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[bookmark: _Toc157441920]SUPPORT PLANNING POLICY AND PROCEDURE

[bookmark: _Toc157441921]PURPOSE

This policy aims to set out how the assessment, planning and review of participants’ support plans will be undertaken by AmeCare.

The purpose of this policy is to inform AmeCare staff how to plan to collaborate in the development of the participants’ support plans that incorporate their needs, requirements, preferences, strengths and goals.

[bookmark: _Toc157441922]SCOPE

This policy applies to:
· All AmeCare staff, including permanent or casual employees, contractors, consultants, and people otherwise engaged by AmeCare (e.g., volunteers).
· All participants receiving NDIS services and support, including their families and support network.

[bookmark: _Toc157441923]DEFINITIONS

	Term
	Definition

	Initial assessment
	Means a comprehensive and effective assessment undertaken by AmeCare staff and relevant to the services sought by the participant, which is required prior to establishing their Support Plan.

	Support Plan
	As a result of the initial assessment meeting, a Support Plan will be developed. The participant’s support needs and current and future goals are included in the Support Plan which is their main profile on AmeCare’s CMS system called Shift Care.

	Review
	At the time of developing a support plan, a review date is identified at a frequency relevant to the participant’s risks and goals (at least annually). The date can change if thought to be beneficial by the participant or AmeCare. 
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AmeCare is committed to ensuring each participant is actively involved in the development of their support plans. All support plans will reflect participant needs, requirements, preferences, strengths and goals and are regularly reviewed.

All participants and their families/support networks are encouraged to collaborate and participate in the development of a goal-oriented support plan. 

AmeCare is committed to ensuring that:
· With each participant’s consent, work is undertaken with the participant and their support network to enable an effective assessment and to develop a support plan.
· Appropriate information and access are sought from a range of resources to ensure the participant’s needs, support requirements, preferences, strengths and goals are included in the assessment and the support plan.
· In collaboration with each participant:
· risk assessments are regularly undertaken and documented in their support plans; and
· appropriate strategies are planned and implemented to treat known risks to them.
· Risk assessments include the following:
· consideration of the degree to which participants rely on AmeCare’s services to meet their daily living needs;
· the extent to which the health and safety of participants would be affected if those services were disrupted.
· Periodic reviews of the effectiveness of risk management strategies are undertaken with each participant to ensure risks are being adequately addressed and changes are made when required.
· Each support plan is reviewed annually or earlier in collaboration with each participant, according to their changing needs or circumstances. 
· Progress in meeting desired outcomes and goals is assessed at a frequency relevant and proportionate to risks, the participant’s functionality and the participant’s wishes.
· Where progress is different from expected outcomes and goals, work is done with the participant to change and update the support plan.
· Each participant’s support plan is:
· provided to them in the language, mode of communication and terms they are most likely to understand; and
· readily accessible by them and by workers providing supports to them.
· Each participant’s support plan is communicated, where appropriate and with their consent, to their support network, other providers and relevant government agencies.
· Each participant’s support plan includes arrangements, where required, for proactive support for preventative health measures, including support to access recommended vaccinations, dental check-ups, comprehensive health assessments and allied health services.
· Each participant’s support plan:
· anticipates and incorporates responses to individual, provider and community emergencies and disasters to ensure their safety, health and well-being; and is understood by each worker supporting them.

The support planning process is consultative, where the participants, family members, carers, advocates and support network work together to identify the participants’ needs, strengths, and goals with a focus on choice and decision-making.

If a participant identifies as Aboriginal or Torres Strait Islander, their support plan will include engagement activities with their community.

Conflict of Interest (COI) Considerations

AmeCare is committed to identifying and managing any potential or actual conflicts of interest (COI) in the provision of supports. 

During the initial assessment and support planning process, staff must:
· Identify and document any potential COI, including but not limited to situations where AmeCare provides both support coordination and direct support services to the same participant.
· Discuss with the participant and their support network the importance of separating support coordination and direct support functions to ensure impartiality and transparency.
· Advise participants of their right to request separation of these functions and provide information about alternative providers if desired.
· Record all COI considerations and actions taken in the participant’s support plan.
· Ensure that all staff involved in support planning declare any personal or professional interests that may influence decision-making.
· Provide a clear explanation to participants regarding how COI is managed and mitigated, in addition to information sharing and privacy protocols.

The participants and their families/carers/advocates may request a review of the support plan at any time.

This policy aligns with the planning requirements as set out in the NDIS Act 2013 (Cth), which acknowledge and support the rights of people living with disabilities to exercise choice and control in relation to decision-making and the obligation of disability service providers to design and administer supports to meet the individual needs and goals of the persons to whom the services are provided taking into account their age and other personal circumstances and any further disadvantage suffered as a result of their gender, ethnic origin, aboriginality, financial situation or location.
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The following procedures are implemented to ensure that AmeCare meets its policy objective of ensuring support plans are developed taking into consideration the participant’s needs, requirements, preferences, strengths and goals and are regularly reviewed, allowing each participant active involvement in its development.

