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[bookmark: _Toc157441848]RISK MANAGEMENT POLICY AND PROCEDURE

[bookmark: _Toc157441849]PURPOSE

Risk management is the suite of activities undertaken by AmeCare to ensure that it understands all risks associated with its operations and makes informed decisions in managing these risks.

This policy aims to provide direction to all AmeCare staff to implement an effective risk management system. It also provides a framework for all staff to identify and manage potential risks for the business, staff members, and participants.

[bookmark: _Toc157441850]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: _Toc157441851]DEFINITIONS

	Term
	Definition

	Hazard
	A situation that has the potential to cause harm to a person, damage property or the environment.

	Risk
	A possibility or likelihood of something happening that may have a negative impact on the organisation's capacity to deliver on its services, strategic and operational plans, projects, processes, financial viability and reputation; the people associated with AmeCare and/or the participants.

	Risk Assessment
	A process of evaluating the severity of a risk to prioritise and take action to control the risk.

	Risk Control
	A measure, process or system that eliminates a risk where possible or, if not possible, reduces the risk so far as is reasonably practicable.

	Risk Management
	The process used to avoid, reduce or control risks. 

	Service Delivery – Risk associated with Daily Personal Activities 
	Risks associated with the registration group Daily Personal Activities, including those arising from sole staff scenarios (e.g., lone worker risks, emergency procedures, participant supervision). Staff must ensure that all service delivery environments and activities are assessed for risks specific to Daily Personal Activities and sole staff situations, and that appropriate controls are implemented.

	Transport Risks
	Risks associated with unregistered or uninsured vehicles used for assist travel, including legal, financial, and participant safety risks

	Occupational Health & Safety (OH\&S)
	The management of risks to the health, safety, and welfare of people at work, including physical, psychological, and environmental hazards.

	Occupational Violence
	Any incident where a person is abused, threatened, or assaulted in circumstances arising out of their work. 

	Psychosocial Stressors:
	Factors in the workplace that can affect an individual’s psychological health, such as bullying, harassment, or excessive workload.

	Manual Handling:
	Any activity requiring the use of force to lift, carry, push, pull, hold, or restrain objects or people.

	Chemical Use:
	The handling, storage, and disposal of chemicals, including those used in household help or participant support.
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AmeCare is committed to identifying and managing all risks to the organisation, participants and staff members which may arise during the delivery of services and the general management and operations of the organisation and developing a robust risk management system.

To achieve this commitment, AmeCare will ensure the following:
· Risks to the organisation, including risks to participants, financial and work health and safety risks, and risks associated with the provision of supports are identified, analysed, prioritised and treated. 
· A documented risk management system that effectively manages identified risks is in place and is relevant and proportionate to the size and scale of the provider and the scope and complexity of supports provided.
· The risk management system covers each of the following:
· incident management;
· complaints management and resolution;
· financial management;
· governance and operational management;
· human resource management;
· information management;
· work health and safety;
· emergency and disaster management.
· Where relevant, the risk management system includes measures for the prevention and control of infections and outbreaks.
· Supports and services are provided in a way that is consistent with the risk management system.
· In addition to maintaining public liability and workers compensation insurance, the organization must ensure that all vehicles used for assist travel are appropriately insured and registered. This includes comprehensive vehicle insurance and current vehicle registration for any vehicle used to transport participants as part of service delivery. Staff and contractors providing assist travel must provide evidence of valid vehicle insurance and registration prior to service delivery and on an ongoing basis.


AmeCare will identify risks to the organisation, staff and participants, control them where possible and monitor these risks. Where residual risks remain, AmeCare will implement strategies to manage these. Where the risks involve participants, strategies will be implemented where the participant consents.

