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Start here
If you have a legal problem, this brochure is the best 
place to start. It will help you understand the options 
available to you and help you work out what to do next. 

While a private lawyer can help you, you may be able 
to use other services that are free or low-cost. It is good 
to know that you have three options for solving your 
legal problem.

• Ombudsmen, service commissioners,  
government schemes ...
A number of different organisations offer services in 
this area but only operate in limited dispute areas. 
These services are generally free, but you will usually 
have to show that you have tried to solve the problem 
yourself first. 

• Free or low-cost legal assistance
These services are generally able to provide initial 
advice or information to anyone for free. More 
complex services may be restricted to priority clients. 

• A private lawyer
Anyone can use a private lawyer, but you will have to 
pay for their services.

Remember, no matter which service you choose, it can 
take time for legal problems to be resolved. 

I think I  
may have a 
legal problem

What is the best service 
for me?

The best service for you will depend upon: 
• the type of problem that you have
• your personal situation
• the complexity of your case. 

Ombudsmen, service 
commissioners,  
government schemes ...
There are many organisations set up to help you resolve 
a dispute as quickly and efficiently as possible without 
having to go to court. 

Each organisation usually specialises in a specific area. 
For example, the Fair Work Ombudsman assists with 
disputes about employment. Some government 
organisations deal with a range of different areas, such 
as Consumer Affairs Victoria, which oversees various 
issues affecting consumers and businesses. 

These services are independent, confidential and 
generally free. But you usually have to show that you 
have tried to resolve the problem yourself first. 

Turn over for a list of services and the  
type of disputes they deal with. 

Free or low-cost legal services
Victoria Legal Aid or a community legal centre can give 
free legal advice or information. If they can’t help you, 
they’ll often be able to find someone who can.

Victoria Legal Aid  
Victoria Legal Aid provides free legal information, 
education and advice for all Victorians, focusing on people 
with low incomes and those experiencing disadvantage.

Victoria Legal Aid’s Legal Help phone service is a good 
place to start to find out how to deal with your legal 
problem. You can speak to someone in English or in your 
own language.

Remember, 
you may 

have to try a  
few different 

services before 
you find the 

right one

What if I still 
don’t know 
what to do?

If you are still not sure 
which service to use, 
or even whether you 
have a legal problem, 
call Victoria Legal 
Aid’s Legal Help 
phone service. 

[ 1300 792 387

Victoria Legal Aid also has offices in most major 
metropolitan and regional areas and has lawyers who 
provide help in many courts, some hospitals, prisons 
and detention centres.

[ 1300 792 387 
0 www.legalaid.vic.gov.au

Community legal centres
Community legal centres provide free legal advice, 
information and representation to the public, with a 
focus on people experiencing disadvantage. Some 
centres provide help on a wide range of issues to people 
who live, work or study in a particular area, while others 
specialise in a particular field of law or assisting people 
with specific needs. 

The Federation of Community Legal Centres is the peak 
body for all centres. They can help you find the best 
community legal centre for your problem. 

[ (03) 9652 1500 
0 www.communitylaw.org.au

A private lawyer
Using a private lawyer is one way of getting the legal 
help you need. 

If you want to use a private lawyer, you’ll need to find 
one who is experienced in dealing with your kind of 
problem. 

Shop around. Speak to a couple of different lawyers and  
compare their services and fees. Only use a lawyer you  
feel comfortable with and can afford. 

If you are unclear about the advice given to you, you can  
ask to have it explained in a way that you understand. 

Law Institute of Victoria 
The Law Institute of Victoria provides referrals to law 
firms across Victoria. Law firms included in the Find 
Your Lawyer Referral Service provide a free 30-minute 
inquiry interview.

[ (03) 9607 9550 
0 www.findyourlawyer.com.au 

More information
These resources can help you find out more about 
the law and how it operates in Victoria.

Everyday-Law 
Victoria Law Foundation’s Everyday-Law website 
has free, easy-to-understand information on how 
Victoria’s legal system works and resources 
answering common legal questions. Go to Everyday-
Law for the legal information and help you need.

0 www.everyday-law.org.au

Victoria Legal Aid Public Law Library 
A specialist law library in Victoria open to the public 
that offers a wide range of print and electronic 
resources covering a variety of legal topics. 

0 www.legalaid.vic.gov.au/about-us/our-law-library

Court Services Victoria
Information about all courts and tribunals operating 
in Victoria, including a brief overview of their roles.

0 www.courts.vic.gov.au

Department of Justice and Regulation 
(Victoria) 
Information, forms and links to legal services such 
as police, courts and prisons. 