INITIAL ASSESSMENT

The Participant Onboarding Form includes the following:
· Identifying the place and time of the initial assessment interview/meeting.
· People to be present/contribute to the assessment.
· Obtaining consent to proceed with the initial assessment.

Staff conducting the initial assessment and support plan development will have the necessary skills and competence to undertake these tasks. The AmeCare Manager is responsible for delegating these tasks to the staff members with appropriate skills, qualifications and knowledge, where applicable.

Prior to meeting with the participant review, staff must review the Participant Intake Form, intake assessment information, any referral documents, and other relevant notes or data available that will assist them in understanding the participant’s individual needs, preferences and requirements.

The initial assessment is undertaken in collaboration with the participant and their family/carers to:
· Identify pertinent others in the participant’s support network (e.g., other family members and carers) are identified, and consent is obtained to contact them to obtain relevant, pertinent information to enable the thorough and effective assessment and development of the support plan.
· Identify risks and the associated management strategies. These are recorded on the support plan. Risks are recorded within the context of our Independence and Informed Choice Policy and Procedure to ensure participants' wishes are fully considered in managing risks. Risks are informally reviewed at each episode of service delivery and more formally at each support plan review. If new risks become evident, the support plan is updated.
· Identify the participant’s strengths and ensure these are recorded on the support plan.
· Discuss with the participant any potential conflicts of interest, including the separation of support coordination and direct support functions, and document the outcome in the support plan.
· Ensure the participant understands their rights regarding COI and the options available to them.

During the initial assessment process, staff are responsible for:
· Explaining the support planning process to the participant and their family/support network.
· Advising participants of their right to involve a support person in their dealings with AmeCare. Where required, staff must provide support to participants to access a person of their choice, such as an advocate or interpreter, to assist them.
· Discussing the participant’s physical, emotional, spiritual, cultural, community, social, financial and any other needs and recording them in their support plan.
· With the participant’s or their decision maker’s consent, arranging meetings with any relevant party that can contribute to the support plan development, such as service providers who deliver existing or complementary services to the participant.
· Developing the support plan with as much input from the participant and their family/support network as possible. 
· Encouraging the participant and their family/support network to identify their own personal goals and aspirations.
· Asking the participant to identify the type of supports or assistance that would be most relevant to them and taking into consideration their wishes in regard to accepting or rejecting specific support options, recording these decisions in their support plan.
· Providing the participant with examples or suggestions of how AmeCare services may be able to help them achieve their goals.
· Providing the participant with a clear understanding of their choices and service options available so that they can make informed decisions about their choices and priorities.
· Explaining to the participant any information-sharing requirements with other third parties.
· Discussing the participant’s rights and responsibilities and confirming their understanding verbally, using an interpreter or advocate where required. 
· Reinforcing the protection of the participant’s privacy and confidentiality by AmeCare during service planning and delivery.
· Completing a risk assessment and documenting strategies to manage/control identified risks in the support plan.

The initial assessment will take into consideration the following:
· The participant’s needs, requirements, goals and longer-term aspirations.
· The supports that AmeCare is able to provide to meet those needs, requirements, goals and aspirations.
· The participant’s age, ability, gender, sexual identity, culture, religion or spirituality.
· The potential barriers to achieving the participant’s goals and strategies to overcome them.
· How the participant requires the supports to be delivered, including the location and frequency.
· The participant’s preferred links to family, friends, community and other support networks.
· The participant’s NDIS Plan.

Staff must ensure that appropriate communication is used with the participant at all times in the support planning process and that all information about the provision of supports is provided in the language, mode of communication and terms that the participant is most likely to understand.

Support plan reviews and participant surveys reveal if participants and their family/support network are part of the support plan development process; and if all relevant information is being considered and documented.

As part of each review, AmeCare will revisit and document any new or ongoing COI considerations, ensuring that any changes in service provision or staff roles are assessed for potential conflicts and managed appropriately.


SUPPORT PLAN DEVELOPMENT

To develop each support plan, staff must:
· Record the participant’s needs, requirements, preferences, strengths, goals and long-term aspirations.
· Each support plan must also include arrangements for proactive health support, particularly for participants in Supported Independent Living (SIL) settings. This includes support to access recommended vaccinations, dental check-ups, comprehensive health assessments, and allied health services. Staff must ensure that these health supports are documented in the support plan, and that participants are encouraged and assisted to access preventative health measures as appropriate.
· Ask the participant to prioritise their goals if many goals have been identified.
· Negotiate and record the specific days and time ranges for the delivery of services or supports.
· List the actions, responsibilities, frequency, target dates and progress of each goal. 
· Determine with the participant how each goal will be measured or agree with them on the criteria to evaluate the effectiveness of supports provided.
· Set a timeframe for each set goal to measure and track progress.
· Where possible, identify the supports that will help the participant to develop, maintain and strengthen independence, problem-solving, social and self-care skills according to their needs and particular circumstances.
· Consider any limitations to providing supports or specific programs to the participant, such as financial capacity, skills, the availability of specialised staff, expertise and competence of current staff to provide the services, etc.
· Identify and record with the participant and their family/support network any potential barriers to achieving their goals, and work out strategies to overcome these barriers, if possible.
· Identify and record all relevant parties (e.g., family members, other services or agencies) that will participate in the achievement of the participant’s set goals.