AmeCare has undertaken a strong set of risk control activities to achieve the following outcomes:
· reduce the likelihood and/or consequences of potential adverse events as far as possible
· provide managers and staff with information to assess risks in their business operations or areas of influence
· ensure that the application of Risk Management practices adds value to the organisation and safeguards the business
· ensure compliance with legislative and regulatory requirements
· ensure that the organisation implements strategies that are cost-effective.
Staff Responsibilities
All staff must comply with OH\&S policies and procedures, participate in safety training, report hazards and incidents promptly, and take reasonable care to protect their own health and safety and that of others. Staff must also:
· Identify and manage risks that impact them, other staff members, participants, and/or other people during the delivery of services.
· Minimise risks to themselves and others as far as practicable.
· Report all hazards and other risks to their supervisor or line manager as soon as they become aware of them.
AmeCare values the input, feedback, evaluation and recommendations gathered from internal and external audits and stakeholders to enhance our risk management system.

AmeCare’s approach to risk management, including its Risk Management Model and Principles, is aligned with Australian and New Zealand Standard AS/NZS 31000:2009 (Risk Management Principles and Guidelines).
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The following procedures are implemented to ensure that AmeCare meets its policy objective of ensuring all risks to the organisation, staff and participants are identified and managed effectively.





RISK MANAGEMENT SYSTEM

The process of risk management set out in this policy and procedure involves identifying risks/hazards, assessing risks, controlling risks, and reviewing control measures, all within a framework of regular consultation (see diagram below):
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1. IDENTIFYING RISKS
Identifying risks involves finding events, situations, or circumstances that could potentially cause harm or negatively affect the organisation, staff, and participants. 
Risks are identified using a range of tools and techniques, including strategic and business plans, structured interviews, audit reports, complaint reports, incident reports, checklists, surveys and questionnaires, focus groups, and post-event reports.
All areas of AmeCare and its operations will be addressed to identify risks that can be grouped according to the following broad categories:
· Strategic
· Compliance
· Financial management
· Governance and operational management
· Environmental
· Reputational
· Service delivery
· Work, health and safety (WHS)
· Human resource management
· Information management
· Emergency and disaster management
OH&S Risk Identification
Staff must identify and report hazards related to occupational violence, psychosocial stressors, chemical use, manual handling, and vehicle use with participants. Regular workplace inspections and consultations should specifically address these risks.
Community Sites and Group Activities
When delivering services in community sites or during group activities, staff must conduct a risk assessment to identify any potential risks specific to those environments or activities, with the participant’s consent.
Individual Risk Assessment
Individual risk assessments must explicitly identify, and address risks associated with the daily Personal Activities, including those arising when services are delivered by a sole staff member. Risks may include, but are not limited to, participant safety, emergency response, supervision, and the unique challenges presented when only one staff member is present during service delivery.
For each identified risk, an assessment is performed on the likelihood of the risk occurring, the potential consequence or impact that would result if the risk was to occur, and the controls currently in place to manage the risk by either reducing the consequence or likelihood of the risk and a target risk rating aligned to the risk appetite statement.

a) How to Identify Risks

All staff members are responsible for identifying and reporting any risk to the organisation, participants and personnel to their supervisor/line manager as soon as they become aware of it. 

There are some ways to identify risks as follows:
· Inspecting the workplace or service environment: Regularly inspecting the service environment to predict what could or might go wrong. Staff must conduct a risk assessment to identify any work health and safety risks before delivering services in the participant’s home or accommodation setting using the Home Risk Assessment Form. This risk assessment must be conducted with the participant’s consent. 
· Consulting with staff: All supervisors or line managers must ask staff members about any potential risks during the provision of services, any health and safety problems they have encountered in doing their work, and any near misses or incidents that have not been reported. Staff interviews and surveys may also be undertaken to obtain information about any potential risk.
· Consulting with the participant and their family/support network: Staff should ask participants about any potential risks they have encountered or incidents that have not been reported. Participant surveys may also be undertaken to obtain information about any potential risk.
· Reviewing available information: Information and advice about hazards and risks relevant to particular industries and types of work are available from regulators, industry associations, unions, technical specialists and safety consultants.
· Conducting risk assessments and/or internal audits periodically: This may include completing individual risk assessments for each participant at the beginning of and throughout service delivery and conducting risk assessments in different areas such as compliance, finance, health and safety, governance, environment and operations. 

