

405 Upper Heidelberg Road, 
Ivanhoe 3079	[image: ]

[bookmark: _Toc125040940][bookmark: _Toc157441888]
HUMAN RESOURCE MANAGEMENT POLICY AND PROCEDURE
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The purpose of this policy is to ensure AmeCare's staff selection, recruitment, screening, and management are in line with the NDIS Practice Standards and Quality Indicators and employment legislation.

The purpose of this policy is to ensure AmeCare's human resource management practices are structured, effective, transparent, fair and compliant to ensure each staff member is competent in relation to their role to meet each participant's support needs and person-centred support.
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This policy applies to all AmeCare staff, including permanent or casual employees, contractors, consultants, and people otherwise engaged by AmeCare (e.g., volunteers).
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	Term
	Definition

	NDIS
	Refers to the National Disability Insurance Scheme.

	Worker
	Anyone who is employed or otherwise engaged in providing NDIS supports and services to people with disability. Staff can be paid or unpaid and can be people who are self-employed, employees, contractors, consultants, and volunteers.

	Key Personnel
	Anyone who is responsible for the executive decisions of the organisation and any other person who has authority or responsibility for (or significant influence over) planning, directing or controlling the activities of AmeCare. Key personnel can include but are not limited to the CEO, Director, executive staff members, managers and all members of the board of directors.

	Participant
	Participant refers to a person with a disability who receives support or services from AmeCare.

	Worker Screening Check
	An assessment of whether a person who works, or seeks to work, with participants poses a risk to them. The worker screening check assessment determines whether a person is cleared or excluded from working in certain roles with participants.

	Risk-Assessed Role
	A safeguard based on the opportunities a role provides to do harm. Under the NDIS Quality and Safeguards, service providers are responsible for assessing every role in terms of its degree of contact with people with disabilities and, therefore, the opportunities the role affords.

A risk-assessed role:
· is a key personnel role of a person or an entity as defined in s 11A of the National Disability Insurance Scheme Act 2013 (for example, a CEO, Director, General Manager or a Board Member)
· involves the direct delivery of specified supports or services to a person with disability
· is likely to require ‘more than incidental contact’ with people with disability, which includes:
· physically touching a person with disability; or
· building a rapport with a person with disability as an integral and ordinary part of the performance of normal duties; or
· having contact with multiple people with disability as part of the direct delivery of a specialist disability support or service or in a specialist disability accommodation setting.

	More than incidental contact
	More than incidental contact involves:
· Physical contact
· Building a level of rapport with the person with disability as an integral or
· ordinary part of duties
· Having contact with multiple people with disability, either as part of the direct delivery of a specialist disability support or service, or in a specialist disability accommodation setting.

The likelihood that contact is more than incidental increases with the intimacy, frequency, and regularity of the contact with a person with disability.

	Worker Screening Unit (WSU)
	The Worker Screening Unit conducts the NDIS Worker Screening Check in the State or Territory where a person applies for it. The Worker Screening Unit also decides whether a person is cleared or excluded.

	NDIS Worker
Screening Database
	The NDIS Worker Screening Database (NWSD) is held by the NDIS Commission. The NWSD:
· holds a register of cleared and excluded workers as determined by each state and territory’s WSU
· supports national ongoing monitoring of the criminal history records of workers with NDIS Worker Screening clearances
· means NDIS providers across the country can use a single online portal to verify their workers’ Worker Screening Check applications and review the NDIS Worker Screening clearances of prospective workers without needing to contact individual state and territory WSUs
· helps NDIS providers with record-keeping requirements.

The NWSD only holds information about workers’ NDIS Worker Screening clearance status for those workers who have undergone a Worker Screening Check.

	Disciplinary Action
	The circumstances surrounding a staff's actions and the seriousness of such actions will determine the appropriate level of disciplinary action to be undertaken and can include performance counselling, verbal or written warnings; investigations; and/or termination of employment. AmeCare will take appropriate disciplinary action to address breaches of the NDIS Code of Conduct.

	Contractor
	An individual or entity engaged by AmeCare to provide services under a contract for services, rather than as an employee. Contractors may include sole traders, companies, or subcontractors, and are responsible for meeting all contractual, legal, and compliance obligations as specified by AmeCare.

