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Appendix 1: Disclosure index

The annual report of Victoria Legal Aid is prepared in accordance with all relevant Victorian legislation. 
This index has been prepared to enable identification of our compliance with statutory disclosure requirements.
Ministerial Directions

Report of operations – FRD Guidance
Charter and purpose
	Legislation
	Requirement
	Page

	FRD 22C
	Manner of establishment and the relevant Ministers
	55–57, 
128–129

	FRD 22C
	Objectives, functions, powers and duties 
	55–56

	FRD 22C
	Nature and range of services provided
	17–54


Management and structure
	Legislation
	Requirement
	Page

	FRD 22C
	Organisational structure
	60–61


Financial and other information
	Legislation
	Requirement
	Page

	FRD 8B
	Budget portfolio outcomes
	N/A

	FRD 10
	Disclosure index
	143–145

	FRD 12A
	Disclosure of major contracts
	89

	FRD 15B
	Executive officer disclosures
	71

	FRD 22C, SD 4.2(k)
	Operational and budgetary objectives and performance against objectives 
	1–156

	FRD 22C
	Employment and conduct principles
	66

	FRD 22C
	Occupational health and safety policy
	72

	FRD 22C
	Summary of the financial results for the year 
	93–97

	FRD 22C
	Significant changes in financial position during the year 
	101, 126

	FRD 22C
	Major changes or factors affecting performance 
	96

	FRD 22C
	Subsequent events
	113

	FRD 22C
	Application and operation of Freedom of Information Act 1982 
	87–88

	FRD 22C
	Compliance with building and maintenance provisions of Building Act 1993
	90

	FRD 22C
	Statement on National Competition Policy 
	90

	FRD 22C
	Application and operation of the Whistleblowers Protection Act 2001
	88–89

	FRD 22C
	Details of consultancies over $10,000 
	89

	FRD 22C
	Details of consultancies under $10,000 
	89

	FRD 22C
	Statement of availability of other information 
	92

	FRD 24C
	Reporting of office‑based environmental impacts
	146

	FRD 25A
	Victorian Industry Participation Policy disclosures
	90

	FRD 29
	Workforce data disclosures
	67–70

	SD 4.5.5
	Risk management compliance attestation
	91

	SD 4.5.5.1
	Ministerial Standing Direction 4.5.5.1 compliance attestation
	91

	SD 4.2(g)
	Specific information requirements
	1–5, 55–57

	SD 4.2(j) 
	Sign‑off requirements
	Inside cover


Financial statements required under Part 7 of the FMA
	Legislation
	Requirement
	Page

	SD4.2(a)
	Statement of changes in equity
	101

	SD4.2(b)
	Operating statement 
	99

	SD4.2(b)
	Balance sheet
	100

	SD4.2(b)
	Cash flow statement
	102


Other requirements under Standing Directions 4.2
	Legislation
	Requirement
	Page

	SD4.2(c)
	Compliance with Australian accounting standards and other authoritative pronouncements
	104

	SD4.2(c)
	Compliance with Ministerial Directions
	Inside cover, 104

	SD4.2(d)
	Rounding of amounts
	104

	SD4.2(c)
	Accountable officer’s declaration
	140

	SD4.2(f)
	Compliance with Model Financial Report
	N/A


Other disclosures as required by FRDs in notes to the financial statements
	Legislation
	Requirement
	Page

	FRD 9A
	Departmental disclosure of administered assets and liabilities by activity
	N/A

	FRD 11
	Disclosure of ex-gratia payments
	139

	FRD 13
	Disclosure of parliamentary appropriations
	N/A

	FRD 21B
	Disclosures of Responsible Persons, Executive Officers and other Personnel (Contractors with Significant Management Responsibilities) in the Financial Report
	71, 128–130

	FRD 102
	Inventories
	N/A

	FRD 103D
	Non‑current physical assets
	109–110

	FRD 104
	Foreign currency
	104

	FRD 106
	Impairment of assets
	110

	FRD 109
	Intangible assets
	123

	FRD 107
	Investment properties
	N/A

	FRD 110
	Cash flow statements
	102, 118

	FRD 112C
	Defined benefit superannuation obligations
	112, 127

	FRD 113
	Investments in subsidiaries, jointly controlled entities and associates
	N/A