b) Reporting Risks

When a risk is identified, the following forms (located on Brevity and available to all staff) must be completed by the relevant staff member and reviewed by their supervisor or line manager:
· Individual Risk Assessment Form: The Individual Risk Assessment Form must be completed when identifying individual risks associated with the participant’s health, behaviours of concern, risks around the participant’s safety and wellbeing, and any risks arising from participation in community sites, community-based activities, or group activities. These risks should be identified at the beginning and throughout service delivery
· Home Risk Assessment Form: There are potential risks associated with providing services in a participant's home or disability accommodation setting. Staff must complete the Home Risk Assessment Form to identify any potential risk before delivering services at the participant’s premises.
· Hazard Identification Report: It must be completed when identifying work health and safety risks that are not related to the service environment. Hazards at work may include noisy machinery, chemicals, manual handling, a repetitive job, bullying and violence at the workplace, COVID-19, sexual harassment, and other WHS risks.
All required forms are completed and accessed through the Brevity app. Staff can request electronic or paper copies from their supervisor or line manager if needed. Access to electronic forms is managed by supervisors or line managers.”

All staff are encouraged to identify hazards and risks and to report them to their supervisor or line manager immediately or within the next 24 hours of becoming aware of the risk, depending on the level or severity of the risk.

AmeCare expects all staff to responsibly minimise risks to themselves and others and report hazards and other risks as soon as they are noticed. All staff are responsible for managing risk within their areas of influence.

Upon commencement, all staff will undergo an induction which will include risk management training. Where staff are employed, regular performance reviews will assess staff awareness of this policy and procedure and their roles and responsibilities regarding risk management. 

Additional on-the-job and formal training will be provided where required. 

c) Risk Category
Strategic: Risks that could affect our organisation's business and strategic plans and objectives, including any changes in community/client needs influencing strategic directions and changes in funding.
Compliance: Non-compliance or non-conformance with current policies and procedures, federal and/or state or territory legislation, regulations, standards, codes of practice, and any risk associated with contractual obligations.
Financial: Risks associated with reduced income or increased costs (liquidity risk), damage to assets or property risks, fraud and corruption, credit risks and longer-term viability.
Governance and operational management: Risks that could affect our organisation's ability to execute its strategic plan and operations, including inadequate or failed policies and procedures and systems such as incident and complaints management systems.
Environmental: External events such as unfavourable weather, pandemic or workforce conditions, storage and handling of waste disposal and infectious or hazardous substances, including PPE, etc.
Reputational: Risks to the organisation's reputation, public perception or market standing.
Service delivery: Risks associated with the registration group Daily Personal Activities, including those arising from sole staff scenarios (e.g., lone worker risks, emergency procedures, participant supervision). Staff must ensure that all service delivery environments and activities are assessed for risks specific to Daily Personal Activities and sole staff situations, and that appropriate controls are implemented. Risks also include staff shortages, service cancellations, community-based activities, and group activities.
Work, health and safety (WHS): Risks include occupational violence, psychosocial stressors, chemical use (including household help), manual handling, and vehicle use with participants. Hazards may also include noisy machinery, chemicals, electricity, repetitive jobs, bullying, and violence at the workplace. Supervisors and line managers are responsible for eliminating or controlling WHS risks to staff and participants.
Human resource management: Risks associated with staff turnover, resignations, industrial relations issues, lack of knowledge and skills among staff, and lack of diversity.
Information management: Risks associated with data breaches, information security, handling personal and sensitive information without consent, etc.
Emergency and disaster management: Risks arising from emergency or disaster events such as a pandemic, floods, storms, bushfires, explosions, disruptions to essential services, fire, etc.

d) Recording risks

The Risk Register is a document that records all identified risks, the likelihood and consequences of a risk occurring, the actions to be taken to reduce those risks and who is responsible for managing them.

This record ensures items are appropriately followed through, closed out and subject to ongoing evaluation. The Director or their delegate is responsible for maintaining and updating the Risk Register with the support of supervisors and line managers.

The Director and/or their delegate must:
· Review each risk/hazard report form and ensure that all sections are fully completed.
· Register the hazard/risk in the Risk Register.
· Assign a risk category.
· Assess the likelihood of each of these risks occurring.
· Define the consequence/impact on the business if the risk occurred, and the controls did not work as intended.
· Allocate an appropriate risk rating utilising the Risk Matrix.
· Assess the risk and establish risk control measures or mitigation strategies.
· Determine the effectiveness of the current controls.
· Assign the owners of the control measures and report back to the relevant stakeholders.

