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Developing culturally responsive information 
sessions or workshops for NESB communities

PAGE  


The following steps will assist you: 
	1. Identify NESB community group/s you want to target 

	How:
	Resources to help you:

	a) Refer to Factsheet No. 16:  Who Lives in our Community?  Identifying Community Diversity
	Available from  www.mdaa.org.au

	2. Determine the budget

	How:
	Resources to help you:

	b) Budget should include costs for:

· interpreters

· transport

· catering

· promotion (including translations)

· childcare

· venue hire


	Obtain details of funding opportunities from:

Department of Immigration and Multicultural Affairs (DIMA): www.immi.gov.au
Community Relations Commission for a Multicultural NSW (CRC) www.crc.nsw.gov.au
Department of Ageing, Disability and Home Care (DADHC) www.dadhc.nsw.gov.au
Department of Sport and Recreation www.dsr.nsw.gov.au
Department of Education and Training www.det.nsw.edu.au
Department of Community Services www.community.nsw.gov.au
The following organisations provide information about funding opportunities on their websites:

WESTIR  www.westir.org.au 
NSW Council of Social Services (NCOSS)  www.ncoss.org.au

	c) Identify opportunities for funding, if relevant
	· 

	3. Consult NESB contacts and networks

	How:
	Resources to help you:

	d) Identify key community organisations, community leaders, workers and religious leaders:

· make contact and discuss ideas for workshop

· collect cultural information


	Refer to fact sheet 17: Networking with NESB Communities available from MDAA’s website

The Ethnic Communities Council of NSW (ECC) publishes the Ethnic Communities Reference Book 2005.  To obtain a copy contact:



	· get feedback about where to hold workshop/information session; best time/s and day of week; possible dates; possible venues; best ways to provide information to community, and food/caterers who may be appropriate

· ask: "Who else should we be talking to?"
	Ethnic Communities Council of NSW

221 Cope St Waterloo NSW 2017

ph:  02 9319 0288  fax: 02 9319 4229

or e-mail the ECC at admin@eccnsw.org.au
Most councils produce a directory of organisations working in their local government area (LGA).  Contact the relevant council or download the directory from their website
The ECC’s Multicultural Interagency Directory 2006 can be downloaded from www.eccnsw.org.au/?page=publications&id=37
Ethno-specific and multicultural community and health workers (contact your local area health service to obtain a list)

Migrant Resource Centres (MRC):  for a list of MRCs in your area go to the DIMA web site: www.immi.gov.au/grants/mrc_msa_b.htm#nsw

	4. Identify possible dates

	How:
	Resources to help you:

	e) Take into account dates of religious and cultural significance, public/school holidays, days of week, and time of day
	Cultural calendar available from:

MDAA’s website: www.mdaa.org.au
The CRC: www.crc.nsw.gov.au

	f) Consult with key community leaders, workers, organisations about best times and dates
	

	5. Organise venue

	How:
	Resources to help you:

	g) Consider using a venue that is already accessed by the community you are targeting
	The following organisations in the identified geographic area may be able to help you with 
a venue:
The local council (often has a list of venues available for hire)

Senior Citizens Centres

Migrant Resource Centres

Neighbourhood and Community Centres

Community Health Centres

	h) Use demographic data and information gained from community workers, etc to identify geographic area/s most relevant to the target community
	

	i) Identify possible venues in geographic area
	

	j) Check venue to ensure it is accessible and appropriate to your needs.  Take into account:

· proximity to transport

· physical accessibility (including toilets)

· separate childcare room

· baby changing facilities

· kitchen area (if applicable)
	

	k) Book venue
	

	6. Undertake preliminary workshop preparation

	How:
	Resources to help you:

	l) Arrange transport (if applicable)
	Your local community transport organisation may be able to help you out with transport arrangements

	m) Arrange childcare
	

	n) Arrange catering:

· ensure that the food you will be providing is appropriate for the group

· consider using caterers from the same cultural background 
	

	o) Book interpreters
	CRC’s Language Services Division provides a comprehensive interpreter and translation service throughout NSW.  Call: 1300 651 500.  See also: www.crc.nsw.gov.au/interpreting/index.htm

	p) Develop a draft workshop agenda and outline 

· get feedback from community contacts and networks about workshop/presentation approach/style, accessibility of language, etc
	The Communication Handbook downloadable from DADHC’s website provides information on writing for translation and writing in Plain English:  www.dadhc.nsw.gov.au

	q) Develop an evaluation form to get feedback from participants about the event:

· include questions on content, workshop organisation, etc

· consider using a rating scale, as well as providing space for additional written comments for each question

· check evaluation form for readability/ translatability
	

	7. Develop promotional material

	How:
	Resources to help you:

	r) Develop a one-page flyer that includes:

· description/aim of the event

· details of time and date, venue address

· information about accessibility of the venue by public transport

· whether an interpreter, childcare and support with transport will be available

· contact person and phone number for registration/further information

· TIS (Telephone Interpreter Service) number

· RSVP date
	The Communication Handbook downloadable from DADHC’s website provides information on writing for translation and writing in Plain English:  www.dadhc.nsw.gov.au

	s) Check flyer for accuracy and readability
	

	t) Obtain quotes to translate and print flyer, agenda and evaluation form
	

	u) Send material to be translated
	

	v) Check accuracy and readability of translated material with community member/s
	

	w) Make any changes
	

	x) Print flyer/promotional material
	

	8. Promote workshop/information session

	How:
	Resources to help you:

	y) Develop a contact/e-mail/mailing list
	ECC's Ethnic Communities Reference Book 2005 contains a section of ethnic media.  To obtain a copy contact:

Ethnic Communities' Council of NSW

221 Cope St Waterloo NSW 2017

ph:  02 9319 0288

fax: 02 9319 4229

or e-mail the ECC at

admin@eccnsw.org.au

	z) Distribute flyer as per contact list
	

	aa) Place flyer/promotional material on your website (if you have one)
	

	ab) Identify interagency networks and meetings that may be useful to promote your workshop.  Attend and/or distribute information
	

	ac) Place community service announcements in relevant ethnic press
	

	ad) Get feedback from community workers about other contacts, best ways to promote, other ways of contacting target community
	

	9. Develop workshop presentation

	How:

	ae) Provide background information on topics, area being addressed by workshop

	af) Use culturally relevant examples where appropriate

	ag) Build in opportunities to check for understanding

	ah) Allow additional time if using interpreters

	ai) Allow time for questions and answers

	aj) Ensure presentation is in plain English


	10. Receive registrations and finalise workshop preparation

	How:
	Resources to help you:

	ak) Ensure contact person has been trained in using TIS (Telephone Interpreting Service)
	Contact MDAA's training arm ’cultural abilities’ for training on: Working with Interpreters.  Check the training calendar on MDAA's website for more information:  www.mdaa.org.au/training.html


	al) Develop a checklist for use by contact person.  Checklist may include:

· name and contact details for all participants
· need for interpreter (and language/dialect)

· any particular dietary needs

· need for childcare, transport, etc
	

	am) Finalise interpreters, catering, childcare, and transport details  
	

	an) Finalise workshop content, presentation approach/style
	

	11. Hold workshop/information session

	How:

	ao) Arrive early to set up

	ap) Meet the interpreter and go through agenda/running sheets to clarify any terminology, interpreting staff to be used (i.e. simultaneous or consecutive interpreting)

	aq) Discuss any additional details with child carers, caterers, etc

	ar) Run workshop as per agenda/running sheets

as) Ensure you have allocated extra time to allow for interpreting, questions from participants, etc

	12. Evaluate workshop/information session

	How:

	at) Translate back to English any evaluation form responses written in a community language

	au) Analyse the evaluation forms filled out by participants

	av) Obtain feedback from colleagues who attended the workshop/information session

	aw) Make any notes that will enable you to improve further sessions

	ax) Provide information to participants if this was agreed at the workshop/information session


For more Information contact: 

Multicultural Disability Advocacy Association of NSW (MDAA)

Address
PO Box 9381, 40 Albion Street, Harris Park   NSW 2150

telephone  
(02) 9891 6400 or 1800 629 072    
fax (02) 9635 5355 
tty (02) 9687 6325  

e-mail  

mdaa@mdaa.org.au


website
www.mdaa.org.au
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