	Supervisor
	A person appointed by AmeCare who is responsible for overseeing the work, compliance, and professional development of staff. Supervisors conduct performance reviews, provide guidance and support, and ensure staff adhere to policies, procedures, and mandatory training requirements.

	Incident
	Any event or circumstance that could or does result in harm, injury, or a breach of policy, law, or professional standards. Incidents include, but are not limited to, accidents, near misses, hazards, or any situation requiring reporting or investigation under AmeCare’s procedures.

	Reportable Conduct
	Any allegation, suspicion, or incident involving abuse, neglect, sexual misconduct, or other serious breaches of professional standards by staff, contractors, or volunteers. Reportable conduct must be reported immediately to the AmeCare Manager or their delegate and may require notification to regulatory authorities

	Privacy Officer
	The designated person within AmeCare responsible for managing privacy-related inquiries, complaints, and the protection of personal information in accordance with privacy laws and AmeCare’s privacy policy.

	Brevity Compliance Register
	AmeCare’s electronic system used to record, track, and maintain staff compliance, training, qualifications, and HR documentation. The register is updated on an ongoing basis to ensure all records are current and audit-ready
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AmeCare is committed to delivering high-quality services to all participants by supporting, building and managing a diverse and competent workforce.

AmeCare will ensure that only staff who are competent in relation to their role, hold relevant qualifications/professional registrations (if applicable), and have relevant expertise and experience will be recruited and employed to provide person-centred support.

AmeCare is committed to ensuring that all staff records of pre-employment checks, identity, qualifications and/or experience are current and maintained following the human resource management procedures.

All staff must undertake and provide evidence of the completion of the Worker Orientation Module, the New Worker NDIS Induction Module, the Infection Control and PPE Training and any other mandatory training before providing supports and services to any participant. 

An orientation and induction process are in place to ensure the completion of the mandatory training modules.

AmeCare is committed to maintaining an adequate number of staff members to ensure business continuity and quality supports that meets the needs of each participant and business requirements. 

AmeCare ensures ongoing supervision and support to staff by conducting a comprehensive training plan and annual performance reviews to enhance their skills and level of competency.

Employment conditions for staff will comply with relevant Federal and State or Territory legislation, industry and occupation awards and/or enterprise agreements or other registered agreements.

Legal frameworks are a crucial resource in developing good practices to foster staff commitment, implement the Human Resource Management Policy and Procedure, and ensure the organisation's long-term sustainability.

AmeCare will seek external advice and information on how to improve the human resource management system when required.

The HR Manager continually reviews and improves the human resource management procedures to ensure they meet current standards and organisational needs. The Director is responsible for appointing the HR Manager, ensuring they are equipped with the necessary skills and resources to manage and enhance HR practices effectively.
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The following procedures apply to all staff employed or otherwise engaged by AmeCare to deliver supports and services to participants:

1. RECRUITMENT AND SELECTION

All staff are selected based on their qualifications (if applicable), experience, skills, specific areas of expertise, and work ethic. 

Staff employed or otherwise engaged by AmeCare must demonstrate that they have the minimum qualification, experience and/or competencies required for the role as defined in the Position Description.

Staff will be requested to complete an Employee Details Form and sign the relevant Employee Agreement before providing services to participants.  

AmeCare will ensure that only staff who has successfully passed all pre-employment checks will be employed/engaged. 

The AmeCare Manager or their delegate is responsible for the following:
· Developing Position Descriptions and selection criteria for each position based on the requirements of the role and the organisation’s needs.
· Convene a selection and interview panel appropriate to the position being recruited.
· Reviewing applications and arranging interviews with applicants.
· Conducting thorough reference checks.
· Notifying unsuccessful applicants in writing or verbally, offering feedback on
· application.
· Confirming the identity (100 points of identification) and qualifications/membership of all staff prior to their appointment. If qualifications are a mandatory requirement of the role, original qualifications certificates must be copied and certified as being a true copy of the original.
· Maintaining all AmeCare staff documents and records, including their qualifications, training and working screening status and WWC check status on each staff folder.