0 www.justice.vic.gov.au
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Our events
For over 50 years we have aimed to make the legal system more accessible 
to Victorians. One of the ways we do this is by delivering a program of 
stimulating events designed to engage the community and raise awareness 
of the law and legal system. Our success in 2017/18 can be seen through 
the depth and quality of our program of events aimed at the community, 
particularly during Law Week.

The Law and You Forum – 
Perspectives on voluntary 
assisted dying
Our inaugural The Law and You Forum focused on the 
Voluntary Assisted Dying Final Report and proposed 
legislation, its legal implications and the relationship 
with existing palliative care practice. The event was 
promoted widely to the community and aimed to 
educate the public on what the proposed changes will 
mean for Victorians. 

Lynne Haultain, Executive Director of the Foundation, 
facilitated the panel discussion, Perspectives	on	
voluntary	assisted	dying to an audience of over 170 on 
Thursday 26 October at Deakin Edge in Federation 
Square. The panel members were Julian Gardner AM, 
former Public Advocate and member of the Ministerial 
Advisory Panel; Kathy Wilson, senior lawyer and 
specialist in succession and elder law; Dr Scott King, 
Clinical Director of Palliative Medicine at Calvary 
Health; and Steven Amsterdam, palliative care nurse 
and author. 

The panellists had a range of valuable perspectives. 
Drawing on lengthy experience in thorny end-of-life 
issues, Julian Gardner provided great clarity into the 
development of the legislation and the results of that 
process. Dr Scott King shared his reservations about 
the legislation and described the impact on palliative 
care, and Kathy Wilson gave a clear assessment of the 
legal rights and obligations for a range of people who 
might be affected. Steven Amsterdam – author of The 
Easy	Way	Out, a novel which deals with these issues 
– shared his personal perspectives on the new 
legislation and how it might impact patients and 
family members.

13Victoria Law Foundation Annual Report 2017/18

Law Week
Law Week, held in May each year, is a great 
opportunity for the Victorian community to learn about 
their legal system and how it works. Coordinated by 
the Foundation, event partners from across the state 
deliver a range of informative and engaging events and 
community activities. 

Law Week was a standout success in 2018 with overall 
attendance increasing from 9,724 in 2017 to around 
12,000 in 2018. More organisations ran more events 
this year – 91 event partners staged 223 events – 
around a 40 per cent increase on last year. 

Large attendances are testament to the quality of the 
program and the variety of events. Information 
sessions were rich in content and breadth, including 
free legal health checks at several locations across 
Victoria, as well as information sessions on a huge 
range of issues including fines, powers of attorney, 
small business, senior’s rights, youth law, wills and 
family law to name but some. 

Other engaging events included the Coroners Court 
mock hearing, starring coroners themselves as the 
parties and presided over by the Victorian Coroner; 
concerts in the Supreme Court Library and an 
introduction to the Broadmeadows Magistrates’ Court, 
conducted in Arabic. 

There were queues down Lonsdale Street for Courts 
Open Day, with a strong program from all participating 
courts including mock trials, information sessions, 
tours and exhibitions.

The Festival Hub at Federation Square was invaluable 
in generating wide public interest in Law Week 
Events, and was an accessible venue for people 
looking for help on specific legal issues. We maintained 
the larger footprint of the Hub (6m × 3m marquee) 
introduced in 2017, and the bold purple branding was 
highly effective in raising visibility this year. We had 
around 2,400 people stop by, up from 1,000 in 2017.

The Law Week program continued to grow in regional 
areas of Victoria, with more than 33 events in regional 
areas including Bendigo, Geelong, Quambatook, 
Shepparton, Gippsland, Traralgon, Albury, Ballarat, 
Castlemaine and Wangaratta. 

The festival was well supported by the media, with 
features on radio, digital media and in print, and 
Law Week banners around the city played an 
important part in generating public awareness. 

Our success at engaging more Victorians with the law 
in new and innovative ways through this year’s Law 
Week program, speaks to the community’s appetite to 
learn about their justice system. We are excited to 
build on this further in 2018/19.
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In Australia we have a federal system of 
government that governs all Australian states 
and territories; therefore people in Victoria are 
subject to both federal and Victorian laws. 

Under our federal system, power to make
laws is shared between the federal parliament 
in Canberra and each state parliament. 

The federal parliament has power to make 
laws that affect all of Australia, whereas the 
Victorian parliament can only make laws
that affect Victoria. To reduce confusion,
the Australian Constitution outlines the laws 
that can be made by the federal parliament. 

This section will introduce you to the laws 
that affect you in Victoria and explain where 
the laws come from.