Each participant’s support plan must anticipate and incorporate responses to individual, provider, and community emergencies and disasters to ensure the participant’s safety, health, and well-being. The plan should outline procedures for emergency situations, including contact information, evacuation plans, and continuity of essential supports. Staff must review emergency planning content with the participant and their support network, and update it as circumstances change.

The participant and/or their representative must sign the support plan to acknowledge their agreement with it.

The staff members who develop the support plan will make sure that all involved stakeholders have copies of the agreed plan.

Where required, staff will identify and provide referrals to other service providers and activities and provide support and assistance to help them access these, including but not limited to health, wellness, cultural and community services.

INDIVIDUAL RISK ASSESSMENTS

AmeCare will undertake risk assessments in collaboration with each participant to fundamentally determine any possibly arising risks that may occur during the service provision.

Th Individual Risk Assessment documents all identified risks, management strategies, and relevant risk factors, including those specific to Assistance with Daily Personal Activities and circumstances involving sole workers. An individual risk assessment forms part of the participant’s support plan. 

The risk assessment includes but is not limited to:
· Risks associated with the participant’s condition and support needs relative to assistance with daily personal activities
· Risks related to the use of sole workers, including emergency response, supervision, and participant safety.
· Any other risk factors relevant to the participant’s environment, health, and support arrangements.

The participant (or their substitute decision maker) must acknowledge the individual risk assessment by signing the form. A copy of the completed risk assessment must be provided to the participant and/or their representative.

Staff members who are responsible for the development and implementation of the participant’ support plan must:
· Undertake risk assessments regularly and document them in their support plans.
· Identify and implement appropriate strategies to treat known risks to participants.
· Undertake periodic reviews of the effectiveness of risk management strategies with each participant to ensure risks are being adequately addressed and changes are made when required.
· Conduct a formal review or re-assessment of each identified risk on each support plan review. These reviews or re-assessment should happen in conjunction with participants, family members, carers, support workers, etc. 

PARTICIPANT SUPPORT PLAN REVIEW PROCESS 

Frequency 
· Support Plans must be reviewed either at the end of each Service Agreement or at least every twelve (12) months.
· Participants may request for reviews to be done more or less frequently than planned. The participant’s reasons for this must be clearly documented. AmeCare will consider the request and, if the risk/effectiveness of doing this is acceptable, will determine an agreed timeframe.

The same people who provided input into the support plan development will review the plan. As a minimum, it is to include their assigned support worker and the participant. If a substitute decision maker is involved, they should also provide input into the review.

The review of the support plan will cover the following:
· Each part of the support plan must be reviewed and updated if/as required. 
· Any new/changed risks and any required new risk mitigation strategies to be implemented.
· Use any feedback, complaints or incident reports to inform the review.
· Goals assessed to determine if they were achieved (fully/partly/not). 
· If not/partly achieved, the reasons for this are to be explored and recorded. 
· Any general feedback regarding AmeCare services that may not directly relate to the participant’s services.
· Any changes to consent from the Service Agreement – if changes to consent are made, AmeCare will amend the consent section of the Service Agreement and ensure changes are initiated by both parties. 
· At each review, the individual risk assessment must be revisited and updated as required. The participant must be provided with an updated copy and asked to acknowledge any changes by signing the revised assessment.

The participant and their trusted decision-makers are pivotal in this review. In collaboration with the participant, an updated support plan is generated, signed and saved in the participant’s file. With consent, changes are communicated to people in the participant’s network, including family members, carers, other providers and relevant government agencies.

At each plan review meeting/discussion, staff must:
· Discuss with the participant/substitute decision maker if the goals are still relevant, suitable and achievable and consider alternative goals and strategies to achieve them/
· Discuss with their supervisor or line manager why goals were not achieved, what improvements could be made, and possible alternative goals and strategies to achieve them.
· Discuss with the participant any results of the conversation with the supervisor or line manager for approval/change by the participant.
· Confirm goals (either new or past) and strategies to achieve them for the next Support Plan period with the participant.

All documentation related to assessment, planning and review will be maintained
on the participants’ files.

WORKER ACCESS AND TRAINING

All support plans and individual risk assessments are stored in the participant’s profile within the client management system (Brevity) and are accessible to support workers via the phone app. 

AmeCare will ensure that all workers providing supports to a participant have timely access to the most current version of the support plan and risk assessment.

Staff involved in delivering supports must receive training on the contents of each participant’s support plan, including proactive health supports and emergency procedures. 

Training records will be maintained, and refresher training provided when plans are updated or when new staff are assigned to a participant.
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· Participant Support Plan
· Participant Onboarding Form
· Participant Portal
· Service Agreement
· Individual Risk Assessment
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· National Disability Insurance Scheme Act 2013 (Cth)
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· Disability Act 2006 (VIC)
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