The Position Description will include the following:
· Skills and knowledge required for the position.
· Responsibilities and duties of the role.
· Scope and limitations of the position.
· Who the staff member needs to report to.
· Delegated authority.

2. MANDATORY PRE-EMPLOYMENT CHECKS

The AmeCare Manager or their delegate will confirm all mandatory checks of all prospective staff members. The below items are compulsory for all new staff and key personnel before starting their position at AmeCare:

i) All staff must provide 100 points of identification: 

A 100 points proof of ID consists of a combination of at least one primary identification document and one secondary identification document. Secondary identification documents must include their full name and their photograph or signature.

Primary identification documents (70 points each) include: 
· Current AHRPA Registration 
· Birth Certificate 
· Citizenship Certificate 
· Current Passport 
· Expired passport that was not cancelled and was current within the preceding two years 

Secondary identification documents (40 points each) include: 
· Australian Drivers Licence 
· Identification card for an Australian public employee 
· Identification card issued by the Commonwealth, a State or a Territory as evidence of entitlement to a financial benefit 
· State or Territory issued personal identification card 
· Student card issued by an Australian tertiary education institution 

Records of staff identity are maintained in the Human Resource Register.

ii) All staff must provide evidence of their right to work in Australia:

Citizens must provide evidence of citizenship in the form of a birth certificate, citizenship certificate or passport.

Non-citizens must provide a copy of their passport or ImmiCard.

Records of staff's right to work in Australia are maintained in the Human Resource Register.

iii) Workers Screening Clearance

AmeCare is committed to ensuring that all staff in risk-assessed roles hold valid and appropriate worker screening clearances in accordance with the requirements of both the National Disability Insurance Scheme (Practice Standards—Worker Screening) Rules 2018 and the Worker Screening Act 2020 (Vic), as applicable in Victoria. 

All staff and contractors must comply with the NDIS Worker Screening Rules and also meet any additional requirements set out under the Worker Screening Act 2020 (Vic) governing worker screening for disability services.

The NDIS Worker Screening Check is an assessment of whether a person who works, or seeks to work, with people with disability poses a risk to them. The assessment determines whether a person is cleared or excluded from working in specific roles with people with disability.

All staff are required to obtain an NDIS Work Screening Clearance before they start to work in a risk-assessed role at AmeCare. 

The HR Manager or their delegate must ensure that only workers who have been cleared in risk-assessed roles are engaged to provide supports or services to participants.

The NDIS Worker Screening Check is conducted by the Worker Screening Unit in the state or territory where the worker applies for it.

Records of staff pre-employment checks are maintained in the Human Resource Register and on each staff member's file.

iv) Qualifications and/or Experience

Staff must demonstrate they are competent in relation to their role, hold relevant qualifications (if applicable), and/or have relevant expertise and experience to provide person-centred support.

Records of staff qualifications and/or experience are maintained in the Human Resource Register.

AmeCare uses the Brevity compliance register to ensure all pre-employment records are collected and maintained appropriately. These records include but are not limited to the following:
· Staff contact details
· Primary and secondary identification documents to meet the 100 points of identification
· Right to work
· Work Screening Clearance
· Qualifications and/or experience
· Training Certificates
· Risk-assessed roles.

This register is a live document and is updated on an ongoing basis.

3. RISK-ASSESSED ROLES

AmeCare is committed to identifying which roles are risk-assessed roles and ensuring all staff in these roles have an NDIS worker screening clearance and complete all mandatory training.

The AmeCare Manager or their delegate is responsible for identifying all risk-assessed roles within our organisation and ensuring staff in identified risk-assessed roles hold valid and appropriate worker screening checks that meet requirements under the NDIS and State or Territory legislation.

The AmeCare Manager or their delegate will determine whether the normal duties of a role involve more than incidental contact with a participant, which may include:
· physical contact
· face-to-face contact
· oral communication
· written communication
· electronic communication.

The AmeCare Manager or their delegate will record all risk-assessed roles in the Risk Assessed Roles Register (RAR).

If a new risk-assessed role is identified or a current role is reclassified as a risk-assessed role, the RAR must be updated within 20 business days of the identification of the risk-assessed role.