	FRD 114A
	Financial instruments – general government entities and public non financial corporations
	132–137

	FRD 119
	Contributions by owners
	108


Legislation 
	Freedom of Information Act 1982
	87–88

	Building Act 1983
	90

	Whistleblowers Protection Act 2001
	88–89

	Victorian Industry Participation Policy Act 2003
	90

	Financial Management Act 1994
	104, 140


Appendix 2: Report on office-based environmental impacts
Greenhouse gas emissions

The emissions reported in the table below have been taken from subsequent sections of the report and collated here in order to define and summarise our total greenhouse gas emission footprint.
	Indicator
	2012–13
	2011–12

	Total greenhouse gas emissions associated with energy use 
	2,650
	2,763

	Total greenhouse gas emissions associated with vehicle fleet (t CO2 e)
	69.86
	61.09

	Total greenhouse gas emissions associated with air travel (t CO2 e)
	42.72
	54.12

	Total greenhouse gas emissions associated with waste (t CO2 e)
	24.30
	8.72

	Total greenhouse gas emissions per FTE (t CO2 e)
	5.0
	5.0

	Total greenhouse gas emissions associated with all operations 

(t CO2 e)
	2,787
	2,887


Targets

Future targets are under review.
Explanatory note

Emission conversion factors were sourced from Sustainability Victoria.
Energy
We use electricity in 18 office locations across Victoria. Gas is supplied to four sites only.

The data below has been collected through energy billing information utilising Sustainability Victoria's Utility Tracker software program. The information represents 100% of sites and 100% of staff.

Where available the data is inclusive of energy consumption resulting from base building operations.
Total energy usage segmented by primary source (MJ)
	Indicator
	2012–13
	2011–12

	Electricity
	7,723,207
	8,001,814

	Green Power
	1,501,876
	1,481,462     

	Natural Gas
	974,410
	1,309,375

	Total
	10,199,493
	10,792,651


Greenhouse gas emissions associated with energy use, segmented by primary source and offsets (t CO2 e)
	Indicator
	2012–13
	2011–12

	Electricity
	2,596
	2,689

	Green Power
	0
	0

	Natural Gas
	54
	73

	Total
	2,650
	2,763


Percentage of electricity purchased as a percentage of Green Power
	Indicator
	2012–13
	2011–12

	Electricity
	16%
	16%


Units of energy used per FTE (MJ/FTE)
	Indicator
	2012–13
	2011–12

	Electricity
	13,978
	13,991

	Green Power
	2,722
	2,590

	Natural Gas
	1,764
	2,289

	Total
	18,460
	18,871


Units of energy used per unit of office area (MJ/m2)
	Indicator
	2012–13
	2011–12

	Electricity
	453
	470

	Green Power
	88
	87

	Natural Gas
	57
	77

	Total
	598
	634


Targets

Future targets are under review.

Actions undertaken

We have improved energy efficiency by installing new, energy saving printers.
Waste
The waste generated by processes with the agency is divided into two classes – landfill and recycled. The data presented below was obtained from a one day physical waste audit that captured 53% of our full-time equivalent staff.

Units of energy used per unit of office area (MJ/m2)
	Indicator
	2012–13
	2011–12

	Landfill
	20,247
	7,268

	Recycled
	34,794
	41,005


Units of waste disposed of per FTE by destination (kg/FTE)

	Indicator
	2012–13
	2011–12

	Landfill
	35
	13

	Recycled
	61
	72


Recycling rate (% of total waste by kg)

	Indicator
	2012–13
	2011–12

	Recycled
	63%
	85%


Greenhouse gas emissions associated with waste disposal (t CO2 e)

	Indicator
	2012–13
	2011–12

	Landfill
	24
	9


Targets

Future targets are under review.

Paper use
The values for paper consumption given in the table below were provided by our stationery supplier and represents white copy paper only.

We have decreased the reams of paper purchased in 2012–13 due to the introduction of paper saving default settings on all printers, as well as a focus on promoting environmental saving strategies throughout the year.

	Indicator
	2012–13
	2011–12

	Total units of copy paper used (reams)
	12,675
	13,993

	Units of copy paper used per FTE (reams/FTE)
	22.2
	24.5

	Percentage 75–100% content copy paper purchased
	8%
	10%

	Percentage 50
–75% content copy paper purchased
	92%
	90%

	Percentage 0–49% content copy paper purchased
	0%
	0%


Targets

Future targets in our Environmental Sustainability Policy are under review.