2. ASSESSING RISK

Each identified risk should be assessed by the Director and/or their delegate with the support of other relevant stakeholders, when required, and must be entered into the Risk Register. 

a) How to Conduct a Risk Assessment

A risk assessment involves considering what could happen if someone is exposed to a hazard or risks and the likelihood of it happening. A risk assessment can help our organisation determine the following:
· Likelihood: How likely is the risk of happening or occurring.
· Consequence or impact: How severe a risk is if it occurs.
· Control Measures: What action(s) or strategies should be taken to control the risk. This includes actions to be taken before, during and after the event.
· Effectiveness: whether any existing control measures are effective or not.

A risk assessment can be undertaken with varying degrees of detail depending on the type of risk/hazard and the information, data and resources available. It can be as simple as discussing with the participants and/or staff or involving specific risk analysis tools and techniques recommended by safety professionals.

A risk assessment is not required when legislation requires a hazard or risk to be controlled in a specific way—these requirements must be complied with. 
	
Hazards and risks have the potential to cause different types and severities of harm, ranging from minor discomfort to serious injury or death. The risk will increase as the severity and likelihood of harm increase. 

A risk assessment involves considering what could happen if someone is exposed to a risk/hazard and the likelihood of it happening. 

The Director and/or their delegate is responsible for conducting all risk assessments with the assistance of supervisors, managers and staff members. To conduct a risk assessment, they should: 
· Risk identification: Work out how risks/hazards may cause harm to our organisation, staff and/or participants. In most cases, incidents occur as a result of a chain of events and a failure of one or more links in that chain. If one or more of the events can be stopped or changed, the risk may be eliminated or reduced. One way of working out the chain of events is to determine the starting point where things begin to go wrong and then consider: 'If this happens, what may happen next?' This will provide a list of events that sooner or later cause harm.
· Risk category: Define the type of risk. A risk category list has been developed, which may assist with identifying hazards/risks and assessing the risk.
· Risk consequence: Work out how severe the harm could be. 
· Likelihood: Work out the likelihood of harm occurring. 
· Risk level: Determine the level of risk that is possible.
· Control measures/mitigation strategies: The ways of controlling risks are ranked from the highest level of protection and reliability to the lowest. The Director or their delegate must consider various control options and choose the control that most effectively eliminates the hazard or minimises the risk in the circumstances. Risks that are most likely to occur and/or have serious consequences require urgent attention.

b) Type of Risk and Mitigation Methods: 
Risk mitigation methods for OH\&S include elimination, substitution, isolation, engineering controls, administrative controls (procedures and policies), personal protective equipment (PPE), and training. 
All staff must receive training in OH\&S, including the management of occupational violence, psychosocial stressors, chemical safety, manual handling, and safe vehicle use.
AmeCare manages risks by developing cost-effective options to deal with them, including:
· Avoiding: Change processes to achieve a similar outcome but with less risk.
· Reducing: If a risk cannot be avoided, reduce its likelihood and consequence. This could include staff training, documenting policies and procedures, complying with legislation, practicing emergency procedures, keeping records safely secured, contingency planning, etc.
· Testing planned response: For particular types of risk associated with emergency or disaster events, conducting emergency drills.
· Transferring the risk: Transfer some or all the risk to another party through contracting or insurance.
· Accepting the risk: If this is the only option.


AmeCare’s risk management system covers the following:

	Type
	Risk
	Risk Control / Mitigation Strategies

	Individual Risk Management
	Participants' risk identification and a regular revision of those risks will be an ongoing process. 

	· A risk assessment will be conducted for new participants.
· At least a consistent 12-monthly risk assessment will be conducted for existing participants.
· Participants' risk assessments are reviewed regularly.