Staff whose role has been identified as a risk-assessed role will undergo the appropriate worker screening checks. 

Roles that have been determined as not risk-assessed are not required to hold worker screening clearances.

The RAR  includes all identified risk-assessed roles, including the assessment date and full name and position title of the person who conducted the risk assessment. 

All new staff members are required to obtain an NDIS Worker Screening clearance before they start work in a risk-assessed role with AmeCare. 

Each staff member working in a risk-assessed role must obtain an NDIS work screening clearance before providing supports or services to participants.

The AmeCare Manager or their delegate will record the risk-assessed roles and NDIS work screening clearances in the RAR, which will include the following information: 
· the full name, date of birth and address of the staff member
· the risk assessed role or roles in which the staff member engages (job title)
· if the worker may engage in a risk-assessed role without an NDIS worker screening clearance:
· the basis on which they may do so (refer to the exceptions to the requirement for a worker to have an NDIS Worker Screening clearance)
· the start and end date of the period in which the exemption that allows them to work in a risk-assessed role applies
· the name of the staff member who supervises the worker during this period (if supervision is required)
· the staff’s NDIS Worker Screening Check application reference number 
· the staff’s NDIS Worker Screening check number
· the worker’s NDIS Worker Screening Check outcome expiry date
· whether the staff’s NDIS Worker Screening Clearance is subject to any suspension or revocation, or any other decision which has the effect that AmeCare may not allow the worker to engage in a risk-assessed role, and the nature of any such decision (for example, interim bar, suspension, exclusion)
· records relating to an interim bar, a suspension, an exclusion, or any action taken by AmeCare concerning these kinds of decisions concerning any worker (e.g., termination of employment)
· allegations of misconduct against a worker with a check and AmeCare's action in response to that allegation, including any investigation. 

The AmeCare Manager or their delegate will use the NDIS Worker Screening Database (NWSD) to verify staff’s Worker Screening Check applications and review the NDIS Worker Screening clearances of prospective staff members. All clearance check details are recorded in the RAR.

Through the NDIS Worker Screening Database (NWSD), the HR Manager or their delegate will confirm a worker’s clearance or suspension/exclusion. 

Staff members engaged in risk-assessed roles by AmeCare must not have received an exclusion, interim bar, suspension, or had their NDIS Worker Screening Check application cancelled. If so, the AmeCare Manager or their delegate will withdraw the staff member from the risk-assessed role immediately.

The HR Manager or their delegate is responsible for keeping a list of risk-assessed roles that staff engages in. For each risk-assessed role, the list must include the following:
· the title or other organisational identifier for the role
· the paragraph or paragraphs of the definition of risk assessed role (as contained in the National Disability Insurance Scheme (Practice Standards—Worker Screening) Rules 2018) that applies to the role
· a description of the role
· the date the role was assessed as being a risk-assessed role
· the name and title of the person who made the assessment.
· When a new risk-assessed role is identified or an existing role is reclassified as a risk-assessed role following a review, the written list of roles must be updated within 20 business days of the identification or review of the risk-assessed role.

The AmeCare Manager or their delegate is responsible for keeping the list of risk-assessed roles included in the RAR up to date in the staff compliance system (Brevity).

A record of a staff member will be kept for seven years from the date the record was made. Records will be kept in an organised, accessible and legible manner.

4. ENGAGING WITH CONTRACTORS

If AmeCare engages a contractor or subcontractors as part of their ordinary activities of service delivery operations, the HR Manager or their delegate must verify their:
· Criminal history screening status
· Worker screening clearance
· Working with Children Check (if applicable)
· Appropriate qualifications and experience
· Insurance

If AmeCare engages a contractor in a risk-assessed role, they must undergo the appropriate NDIS worker screening checks.

When engaging contractors, the AmeCare Manager or their delegate will work with the contractor to ensure that any contractor workers (including individual contractors) have the required worker screening clearances. 

Where the role is performed by a contractor, AmeCare will have an agreement in place with that contractor that imposes requirements relating to worker screening clearances on the contractor and/or their personnel. 

The AmeCare Manager or their delegate will complete a risk assessment when engaging contractors, and the assessment outcomes will be recorded in the Human Resource Register.