Laws in 
Victoria

6 Victoria’s legal system
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The Australian 
Constitution provides 

a framework for the 
development of all 
laws in Australia.
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The legal 
sector in 
Victoria
In Victoria, like other states, there 
are many different organisations and 
professionals that make up the legal sector. 
These include courts and tribunals, the 
legal profession, government offi ces and 
bodies and non-government organisations. 

This section of the guide outlines the 
different parts of the sector and what
they do.
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The Supreme Court of 
Victoria is the highest 

court in Victoria.
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RESOLUTION

Image at 100%
16 dpi

Image at 200%
4 dpi



FILE FORMATS

EPS PDF JPG PNG TIFF

Best for: 
Logos and line art

✔ OK for transparency 
✔ Scalable
✔ Smallish file sizes

Vector files Raster files

Best for: 
Photos and illustrations

✔ No transparency (except PNG)
✔ Fixed size
✔ Variable file size:
   smallest  largest



COLOUR PROFILES

C RM GY BK Pantone (PMS)

Best for: 
Printing (digital and offset)

Best for: 
On screen

Best for: 
Brand colours 
in print



COLOUR GAMUTS

Visible

RGB

Pantone

CMYK



PRINTING 
SPECIFICATIONS

1 
colour

2 
colour

4 
colour

5 
colour

1 × PMS colour 2 × PMS colour CMYK CMYK +  
1 × PMS colour
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Bleed (3–5 mm) 
outside page

Margins

Clear text area

Gutter
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MAKING 
INFOGRAPHICS 

WORK



PRINCIPLES OF GOOD 
INFOGRAPHICS

Good infographics:
à	have something to say
à	are easy to understand
à	are accurate and honest



DEVELOPING AN INFOGRAPHIC

1 2 3
Interrogate 

the data
What story does 

the data tell?

Think 
about context
Where will the 

infographic 
appear? In print or 
on screen? With 

text oron its own?

Choose the right 
tool for the job

What’s the 
key message? 
What type of 

visualisation will 
best convey it?



COMMON DESIGN TOOLS 

Microsoft Office
Word
Visio
Powerpoint

✔ Easy to use, familiar interface
✔ Easy to access
✔ Decent presets
✔ Shareable

▲ Limited customisation
▲ Can look a bit basic



PROFESSIONAL DESIGN TOOLS

Adobe Creative Suite
Photoshop 
Illustrator 
Indesign

✔  Powerful tools and functionality
✔  Common interface across the suite
✔  Decent presets
✔  Shareable

▲  Steep learning curve
▲  Expensive
▲  Blank canvas — not much 

in the way of presets



ONLINE DESIGN TOOLS

Piktochart Infogram Canva



ONLINE DESIGN TOOLS

Scribus Inkscape Lucidpress



Patient journey through emergency department to discharge

Treatment 
and dischargeArrival Triage and 

registration

Self present

Via ambulance

Emergency 
department

Admitted

Non-admitted

Transfer to 
another hospital

Discharged 
home

Discharged to 
in-patient ward

Discharged to 
short-stay unit

ED cubicle

Examination area

Fast track

ED cubicle

Examination area

Assessment
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Figure 1A  
Overview of the TAFE sector at 31 December 2017 

 
Source: VAGO based on Victorian Training Market Report: Full Year 2016—Table 45 (Top 5 programs enrolments); 
Victorian Training Market report: Half Year 2017 (market share of enrolments); DET (student enrolments). 

TAFE student enrolments

54% teaching staff
46% non-teaching staff

Market share of enrolments
(by provider type)

�� Skills First funding—
training for real jobs
Skills First priori�ses funding 
for courses that align
with industry needs and 
workforce demands and 
linked government 
priori�es.

�� VET Fee HELP replaced
with VET Student Loans

�� Comprehensive
asset revalua�on
The TAFE sector revalued
its assets in line with the 
five-year cycle under 
Financial Repor�ng 
Direc�ons 103F.

$77.5
million

79% from 2016

New in 2017

Net result

109 005
Government-funded

enrolments

140 609
Non-government-funded 
enrolments

Workforce profile

33%

11%
41%

15%

TAFE
Dual sector universi�es
Private
Adult and community educa�on

Top 5 programs enrolments (by occupa�on)

Carers
and aides

Health and 
welfare 
support 
workers

Construc�on 
trade 

workers

Other 
technical and 

trade 
workers

Engineering, 
ICT and 
science 

technicians

Victoria’s TAFE ins�tutesSunraysia Ins�tute of TAFE

Wodonga Ins�tute of TAFE

Goulburn Ovens Ins�tute of TAFE

Chisholm Ins�tute

Federa�on Training

Holmesglen Ins�tute

Box Hill Ins�tuteMelbourne Polytechnic

South West 
Ins�tute of TAFE

Gordon Ins�tute of TAFE

Bendigo Kangan Ins�tute

William Angliss 
Ins�tute of TAFE



Our audit 
scope

Our financial audit program delivers a range of assurance 
services for public sector agencies. 