Actions undertaken

We upgraded and rolled out new printers to provide uniformity in May 2012. This resulted in a reduction of 31 printers from the pool. The new printers have achieved greater efficiency using less power, paper and toner usage. The default settings on these new printers automatically print to duplex and black and white and are programmed to switch to power save mode when not in use for long periods. This change in programming has lead to savings of 85.25 t CO2-e. In addition, the use of duplex and combined pages printing has saved approximately 4,862 reams of paper.
Explanatory notes

Purchasing data is for A4 white copy paper only. The report excludes other paper types such as pre-printed letterhead, publications, mailroom envelopes etc.

Most paper purchased is 50% recycled content, with 100% also incorporated into the mix. Decreased levels of 75–100% recycled content copy paper are due to an increase in purchasing of 50% recycled content paper.

Water

The values for our water consumption were obtained through billing information captured through Sustainability Victoria's Utility Tracker. These results represent 100% of our employees and 94% of usage data for sites included. Where available, these figures are inclusive of water consumption for shared tenancy space.

	Indicator
	2012–13
	2011–12

	Total units of metered water consumed by usage types (kilolitres)
	6,692
	5,710

	Units of metered water consumed in offices per FTE (kilolitre/FTE)
	12.11
	9.98

	Units of metered water consumed in offices per unit of office area (kilolitres/m2)
	392.84
	335.20


Targets

Future targets are under review.

Actions undertaken

Refurbishments undertaken throughout the year with the installation of new toilet and shower facilities to minimise water usage.

Explanatory notes

Increase in water usage can be partially attributed to faulty water systems at a regional office, leading to an unintentional increase in consumption.
Transport
The following data was obtained through fuel card data, mileage reports and information supplied by our hire car agency. It covers our entire fleet, which comprises 17 vehicles: 15 are operational pool vehicles and two are executive vehicles. The operational fleet consists of 15 hybrid and two six cylinder vehicles.

The data also includes values for compact (four cylinder) hire cars which were used as pool cars when our vehicles were unavailable and one four cylinder car that was replaced by a hybrid vehicle.

The table also discloses air travel in kilometres travelled.
Total energy consumption by vehicles (MJ)

	Vehicle
	2012–13
	2011–12

	6 Cylinder
	192,739
	158,631

	4 Cylinder
	47,615
	102,094

	Hybrid
	692,341
	554,859

	Total
	932,695
	815,584


Total vehicle travel associated with entity operations (km)
	Vehicle
	2012–13
	2011–12

	6 Cylinder
	53,821
	83,805

	4 Cylinder
	10,191
	30,138

	Hybrid
	346,662
	303,389

	Total
	410,674
	417,332


Total greenhouse gas emissions from vehicle fleet (t CO2-e)

	Vehicle
	2012–13
	2011–12

	6 Cylinder
	14
	12

	4 Cylinder
	4
	8

	Hybrid
	52
	41

	Total
	70
	61


Greenhouse gas emissions from vehicle fleet per 1000 km Travelled (t CO2-e)

	Vehicle
	2012–13
	2011–12

	6 Cylinder
	0.2682
	0.1418

	4 Cylinder
	0.3500
	0.2537

	Hybrid
	0.1496
	0.1370

	Total
	0.1701
	0.1464


Flights

	Flights
	2012–13
	2011–12

	Total distance travelled by aeroplane (km)
	132,309
	168,688


Targets

Future targets are under review.

Actions taken

During the year we updated our 17 vehicle fleet to consist of 15 hybrid vehicles, representing 88% of our fleet. This compares to nine hybrid vehicles held in 2010–11. The replacement of standard vehicles with hybrids can only occur as the lease expires. 
We remain committed to expanding the number of hybrid vehicles in our fleet, and to encouraging the use of public transport where appropriate.

Explanatory notes

The number of kilometres travelled by aeroplane reduced significantly compared to last year (down by 21.6%).

Procurement

	Indicator
	2011–12
	2011–12

	Percentage ‘Earth Saver’ products purchased
	54%
	50.9%


Targets

Future targets in our Environmental Sustainability Policy are under review.