The HR Manager or their delegate is also responsible for keeping certain records about the contractors or subcontractors that AmeCare engages, including but not limited to:
· appropriate contract
· record relating to the administration of the appropriate contract, including the enforcement of any obligation mentioned in section 5A(2) of the National Disability Insurance Scheme (Practice Standards—Worker Screening) Rules 2018 (Worker Screening Rules)
· record relating to the reasonable steps taken to ensure that the individual has a clearance
· record about an allegation of any misconduct against the contractor or subcontractor.

The contract will include clear obligations the contractor or subcontractor must comply with, including but not limited to the following:
· Cooperation with any reasonable request from AmeCare for information relating to whether a member of other personnel has a clearance or is subject to an exception in this Division. 
· Cooperation with any reasonable request from AmeCare for assistance to investigate any complaint made to AmeCare about the conduct of, or any reportable incident involving, any member of other personnel engaged in a risk-assessed role.
· Cooperation with any reasonable request from AmeCare for information relating to whether and how it is complying with its obligations under the appropriate contract.

5. WORKING WITH CHILDREN CHECK

Where staff have any contact with children in the course of their duties, all AmeCare staff must have and maintain a clear Working with Children Check (WWCC). This includes more than incidental contact with children and applies to both paid and volunteer workers.

This requirement applies to all volunteers and students unless:
· they are working under the direct supervision of an educator who is over 18 years of age and holds or is actively working towards an approved Diploma level education and care qualification.
· parents, family members and guardians closely related to children attending the service.

The AmeCare Manager or their delegate is responsible for:
· Ensuring staff issued with a Negative Notice do not undertake child-related work.
· Conducting periodic checks of the status of all staff with WWCC and ensuring they are up to date. Alerts for expiry dates for staff WWCC’s are alerted on Brevity (staff rostering and HR managing system) dashboard. 

Staff and volunteers must:
· Update personal details attached to their WWCC within three months of changes in circumstances information.
· Inform the HR Manager within seven days if they have been issued with an Interim Negative Notice or Negative Notice or if they have a relevant change in circumstances.
· Not engage in child-related work if they have been issued with a Negative Notice.

6. ORIENTATION AND INDUCTION

AmeCare has implemented a comprehensive orientation and induction process that must be undertaken by all staff before providing supports and services to participants. 

A Staff Induction Checklist is in place to keep a record of the orientation and induction sessions and will be signed by both the inductor and inductee.

The orientation and induction include:

i) NDIS Worker Orientation Module

A Worker Orientation Module called 'Quality, Safety and You' must be undertaken by all staff in risk-assessed roles to better support people with disability.

It will help staff to understand what the NDIS is and why we need it, the role of the NDIS Quality and Safeguards Commission, staff responsibilities under the NDIS Code of Conduct and the staff's role in supporting people with disability to achieve the vision of the NDIS.

This module is included in the induction process for staff.

Records of staff completion of the mandatory NDIS orientation module and records of continuing professional development are maintained in the Staff Induction Checklist and Staff Training Plan, respectively.

ii) New Worker NDIS Induction Module

This series of eight learning modules provide new workers with specific information to start working in the disability sector.

The modules have been developed by the NDIS Commission to induct new staff who may not be familiar with the disability sector.

This training forms part of a suite of learning products that workers may complete as part of their induction, including the Worker Orientation Module' and Quality Safety and You' training.

Records of worker completion of the new NDIS Induction Module and records of continuing professional development are maintained in the Staff Induction Checklist and Staff Training Plan, respectively.

Emergency Procedures - Orientation and Induction

As part of the orientation and induction process, all AmeCare staff—including permanent, casual, and agency personnel—must receive comprehensive training on emergency procedures. This includes:

· An overview of AmeCare’s emergency management policies and procedures.
· Instruction on evacuation routes, assembly points, and the use of emergency equipment.
· Guidance on incident and hazard reporting procedures.
· Information about the roles of first aiders, fire wardens, and health and safety representatives (if applicable).
· Expectations for participation in emergency drills and reviews.
· Access to written emergency procedures and contact information for emergencies.

Completion of emergency procedures training is documented in the Staff Induction Checklist and compliance register. Staff who have not completed this training will not be permitted to commence duties until all requirements are met.