Financial audits are conducted in accordance with the 
Australian Auditing Standards and relevant professional and 
legislative requirements. Additional information about the 
delivery of our financial audits can be found in Appendix C.

The following section sets out our financial audit work program 
for 2017–18, targeting matters that provide the greatest value 
to Parliament and the Victorian community.

Financial audit 
work program

Parliament 
of Victoria

Portfolio 
departments

Business 
enterprises

Superannuation 
funds

Public hospitals 
and ambulance 

services

Universities and 
other educational 

institutions

Local 
governments

Companies and 
joint ventures

Cemeteries

Water and sewerage 
authorities

Other 
public bodies

53

Audit opinions Review

Grant acquittals Parliamentary reports

Our auditors

 550+  110+ 1

  80+

1

Opinions on 
the financial 
statements 
of agencies

Opinions on the 
performance 
statements of 

agencies

Opinion on the 
Annual Financial 

Report of the State 
of Victoria

Auditor-General’s 
Report on the 

Annual Financial 
Report of the State 

of Victoria

Water Entities: 
Audit Snapshot

Technical and 
Further Education 
Institutes: Audit 

Snapshot

Public Hospitals: 
Audit Snapshot

Universities: 
Audit Snapshot

Local Government: 
Audit Snapshot

Review of 
Estimated Financial 
Statements of the 
Victorian general 

government sector

In-house 
financial 
auditors

Audit service 
providers

 70+  35+
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Figure 1B  
How TAFEs are funded for each type of student 

 
Source: VAGO. 

Domes�c Interna�onal

Fully government 
subsidised Private

Par�ally 
government 
subsidised + 

private

Private

Student fees and charges + fee for service
$426 765 000

State funding

Contestable state funding
$358 953 000

Self-fundedCommonwealth 
VET student 

loans

Loan
repayments

Self-funded
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Judge

Jury

Public gallery

Media

Corrections staffAccused

Associate

Tipstaff or
second associate

Witness

Defence 
barrister and 

solicitor

Stenographer

Prosecution
barrister and 

solicitor

Jury*

*Only some civil matters have juries

Public gallery

Judge

Associate

Witness

Stenographer

Defence
barrister

and solicitor

Media

Tipstaff or
second associate

Prosecution
barrister

and solicitor

Criminal courtroomCivil courtroom
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Taking care to organise your information will 
mean that your reader won’t have to work as 
hard to find that they want. 

•	 Put material in an order that makes the best sense to the reader.
•	 Put the main message first.
•	 Put closely related material together.
•	 Use headings rigorously and liberally.
•	 Omit unnecessary detail.

Logical order
Put the most important information first. Your reader wants to know the answer to 
their question at the beginning of a document, not at the end. Provide detail and 
supporting information second. 

If there is a process or steps that need to be taken in a certain order, make sure the 
information is presented in that order, and collect all similar information in the 
same area.

Paragraphs
Keep sections and paragraphs short so that information is easier to find and follow. 

Headings
Headings can help the reader find the information they want. Use a new heading 
every time you move to a new subject. 

Some key points to remember with headings:
•	 Try to limit heading to two levels, three at the most. 
•	 Have more space above them than below. 
•	 Don’t use numbered headings with more than one decimal 

space.
•	 Question headings can help the reader find the information 

they want. 
•	  Keep your headings short and direct.

Table of contents
Tables of contents can help your reader understand the breadth of 
the material covered in your document, and where to find it. 
Consider putting a table of contents into longer documents.

Organise 
your information

Test your heading 
levels by creating an 
automatic table of 
contents. It is easy to 
see mistakes with 
heading levels when 
they are grouped 
together like this. 

Hint
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Speak to your audience
Using personal pronouns allows you to speak directly to your audience. It can 
make your writing more engaging. 

Before
To establish eligibility for a grant, an applicant must show that the applicant is 
an Australian and that the present housing of the applicant is substandard and 
inadequate.

After
To establish eligibility for a grant, you must show that you are an Australian 
and that your present housing is substandard and inadequate.

Use the active voice
Using the active voice makes it easier for the reader to understand who is 
supposed to do what. 

Passive voice Active voice

The lake was polluted by the company. The company polluted the lake.