	Transport Risks
	Risks associated with unregistered or uninsured vehicles used for assist travel, including legal, financial, and participant safety risks
	· All vehicles must be registered and insured – documentation required 
· Proof of insurance and registration must be provided before service delivery
· AmeCare will ensure compliance through checks and audits
· Services are suspended if vehicles do not meet requirements

	Service Delivery – Risk associated with Daily Personal Activities 
	Risks associated with the registration group Daily Personal Activities, including those arising from sole staff scenarios (e.g., lone worker risks, emergency procedures, participant supervision). 
	· Risks will be assessed for each participant, especially for sole staff scenarios
· Risks will be assessed in all service environments and activities with participant consent
· Controls implemented for emergencies, supervision and lone worker safety
· Risk management will be aligned with NDIS requirements for Daily Personal Activities
· Risk controls and assessments will be regularly reviewed 
· All risks and controls will be recorded in the risk register

	Compliance Risk Management
	Compliance risks include (but are not limited to):
· Creating reports non-compliant with the legal or governing body requirements.
· Key Personnel operating outside of their authority area.
· Activities outside our scope (i.e., providing services for which the organisation must be registered with a funding body).
	There are different risk mitigation methods, including (but not limited to):
· Compliance risk assessment is carried out to ensure our organisation's operations comply with relevant laws and regulations.
· Key Personnel and staff written acknowledgment of compliance requirements.
· Legal Requirements Register is kept up to date.
· Internal audit in compliance areas.
· Internal control measures in areas of compliance.


	Work Health and Safety
	Hazards at work may include noisy machinery, chemicals, manual handling, electricity, a repetitive job, bullying and violence at the workplace, etc. It is the responsibility of supervisors and line managers to eliminate WHS risks to staff.

	There are different risk mitigation methods, including (but not limited to):
· Elimination
· Substitution
· Isolation
· Engineering
· Admin controls (procedures and policies)
· PPE (personal protective equipment)
· Training.

	Human Resource Risk Management
	These risks include:
· Unplanned resignation or retirement of management personnel
· Lack of knowledge and skills among staff
· Lack of racial, ability and gender diversity. 
· Staff recruitment and retention.
	Risk mitigation strategies include:
· Clear Position Description, identification of replacement worker and an ongoing plan for key roles.
· Complimentary and annual training plan for staff.
· Training more than one person in each area so that they can perform the task in case of absence for one position.
· Supervision and mentoring of staff.

	Financial Risk Management
	There are different financial risks, including:
· Liquidity risk.
· Credit risk.
· Market or economy risk
· An unexpected change in owners or shareholders.
	Risk management strategies include:
· Having the right insurance.
· Supportive plans for the worst-case scenario.
· Tracking research trends.


	Information Security Risk Management
	Risks associated with data breaches have a massive, negative business impact and often arise from insufficiently protected data.
	Risk mitigation strategies include:
· Clear policies and procedures.
· Technology that reduces the threat of cyber-attacks from vulnerabilities and poor data security.
· Regular training for new and current staff.

	Emergency and Disaster Risk Management



	Risks associated with emergencies and disasters, including those associated with infectious disease outbreaks, conflicts, and natural, technological and other hazards.
	Risk mitigation strategies include:
· Risk assessments are undertaken for priority hazards and widely shared among staff, stakeholders and decision-makers.
· Regular Emergency and Disaster Drills.
· Development and review of an Emergency and Disaster Management Plan.



c) Risk Matrix

When conducting the risk assessment, the Risk Matrix must be used as a guide to determine the estimated level/severity of risk given the current circumstances. 

The Risk Matrix assesses the likelihood and the impact/consequence. The allocation of a risk rating is not an exact science and should also involve staff members, supervisors, managers and other relevant stakeholders in making this decision. 

Those involved in the risk assessment need to think of preventing the recurrence of an event in the short, medium, and long term. Often, an interim solution is sought to reduce the risk to an acceptable level, while longer-term solutions are sought and explored.

Consequence – Evaluation of the consequences of a risk occurring according to the following ratings.

	Descriptor
	Level
	Definition

	Insignificant
	1
	Minor material damage, self-administered first aid, no time lost and/or minor effects on service delivery.

	Minor
	2
	Some material damage, first aid treatment, no rehabilitation, days/weeks' time lost and/or minor nuisance to the participants.

	Moderate
	3
	Significant material damage, medical treatment, short rehabilitation, days/weeks' time lost, subsystem and/or participant dissatisfaction.