The AmeCare Manager or their delegate is responsible for the orientation and induction of staff.

The Staff Handbook has been developed to provide AmeCare policies to all staff that are necessary to deliver quality supports and services in a safe and sound manner. This document must be acknowledged and signed by staff using the Staff  Declaration.

7. TRAINING PLAN AND PROFESSIONAL DEVELOPMENT

AmeCare is committed to ensuring all staff complete mandatory training in line with NDIS audit requirements, including the NDIS Worker Orientation Module, New Worker NDIS Induction Modules, Infection Prevention and Control Training, and Work Health and Safety (WHS) training. 

Completion of all mandatory training is documented in the Staff Training Plan, and Brevity compliance register, and records are kept up to date for audit purposes. Staff who do not complete mandatory training will not be permitted to provide supports or services to participants until all requirements are met.

In addition to mandatory training, AmeCare staff are regularly offered opportunities to participate in further training, workshops, and professional development programs delivered by external agencies, industry bodies, or specialist providers as they become available. Staff are encouraged to take advantage of these opportunities to enhance their skills, stay current with best practices, and support high-quality service delivery.

AmeCare provides a Staff Training Calendar through the staff online portal, giving employees the flexibility to attend training sessions at times that suit their shifts.

The AmeCare Manager or their delegate is responsible for evaluating staff training needs and staying updated with the latest health and WHS advice from the state or territory authorities.

Mandatory training includes but is not limited to the following:

i) Work Health and Safety Training

All staff must receive effective induction, training and refresher on Work Health and Safety in the workplace.

Work health and safety training will be provided by the AmeCare trainer or their delegate on how work health and safety are managed at the workplace. 

This induction and refresher will cover the following:
· Safe work procedures
· Emergency procedures
· Hazards and risks at the workplace and involved in the staff job, and how to control these
· People like first aiders, fire wardens and health and safety representatives (if applicable)
· Incident or hazard reporting procedure
· Personal Protective Equipment (PPE) and its use
· Infection prevention and standard control precautions, including hand hygiene practices, respiratory hygiene and cough etiquette.
· Other work matters such as who to tell if the staff member is sick (and how: phone or text?), payment and timekeeping, working hours, and any other matter related to their duties.

Records of staff completion of WHS induction and records of continuing professional development are maintained on Brevity.

ii) Infection Prevention and Control Training

All staff must complete the Worker training modules | NDIS Quality and Safeguards Commission  that is available on the NDIS Commission website. It covers the fundamentals of infection prevention and control for and the fundamentals of using Personal Protective Equipment (PPE) to prevent the spread of an infectious disease.

Records of staff completion of the COVID-19 Infection Control Training are maintained on Brevity.

All staff will be notified by the AmeCare Manager or their delegate to complete their refresher training in some areas annually as per Staff Training Schedule. Staff will also receive emails from Brevity reminding them their training is to be re-newed.

AmeCare staff must follow the Australian Government Department of Health guidance for disability workers on using PPE and use the personal protective equipment (PPE) provided by AmeCare.

Staff Training Plan 

	Training Module
	Who Needs It
	Mandatory?
	Compliance / Purpose Link

	Worker Orientation: Quality, Safety and You
	All NDIS workers
	✅Yes
	Overview of the staff handbook/portal – platform to ask questions about the where, how, when and why’s of Amecare’s policies and processes

	Human Rights & Person-Centred Support
	All staff
	✅ Yes
	Embeds dignity, choice, and rights-based practice

	Code of Conduct & Ethical Practice
	All staff
	✅ Yes
	Aligns with NDIS Code of Conduct and ethical service delivery

	Risk Awareness & Duty of Care
	All staff
	✅ Yes
	Promotes proactive risk identification and participant safety

	Workplace Health & Safety (WHS)
	All staff
	✅ Yes
	Legal duty of care, hazard identification, emergency response

	Occupational Violence & Aggression
	All frontline staff
	✅ Yes
	Prevents harm, aligns with OVA protocols

	Risk Management
	Team leaders, support staff
	✅ Yes
	Identifies, mitigates, and documents risks