New regulations were proposed. We propose new regulations.

Bonds will be withheld in cases of non-
compliance with all permits and conditions.

We will withhold your bond if you don’t comply 
with all permit terms and conditions.

Abbreviations, acronyms and similar
Use shortened versions of words with care. Abbreviations, acronyms and 
contractions can be confusing to the reader. This is particularly the case when 
the reader is unfamiliar with the subject or English is not their first language.  
If you do use abbreviations or contractions, be sure to define them. 

Be consistent with terminology
Make sure you use the same terms consistently throughout a document. 

Use familiar words – usually the shorter ones
Where possible use familiar words, and preferably shorter ones, to 
communicate your message. Using long words is unlikely to benefit your 
client. Ultimately we all want to 
understand what we need to as 
quickly and easily as possible.   

Language

See page 10 for a list 
of simple words. 

Hint
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1
In 2015 the Victoria Law Foundation undertook a project to review available literature on 
providing information, particularly legal, to culturally and linguistically diverse (CALD) 
communities in languages other than English (LOTE). The foundation does not produce 
publications in language other than English, however we do acknowledge that CALD 
communities often face barriers when accessing services and legal information. 
Understanding the issues regarding the development and provision of LOTE legal 
information is vital to ensuring access to justice for these communities. 

This paper:
•	 explores the availability and use of legal information in languages other than English in 

Australia
•	 outlines important factors to consider when producing legal information in languages 

other than English
•	 discusses the consequences of poor quality LOTE material
•	 provides recommendations and best practice examples (see appendix a).

Recommendations
We make the following recommendations for preparing legal information in languages other 
than English:
•	 Know your audience
•	 Work with partners and intermediaries
•	 Be proactive, not reactive
•	 Consider methods of communication and distribution
•	 Consider structure of written information
•	 Avoid duplication

Acknowledgements
Using the acronym ‘CALD’
We would like to note that the foundation uses the acronym ‘CALD’ to abbreviate the term 
‘culturally and linguistically diverse.’ We recognise that many different individuals with 
varied backgrounds make up Australia’s CALD communities and use this term for the sake 
of fluency on paper.

Victorian Multicultural Commission
We would like to thank the Victorian Multicultural Commission for reviewing this paper and 
providing valuable feedback.
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2
CALD communities in Australia are extremely diverse. The Australian population is made 
up of people who come from more than 200 different countries and speak over 300 different 
languages.1 Australia’s Census in 2011 found that 23% of the population spoke a language 
other than English at home.2 

For the purposes of this paper we will concentrate on CALD communities with limited 
English language skills.3 CALD communities more broadly are made up of individuals and 
groups of people who identify as being culturally and or linguistically diverse. This can 
include people born overseas or in Australia who mainly speak a language other than 
English. It can also include people born overseas, or who have a parent born overseas, 
who speak English at home.4

Culturally and linguistically 
diverse communities in Australia

Australia’s CALD 
communities

Made up of 
people from 
more than

200
countries

Made up 
of people who 

speak more than

300
languages

23%
of people speak 

another language 
at home

1/ Australian Bureau of Statistics, 4102.0 Australian social trends - April 2013 (24 July 2013) 
Australian Bureau of Statistics, <http://www.abs.gov.au/AUSSTATS/abs@.nsf/Lookup/4102.0 
Main+Features30April+2013>.

2/ The Office of Multicultural Affairs and Citizenship, State of Victoria, Population Diversity 
in Victoria: 2011 Census – Local Government Areas (2013) 1.

3/ There is difficulty in defining the term. On the one hand it is an inclusive term, however, in research and practice, it is mostly 
used to distinguish the mainstream community from those in which English is not the main language and/or cultural norms and 
values differ. ‘CALD’ therefore has superseded the term “non–English speaking background” because of its reference to culture 
as an explanation for why differences between CALD and mainstream communities may occur, and so goes beyond linguistic 
factors. Pooja Sawrikar and Ilan Katz, ‘Enhancing family and relationship service accessibility and delivery to culturally and 
linguistically diverse families in Australia’ (2008) 3 Australian Family Relationships Clearinghouse Issues 1, 3. 

4/ On 30 June 2014 28.1% of the estimated resident population was born overseas, though many of these come from countries 
with similar cultural and linguistic background as the core Anglo-Australian culture such as New Zealand or the United 
Kingdom. Australian Bureau of Statistics, 3412.0 – Migration, Australia, 2013-14 (24 June 2015) Australian Bureau of Statistics, 
http://www.abs.gov.au/ausstats/abs@.nsf/mf/3412.0/.
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