................. 3 

CHOOSING THE VENUE ................................................................................................................... 4 

ARRANGING SPEAKERS .................................................................................................................. 5 

ORGANISING ENTERTAINMENT .................................................................................................... 6 

BUDGET ................................................................................................................................................ 6 

SPONSORSHIP ................................................................................................................................... 7 

PROMOTING THE EVENT ................................................................................................................ 8 

INVITATIONS ....................................................................................................................................... 9 

THE PROGRAM ................................................................................................................................. 10 

CHECKLIST FOR YOUR EVENT.................................................................................................... 11 

EVALUATING THE EVENT .............................................................................................................. 11 

 
 
 
 
 
 
 
 
 
 
  



THE PURPOSE OF YOUR EVENT       

When you plan an event the first question to ask is: 

 
 
 
 
 
 
This checklist will help you answer the question and determine the purpose of your event. 
 

Question Prompts Your Answer 

Why are we hosting the 
event 

 Is it to announce something new such 
as the National Disability Insurance 
Scheme? 

 Is it to celebrate something such as a 
Welcome Dinner celebrating the 
beginning of the VALID conference? 

 Is it an information session where you 
want to share things with other 
people? 

 

 

What are we hoping to 
achieve 

 For example;  

 Are you seeking donations> 

 Are you searching for more 
members? 

 Are you wishing to profile the good 
work you have already done?  

 

 

Good work - Now you know why you are holding the event. 

Why are we 
holding this 
event? 
 



CHOOSING THE VENUE   

 
 
 

  
 
 
 
 
 
Things to consider when choosing a venue 

Question Prompts Your Answer 

How big does it need to 
be? 

 How many people do we expect? 
 Is it easy to see the stage from all 

corners? 
 Is there room to move around the 

tables? 
 Do we need a stage? 
 

 

Does it have special 
facilities 

 Does it have toilets for the 
disabled? 

 Is there ramps and lifts 
 

 

Is the location practical  Is it easy to find? 
 Is there carparks and pick up zones? 
 Is it central or is it out of the way? 
  

 

What are the catering 
options 

 What does the menu include? 
 Will it be 2 or 3 courses? 
 What is the difference in costs? 
 

 

What is the price  What is the cost of meals? 
 Is there a minimum number of 

people that must attend? 
 Is there extra costs for technical 

equipment such as microphones? 
 

 

 
 
 
 
 

 
**You will need to book far in 
advance - usually 4-6 months 
before the event. 
 

NOTE: when choosing a 
venue we advise you visit 
it in person. 
 



ARRANGING SPEAKERS   

   
  
          
 

Question Prompts Your Answer 

Will you have guest 
speaker/s 

 Does your event need a guest 
speaker 

 What topic should they cover 
 Are they relevant to the theme 

of the event 
 How long will they speak 

 

 

Who will make contact 
and invite the guest 
speaker? 

 Do you have the contact details 
of the guest speaker? 

 Who can you contact to get 
these 

 Do you need to write to them or 
can you phone them directly. 

 Have you written a brief advising 
them of what you would like 
them to speak about? 
 

 

 
 
 
 
 
  

Speakers need to know 
why they have been 
invited to speak. Questions 
they will ask: 

- How long do we have 
- What is the topic 



ORGANISING ENTERTAINMENT 

 

Question Prompts Your Answer 

Does your event require 
entertainment 

 What type of entertainment are 
you seeking? For example music, a 
comedian? 

 Will the entertainer be there for 
the entire event? 

 Have you seen them perform or 
were they recommended? 

 Is it within your budget? 

 

 

 
 

 

 

BUDGET 

 
 

Question Prompts Your Answer 

How much will it cost in 
total? 
 
 

 What is the cost of catering 
 What is the cost of entertainment 
 Is there other costs, for example 

printing of material,  
 What are the venue costs 
 Add up all the costs 
 

 

 

$$$$$$   $$$$$$  



SPONSORSHIP 

 
 
 

   
 
 
 
 

Question Prompts Your Answer 

Who do you ask for 
sponsorship 

 Draw up a list of possible sponsors 
 Think of new sponsors 
 Ask past sponsors if they can 

recommend new sponsors 
 Is there funding available from 

government or other 
organisations? 

 

 

How do you ask  Make a list of who each committee 
member will be contacting. 

 Do you have a standard letter or 
email to send to sponsors asking 
them for sponsorship.  

 

 
 
 

Remember.......Good manners  
1. Invite sponsors to the event 
2.  Send a thank you letter to all sponsors. 

  

Can we get sponsorship 

from government, other 

community groups or 

the businesses? 
 