	Major
	4
	Extensive material damage, medical/hospital treatment, lengthy rehabilitation, weeks/months' time lost, permanent minor disability and/or a high degree of participant dissatisfaction.

	Severe
	5
	Major material damage, hospital treatment, extensive rehabilitation, months/years' time lost, death, permanent major disability, non-compliance with regulations and/or severe injury/harm to participants, staff, and organisation.



Likelihood – Evaluation of the likelihood of an incident/event occurring according to the following ratings.

	Descriptor
	Level
	Definition

	Rare
	1
	May occur somewhere sometime.

	Unlikely
	2
	May occur somewhere sometime over an extended period of time.

	Possible
	3
	May occur several times over a period of time.

	Likely
	4
	May be anticipated multiple times over a period of time or may occur once every few repetitions of the activity or event.

	Almost Certain
	5
	Prone to occur regularly. It is anticipated for each repetition of the activity or event.



Risk Matrix – The following matrix will be used to calculate the level of risk by finding the intersection between the likelihood and the consequences.


	Likelihood
	Consequence

	
	Insignificant
	Minor
	Moderate
	Major
	Severe

	Almost Certain
	Medium
	High
	Extreme
	Extreme
	Extreme

	Likely
	Medium
	Medium
	High
	Extreme
	Extreme

	Possible
	Low
	Medium
	Medium
	High
	Extreme

	Unlikely
	Low
	Low
	Medium
	Medium
	High

	Rare
	Low
	Low
	Low
	Medium
	Medium



Risk Level/Rating and Actions – The Risk Matrix allows our organisation to prioritise which actions to take. Actions to be taken based on risk level/rating.

	Descriptor
	Definition

	Extreme
	Staff must report the hazard/risk to their supervisor/line manager immediately after becoming aware of it. Control measures/corrective actions should be taken immediately. Cease associated activity.

	High
	Staff must report the hazard/risk to their supervisor/line manager immediately after becoming aware of it. Control measures/corrective actions should be taken within 48 hours of notification.

	Medium
	Staff must report the hazard/risk to their supervisor/line manager within 24 hours of becoming aware of it. Control measures/corrective actions should be taken within the given due date. Require active monitoring and review.

	Low
	Staff must report the hazard/risk to their supervisor/line manager within 24 hours of becoming aware of it. Control measures/corrective actions should be taken within a reasonable time. Risks can be managed by routine procedures.



3. CONTROLLING RISKS

For each identified risk, AmeCare has identified ways to avoid the risk occurring and manage any adverse impacts if they do.

All staff are responsible for understanding and fulfilling their risk management responsibilities in their area of influence, including implementing control measures as required and instructed by their supervisor or line manager.

Once risks have been prioritised, the Director and/or their delegate will identify actions to respond to and oversee the response to each risk along with timeframes and who is responsible for each control measure.

AmeCare manages risks by developing cost-effective options to deal with them, including:
· Avoiding - change processes to achieve a similar outcome but with less risk.
· Reducing - if a risk cannot be avoided, reduce its likelihood and consequence. This could include staff training, documenting policies and procedures, complying with legislation, practicing emergency procedures, keeping records safely secured, contingency planning, etc.
· Testing planned response - for particular types of risk associated with emergency or disaster events, conducting emergency drills.
· Transferring the risk - transfer some or all the risk to another party through contracting or insurance.
· Accepting the risk – if this is the only option.

AmeCare has implemented a wide variety of measures or strategies to manage risks, including, but not limited to:
· For participants:
· Individual risk assessment.
· Feedback mechanisms.
· Advocacy.
· Staff:
· WHS assessments.
· Training and development in the implementation of the Risk Management Plan, this policy and procedure and Code of Conduct.
· Performance reviews.
· Feedback mechanisms.
· Staff with capabilities to assist in responding to an emergency or disaster have been identified.
· Identifying sourcing and induction staff in the event of workforce disruptions in the event of an emergency or disaster.
· Infection prevention and control training (including refresher) is undertaken by all staff involved in providing supports to participants.
· Ongoing training/education for staff.