Explanatory notes

We are encouraging staff to purchase from a more environmentally sustainable range offered by our primary stationery supplier. From July 2010 selected products were automatically substituted for more environmentally preferable products. This process will be reviewed to expand the green product range.
Appendix 3: Justice and law reform submissions

	Submission name
	Authority
	Date

	Inquiry into Sexting
	Victorian Parliamentary Law Reform Committee
	16 July 2012

	Draft Victorian Disability Plan 2013–2016
	Victorian Department of Human Services
	18 July 2012

	Submission to Expert Panel on Asylum Seekers
	Expert Panel on Asylum Seekers
	19 July 2012

	Review of the Health Services (Conciliation and Review) Act 1987
	Victorian Department of Health
	17 August 2012

	National Partnership Agreement on Legal Assistance Services Draft Evaluation Framework (National Legal Aid submission)
	Allen Consulting Group
	17 August 2012

	Regulatory Impact Statement – Proposed Magistrates’ Court (Fees) Regulations and Juries (Fees) Regulations 
	Victorian Department of Justice
	22 August 2012

	Inquiry into the Social and Economic Costs of Problem Gambling in Victoria
	Victorian Competition and Efficiency Commission
	10 September 2012

	Visa cancellation − implications on access to justice (National Legal Aid submission)
	Commonwealth Attorney-General’s Department
	12 September 2012

	Reforms to the Victorian Civil and Administrative Tribunal
	Victorian Civil and Administrative Tribunal
	28 September 2012

	National Partnership Agreement on Legal Assistance Services Second Draft Evaluation Framework (National Legal Aid submission)
	Allen Consulting Group
	5 October 2012

	Discussion Paper − Practical Lessons, Fair Consequences – Improving Diversion for Young People in Victoria
	Victorian Department of Justice
	5 October 2012

	Consultation on early intervention process in parenting matters when allegations of risk are raised (National Legal Aid submission)
	Federal Magistrates Court of Australia
	12 October 2012

	Regulatory Impact Statement − Supreme Court and County Court Fees Regulations 2012
	Victorian Department of Justice
	20 November 2012

	Inquiry into age barriers to the workforce
	Australian Law Reform Commission
	23 November 2012

	Inquiry into the Migration and Security Legislation Amendment (Review of Security Assessments) Bill 2012
	Commonwealth Senate Legal and Constitutional Affairs Committee
	17 December 2012

	Exposure draft of Human Rights and Anti-Discrimination Bill
	Commonwealth Senate Legal and Constitutional Affairs Committee
	21 December 2012

	National Disability Insurance Scheme Bill 2012
	Commonwealth Senate Community Affairs Committee
	24 January 2013

	Regulatory Impact Statement for the proposed Victorian Civil and Administrative Tribunal (Fees) Regulations
	Victorian Department of Justice
	18 February 2013

	Consultation on Family Support Program
(National Legal Aid submission)
	Commonwealth Attorney-General’s Department
	8 March 2013

	Service Sector Reform Project
	Victorian Council of Social Service
	28 March 2013

	Inquiry into the impact of federal court fee increases since 2010 on access to justice in Australia (National Legal Aid submission)
	Commonwealth Senate Legal and Constitutional Affairs Committee
	16 April 2013

	Discussion Paper: Changes to disclosure requirements for small credit contracts (National Legal Aid submission)
	Commonwealth Department of Treasury
	13 May 2013

	Inquiry into the Sex Discrimination Amendment (Sexual Orientation, Gender Identity and Intersex Status) Bill 2013
	Commonwealth Senate Legal and Constitutional Affairs Committee
	15 May 2013

	Review of the Paid Parental Leave Scheme Act 2010
	Commonwealth Department of Families, Housing, Community Services and Indigenous Affairs
	4 June 2013

	Reducing Legal Barriers for People with a Disability (National Legal Aid submission)
	Australian Law Reform Commission
	28 June 2013


Glossary 

accused – person charged with a criminal offence.

advocacy – making legal arguments on behalf of an accused, often involving representing them in court.

appropriate dispute resolution (ADR) – refers to those processes, other than a court hearing, where an impartial person helps the parties to a dispute resolve the issues between them. ADR options include conciliation, mediation negotiation, conferencing and neutral evaluation

appellate crime – cases that demonstrate legal errors and miscarriages of justice which can be tested by higher courts through expert representation and which can contribute to development of the law.