PROMOTING THE EVENT  

 

Promote the event both before and after.  
Question Prompts Your Answer 

Consider your guest list?  Is this event for the general 
public?   

 Is this a private event? 

 

Public events need lots of 
publicity.  
Do you have social media 
such as facebook and 
websites? 

 Place the invitations on the 
webpage 

 Use facebook and ask friends 
to “share” and “like” 

 Contact the local newspaper. 
 Send regular reminders 

through all media to keep 
promoting it.  
 

 

Private events need to be 
targeted. Do you have an 
existing contact list? 
 

 Look at the names on your 
contact list.  

 Should all these people be 
invited? 

 Is there anyone missing? 
 If you don’t have a contact list 

start thinking about who you 
want to invite.  

 

 

When to start promoting 
the event 

 Invitations should be 
distributed 6 weeks in advance.  

 If you use an email system or 
social media. Send fortnightly 
reminders, for example “4 
weeks to go, register now”.   

 

Have you thought about 
letting everyone know 
how successful the event 
was? 

 1-2 days before the event send 
a one page “Media Release to 
the newspapers and radio 
stations.  Short and sharp. Let 
them know the details: 
Event name, Time, Date, 
Venue, a short description of 
the event.  

 Take lots of photos and put 
them on the website . 

 

 

 
  

PROMOTE!! 

PROMOTE!! 
PROMOTE!! 



INVITATIONS 

 
 
 

Question Prompts Your Answer 

How many people can 
you invite to the event? 

 How big is the venue? 

 

 

Who are we inviting to 
the event 

 Who do you need to invite? For 
example, a special guest such as the 
Mayor. 

 Who would you like to be at your 
event? 

 Who would benefit or learn 
something valuable by attending 
your event? 

 Who do you think wants an 
invitation? 

 

 

What do we include on 
the invitation? 

 Invitations should include: 

Name / title of the event 

Purpose of the event  

Guest speakers 

Date and Time 

Venue 

RSVP 

 

 

When do we send out 
invitations? 

 Send invitations out all on the 
same day  

 Remember to include RSVP with 
phone numbers and email. 

 Keep a list of who you have 
invited. 

 

 
  



THE PROGRAM 

 
 

Question Prompts Your Answer 

How long will the event 
last 

 Consider how many speakers will 
be presenting and how long does 
each speaker have 

 How much time is set aside for 
other activities? For example, 
arrival and seating, meals, 
dancing.  
 

 

Organised your guest 
speakers in order 

 The most important guest speaker 
should be first to speak 

 If time is limited the most consider 
how much time you allocate to 
each speaker. Let them know how 
long they have to speak. 
 

 

Write up your program  In the program include the 
speakers names and the subject 
they are speaking about 

 Include other items that might 
occur during the event. For 
example when dinner is served  

 List your sponsors – who is helping 
pay and fund the event 

 See example below  

 

 

An example of what should be included in your program 
Name of organisation: For example, VALID 

Name of the Event: For example, Having a Say Welcome Dinner 

Date:  6 February 2014 

Venue – include the name and the address Sheraton , Western Beach Road, Geelong 

The name of the MC for the event.  

Entree 

Name of guest speaker – include any special titles and the name of the company they work 
for. 
For example; 
President John Smith 
Show Time Corporation 

Main meals  

Name the next speaker (if any) 

List the names and include the logos of anyone who is sponsoring the event  
 
  



CHECKLIST FOR YOUR EVENT 

 

Action to do Must be completed before 
event 

Due date TICK  

Venue booked 4-6 month    

Book speaker 3 month    

Organise entertainment (if 
required) 

4 months    

Produce invitee list 2 months   

Issue invitations 6 weeks   

Monitor RSVP’s  Ongoing    

Design the program 6 weeks    

Produce name tags 2 days    

Produce attendance list 2 days   

 
 

EVALUATING THE EVENT 

Questions to ask  

 

Question Your Answer 

Was the event timed well – did it run to 
schedule? 

 

Was the location appropriate – easy to find, lots 
of car parking, easy access to facilities? 
 

 

Did the venue and meal meet our expectation? 
 

 

What was the feedback from attendees? 
 

 

Did we attract enough or too much people? 
 

 

Do we need a smaller or bigger venue for next 
time? 

 

Were the speakers interesting and informative?  
Did they stay on time with their presentation?  
 

 

What worked and what could we do better? 
 