· Business:
· Worker screening
· Management review
· Review of policies and procedures
· Strategic, financial, and operational risk assessment
· Insurances
· Business continuity and emergency response plans
· Development of schedules to monitor progress.
· Actively seeking feedback on services from stakeholders.
· Ongoing monitoring and review of management systems, including internal audits.

Strategies are developed and improved through:
· Consultation with others, e.g., participants and their families, experts, colleagues, other providers, and professional associations.
· Review of funding body and legislative requirements.
· Review of incidents and complaints records.
· Quality improvement audits.

All identified risks and appropriate controls will be recorded in the Risk Register. 

4. REVIEW AND CONTINOUS IMPROVEMENT

With the risk rating determined, AmeCare will consider the effectiveness of the control measures that are already in place to manage the risk and whether additional control measures may be required. 

Regular monitoring and review of the performance of the risk management system and control measures or strategies is conducted and includes changes to business initiatives and other internal processes. This is done through meetings and regular review of the following documents:
· Strategic Plan
· Business Plan
· Staff Training Calendar 
· Participant feedback systems (i.e., surveys)
· Complaints and Incidents Reports
· Emergency and Disaster Drill Reports
· Conflict of Interest Register
· Continuous Improvement Register
· Performance reviews
· Financial reports
· Safety checks

This also includes a quarterly review of the Risk Register and related support documents. The Director or their delegate is responsible for reviewing and maintaining the Risk Register.

Controls are monitored for effectiveness against the impact and likelihood ratings. Regular reports and updates must be provided by the Director or their delegate to the Governing Body, the Senior Management Team and relevant stakeholders to ensure that risks are being appropriately managed and controlled. 

The effectiveness of risk controls will be checked on an ongoing basis and will be revised if required. The revision could take place in the following circumstances (but is not limited to): 
· The current control measure is not effective.
· A change has happened in the risks or hazards.
· An extreme incident occurs.
· If a consultant or auditor believes that a revision is required.

OH&S risks and controls are also reviewed regularly as part of the risk management system. Feedback from staff, incident reports, and audits are  used to improve OH&S practices and ensure compliance with relevant legislation. 


5. KEEPING RECORDS & REGULATORY COMPLIANCE
Risk identification and management must be consistent with the NDIS Practice Standards, particularly those applicable to Daily Personal Activities. Where services are delivered by a sole staff member, additional controls and monitoring must be considered to mitigate risks such as emergency response, supervision, and participant safety. Staff must be familiar with the specific requirements and guidelines outlined for Daily Personal Activities and ensure these are incorporated into all relevant risk assessments and procedures.
Insurance Requirements
AmeCare maintains the following insurance as part of its strategic risk management response:
· Public Liability Insurance
· Workers' Compensation Insurance and/or Private Accident Insurance
· Comprehensive vehicle insurance and current vehicle registration for any vehicle used to transport participants as part of assist travel. Staff and contractors providing assist travel must provide evidence of valid vehicle insurance and registration prior to service delivery and on an ongoing basis.

a) Risk Register

The Risk Register must be completed and maintained by the Director and/or their delegate in collaboration with the relevant stakeholders. It will be used to identify the level of the risk and outline control measures or mitigation strategies for its effective management.

The objectives of the Risk Register are to:
· provide a systematic approach to the early identification and management of risks;
· provide consistent risk assessment criteria;
· make accurate and concise risk information available that informs decision-making, including business direction;
· adopt risk treatment strategies that are cost-effective and efficient in reducing risk to an acceptable level; and
· monitor and review risk levels to ensure that risk exposure remains within an acceptable level.

b) Reports and Forms

The Hazard Identification Report and Home Risk Assessment Form must be completed by staff when reporting hazards/risks and reviewed by the Director or their delegate. A copy of each report must be kept in the designated file as required.

Risk assessments are required to be completed for each participant at the commencement of and throughout service delivery and recorded in the Individual Risk Assessment Form, which must be kept on the participant’s file. These risk assessments should be reviewed regularly whenever a risk has been identified and reported.

6. INSURANCE

AmeCare maintains the following insurance as part of its strategic risk management response:
· Public Liability Insurance
· Workers' Compensation Insurance and/or Private Accident Insurance
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