barrister – an independent lawyer who specialises in courtroom advocacy, drafting legal documents and giving expert legal opinions. Barristers may also act as a mediator and/or arbitrator.

brief – a document sent to the barrister by a lawyer which gives details on the issues arising in a case, and encloses any relevant paperwork which the barrister will need in order to provide advice and/or represent a client at court (if appropriate)

dispute resolution services – roundtable dispute conferences that seek to resolve family legal problems outside of the court system. Dispute resolution services are Commonwealth funded matters. To use our Roundtable Dispute Management (RDM) service, at least one person involved in the family dispute must apply for and obtain a grant of legal assistance. If appropriate, RDM may also be available where court proceedings have been commenced but before a person is provided with a grant of legal assistance to be represented at a final hearing

duty lawyer services – information, advice and representation services provided at a court or tribunal where a court or tribunal appearance is imminent and services have not been arranged under a grant of legal assistance.

early intervention services – these incorporate our extensive legal advice, minor assistance and advocacy services. Includes any Commonwealth or State funded matters.

family violence – behaviour that is used to control, threaten, force or dominate a family member through fear of their or another's personal wellbeing or safety. It includes sexual psychological, physical, emotional and financial abuse.

grant of legal assistance – money from the Legal Aid Fund that enables a lawyer to help a person with their legal problem. The grant enables a lawyer to give legal advice, help reach agreement, prepare legal documents and/or represent a person in court. In determining whether to provide a grant of assistance we apply guidelines that look at what a person wants legal assistance for, if they are likely to win their case, the financial circumstances of the person and whether it is in the interests of justice to do so. Some people are required to pay a contribution towards the cost of their legal representation.

independent children's lawyer – a lawyer appointed by Victoria Legal Aid, following the making of an order by a court, for the child to be separately represented in their best interest.

indictable offence – a serious criminal offence often heard before a judge and jury of the County or Supreme Court. Certain indictable offences may be heard and determined by a magistrate.

intervention order – court order to protect you from family violence or stalking.

legal advice – initial advice about a legal problem including help in preparing an application for a grant of legal assistance and the information required for that purpose. Legal advice is a short, one-off session available face-to-face, or by phone or video-conference in some circumstances. We do not provide legal advice by email or via our website.

legal aid – defined in the Legal Aid Act 1978 (Vic) as education, advice or information in or about the law; legal services (including legal advice, duty lawyer services and legal assistance services); appropriate dispute resolution programs and any other matter within the scope of Victoria Legal Aid's functions, powers and duties under the Act.

Legal Aid Fund – controlled and administered by Victoria Legal Aid. It is made up of money received from the State and Commonwealth governments for legal aid purposes, and from money received from the Legal Services Board from the Public Purpose Fund. The Legal Aid Fund also contains monies received from other sources such as contributions received from legally assisted people. Victoria Legal Aid pays for all expenses associated with the provision of legal aid, including administrative costs and expenses, from the Legal Aid Fund.

legally assisted clients – clients in receipt of a grant of legal assistance.

legal assistance services – defined in the Legal Aid Act 1978 (Vic) as legal services provided other than by way of duty lawyer services or legal advice (i.e. grants of legal assistance). However, in a more general sense, defined by the National Partnership Agreement as the services provided by all of the sector-wide legal service providers, including legal aid commissions, community legal centres, Aboriginal and Torres Strait Islander legal services and family violence prevention legal services.

legal matter – an issue under consideration in a case of law.

litigation services – includes Commonwealth and related State legal representation before a court or tribunal under a grant of legal assistance. Cases may be handled by our in–house practice or private practitioners.

means test – a test applied to an application for a grant of legal assistance that looks at what income the applicant for assistance gets from work, welfare benefits or other sources and what their weekly living expenses are. It also looks at if the applicant supports anyone else, or whether anyone else supports the applicant (their income and assets are included) and whether the applicant has assets such as owning a car, home or anything else of value.

minor assistance – legal work, including perusal of documents, written advice, telephone calls on the client's behalf, oral or written negotiations and, in some cases, simple appearances before courts or tribunals that are conducted within reasonable limits. This work is not carried out under a grant of legal assistance and is only undertaken where it can be demonstrated there is a tangible benefit for the client. This may include matters such as general civil law assistance that is not funded under a grant of legal assistance