 

 





 

 

NDIA   
Leading the Way 

The Local Organising Committee for the VALID Having a Say Conference, in 
partnership with the Leaders For Geelong Project Group: Inclusion, Integration 
and Empowerment, is hosting a dinner to celebrate the first 6 months of the 
National Disability Insurance Scheme. 

 

When:  Tuesday, 4th February 2014  
Time:    6.30pm – 10.00pm   
Where:    Four Points by Sheraton, Geelong 
What:      Guest Speakers 
  Two Course Dinner – (Cash Bar available) 

 

The Guest Speakers for the evening will include:  

− Sarah Henderson MP,                                                                                           
Federal Member for Corangamite 

−  David Bowen,                                                                                                                             
CEO, National Disability Insurance Agency 

− Participants in the                                                                                   
National Disability Insurance Scheme  

 

For information about Bookings please see the registration form on the 
following page   

 

Foot Prints Artwork by Meg Stewart-Snoad 



 

Booking Information 
 

The Cost for the Dinner is:  
         $50 per person  
        Concession $25 per person  
(concession price available for people who receive a Disability Support Pension) 

Please note: Bookings are essential 

Registration details:  

Name: .......................................................................................................... 

Organisation……………………………………………………………………………………………. 

Address: ...................................................................................................... 

Email: .......................................................................................................... 

Phone: .............................................. Mobile: ............................................. 

Number of Tickets Required………………………………………………………………....... 

Please list any Special Dietary Requirements: 

.................................................................................................................................................... 

………………………………………………………………………………………………………………................................. 

Do you require:   Attendant care      Auslan interpreter 

Payment details: 

Please send Cheques - payable to VALID Inc:  
VALID 
235 Napier Street 
Fitzroy 3065 VIC  

If you would like tickets, want  more information about this event or to pay by direct deposit 
/credit card, please contact Brenda at VALID on 03 9416 4003 or email brenda@valid.org.au  
  

This is the first VALID event in the week of the Having a Say Conference.* 
 

*The Having a Say conference is an annual event which aims to 
empower people with a disability. The conference is attended by 
people with disabilities, carers and family members from across 
Victoria, Australia and New Zealand.  

For further information regarding the conference visit http://www.valid.org.au/conference 
 
 
  



Victorian Advocacy League for Individuals with Disability Inc 

ABN: 949 763 281 00 

235 Napier Street Fitzroy   Vic   3065 
Phone: (03) 9416 4003   Facsimile: (03) 9416 0850 

E-mail: office@valid.org.au    www.valid.org.au 

 

 

 
 
 
 
 
 
Kelly Clifford 

Youth and Education Program Coordinator 

Geelong Performing Arts Centre  

PO Box 991 

Geelong   Vic   3220 

 

Friday, 24 May 2013 

 

 

 

Re: Leaders for Geelong Project 

 

Dear Kelly 

 

I wish to confirm VALID’s strong appreciation for the initiative your group has taken 

in organising a significant event to occur at the 2014 Having a Say conference.   

 

The project will be comprised of two parts, firstly the organising of the welcome 

dinner occurring on the evening of Tuesday, 4th of February, and secondly support 

and guidance to members of the conference Local Organising Committee (LOC) in 

preparing for the dinner event.  This preparation will include opportunities to share 

some of your own experiences in event management, promotion, leadership and 

community development. 

 

Up to 8 volunteers will be drawn from the Local Organising Committee to work with 

your group and Mr Jon Slingsby has been appointed to assist with the planning 

 

This promises to be a very exciting project and thank you once again for your 

initiative. 

 

Yours Sincerely 

 

 
 

Kevin Stone 

Executive Officer 

VALID Inc 





 
List of Organisations invited by Leaders for Geelong 
 

EMPLOYER 

Baclinks 

Barwon Water 

Bellarine Community Health 

Best of Care  

Bethany 

Centacare 

Chamber of Commerce 

City of Greater Geelong 

Colac Otway Shire 

DASSI 

Deakin 

Deakin University 

DEEWR 

Dept.  Planning & Community Development 

Dept. Education & Early Childhood Development 

Dept. of Heath 

Dept Human Services 

Diversitat 

Encompass 

G21 

Gateways 

Geelong Region Local Learning Employment Network 

Glastonbury 

Golden Plains Shire 

The Gordon 

GP Association 

GRVEC 

Kalkee Community Care 

Karingal 

Matchworks 

MEGT 

National Disability Services 

Neighbourhood Houses Community Partnerships 

Northern Futures 

OCS 

Regional Development Victoria 

Scope 

Skills Plus 

St Laurence 

Surf Coast Shire 

TAC 

Wautherong 

Whittington Works 

Borough of Queenscliff 
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