National Partnership Agreement (NPA) – an agreement between the Commonwealth of Australia and the States and Territories which provides policy directions and funds for legal assistance programs to assist disadvantaged Australians. Victoria signed the Council of Australian Governments National Partnership Agreement on Legal Assistance Services in early July 2010. More information: www.federalfinancialrelations.gov.au
practitioner panels – in order for a private practitioner to act for a legally aided client they must be employed by a firm that is a member of our section 30 general referral panel. To act for a legally aided client in an indictable case or as an independent children's lawyer, a private practitioner must also be a member of the relevant section 29A specialist panel.
preventative services – includes all referrals to external agencies, any matters dealt with through calls to the Legal Help line, community legal information sessions and participants, publications produced and distributed and website page views (of relevant pages). This includes any Commonwealth or State funded matters.

private practitioner – a lawyer who assists a legal aid applicant through a private practice. Private practitioners referred to throughout this report are on our practitioner panels.
Public Purpose Fund – a fund established under the Legal Profession Act 2004 used to fund the regulation of the legal profession, finance legal aid and fund a number of other public purposes such as legal education and law reform. It is managed by the Legal Services Board, an independent statutory body within the Justice portfolio.

Roundtable Dispute Management (RDM) – a dispute resolution service we provide that helps parents going through separation or divorce resolve their family disputes. To use RDM, at least one of the people involved in the family dispute must apply for and obtain a grant of legal assistance.

settlement – resolution or agreement of a claim or dispute.

strategic advocacy – involves working on the justice system to achieve practical outcomes and procedural fairness for groups of disadvantaged people. It is about influencing those who make, interpret and apply law and policy to effect change, consistent with our objectives and priorities.

summary offence – a less serious criminal offence usually heard in the Magistrates' Court or Children's Court.

unique client – an individual or distinct client who accesses one or more of our services during the year. Unique clients are recorded across our early intervention services, duty lawyer services, dispute resolution services, and grants of legal assistance. They do not include people we help through our preventative services such as Legal Help and community legal education sessions, as we do not collect more detailed personal information from people who access these services.
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Our offices

Melbourne

350 Queen St
Melbourne VIC 3000
GPO Box 4380
Melbourne VIC 3001
Tel: 1300 792 387

Suburban offices

Broadmeadows

North-western suburbs
Level 1, Building 1
Broadmeadows Station Centre
1100 Pascoe Vale Rd
Broadmeadows VIC 3047
Tel: (03) 9302 8777

Dandenong

Westernport region
Level 1, 9 – 15 Pultney St
Dandenong VIC 3175
Tel: (03) 9767 7111 

Frankston

Peninsula region
Cnr O'Grady Ave & Dandenong Rd
Frankston VIC 3199
Tel: (03) 9784 5222

Preston

North-Eastern suburbs
This office closed
on 1 July 2013.

Ringwood

Outer-eastern suburbs
23 Ringwood St
Ringwood VIC 3134
Tel: (03) 9259 5444 
Sunshine

Western suburbs
1/474 Ballarat Rd
Sunshine VIC 3020
Tel: (03) 9300 5333

Regional offices

Ballarat

Central highlands region
Area A, Level 1
75 Victoria St
Ballarat VIC 3350
Tel: (03) 5329 6222
Toll free: 1800 081 719

Bairnsdale

Gippsland region branch office
101A Main St
Bairnsdale VIC 3875
Tel: (03) 5153 1975

Bendigo

Loddon–Campaspe region
424 Hargreaves St
Bendigo VIC 3550
Tel: (03) 5448 2333
Toll free: 1800 254 500

Geelong

Barwon region
Level 2, 199 Moorabool St
Geelong VIC 3220
Tel: (03) 5226 5666
Toll free: 1800 196 200

Horsham

Wimmera region
29 Darlot St
Horsham VIC 3400
Tel: (03) 5381 6000
Toll free: 1800 177 638
Morwell

Gippsland region
2 Chapel St
Morwell VIC 3840
Tel: (03) 5134 8055

Shepparton

Goulburn region
36 – 42 High St
Shepparton VIC 3630
Tel: (03) 5823 6200

Warrnambool

South Coast region
185 Fairy St
Warrnambool VIC 3280
Tel: (03) 5559 7222
Toll free: 1800 651 022
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