	Infection Control
	All direct care staff
	✅ Yes
	Prevents illness, aligns with NDIS Infection Control Guidance

	Manual Handling
	All staff providing physical support
	✅ Yes
	Prevents injury, ensures safe transfers

	Workplace Bullying & Harassment
	All staff
	✅ Yes
	Promotes safe, respectful workplaces

	Incident Management & Reporting
	All staff
	✅ Yes
	Aligns with NDIS Incident Management Rules

	Professional Writing & Recordkeeping
	All staff
	🔶 Recommended
	Supports clear, rights-based documentation

	Supporting Effective Communication
	All staff
	✅ Yes
	Builds inclusive, participant-centred communication

	Meal Management (Safe & Enjoyable Meals)
	Staff involved in mealtime support
	✅ Yes
	Ensures safety, dignity, and nutrition

	Medication Administration
	Staff administering meds
	✅ Yes (if applicable)
	Ensures safe, compliant medication support

	Restrictive Practices & Behaviour Support
	Staff involved in behaviour support
	✅ Yes (if applicable)
	Aligns with NDIS Behaviour Support Framework

	Positive Behaviour Support (PBS)
	Staff supporting behaviours of concern
	🔶 Recommended
	Promotes proactive, rights-based support

	Mental Health First Aid
	SIL/SRS staff
	🔶 Recommended
	Supports participants with psychosocial disability

	Cultural Safety & Trauma-Informed Practice
	All staff
	🔶 Strongly Recommended
	Reduces re-traumatisation, supports healing and trust

	NDIS Practice Standards Awareness
	Team leaders, governance staff
	🔶 Recommended
	Aligns practice with audit expectations

	First Aid & CPR
	All direct care staff
	✅ Yes
	Emergency response readiness

	Site-Specific Induction (Emergency, WHS, Privacy)
	All staff
	✅ Yes
	Covers local risks, procedures, and protections

	Working with Complex Care Support
	Staff supporting high-intensity or multi-domain needs
	🔶 Recommended
	Builds confidence in layered, risk-aware care

	Overview of Mental Health
	All staff
	🔶 Recommended
	Supports understanding of psychosocial disability

	Overview of Disability
	All staff
	🔶 Recommended
	Builds foundational knowledge of disability types and rights

	Stoma Care
	Staff supporting participants with stoma
	✅ Yes (if applicable)
	Ensures safe, dignified stoma support and hygiene

	Emergency Management
	All staff
	✅ Yes
	Ensures preparedness for fire, flood, lockdown, evacuation, and critical incidents; aligns with WHS and NDIS emergency protocols

	Child Safety
	Staff supporting participants  who are under 18 years of age and receive supports or services from AmeCare
	✅ Yes
	Ensures all staff understand and comply with child safety requirements including recognising and reporting child abuse or neglect and following AmeCare’s child safety policies and procedures




8. PERFORMANCE REVIEWS & SUPERVISION

AmeCare is committed to supporting employees to improve their competence, efficiency and effectiveness at work.

All staff are expected to perform their duties to the best of their ability and show a high level of personal commitment to always provide quality and professional service.

Performance development reviews are conducted annually in consultation with each staff and are based on the Position Description and work instructions/plans.

Performance reviews will seek to:
· clarify or solve any issues relevant to the staff member’s Position Description and performance standards;
· discuss work performance in the context of the Position Description and work instructions;
· identify the staff member’s strengths and areas of improvement;
· discuss any work-related problems and develop appropriate solutions
· identify training and development needs or changes to work practice/procedures.
· set future professional goals.
· Review currency of knowledge as per staff professional registration requirements (if applicable). 

The AmeCare Manager or their delegate, in collaboration with the designated manager or supervisor, will conduct performance reviews and document them using the Appraisal tool available through Brevity. This form will be signed by both the reviewing parties and the staff member.

Supervision of Staff and Sole Workers

AmeCare is committed to maintaining high standards of supervision for all staff to ensure safe, effective, and quality service delivery in line with NDIS Practice Standards and registration requirements.

General Supervision of Staff:
· All AmeCare staff, including permanent, casual, contractors, and volunteers, are subject to regular supervision by a suitably qualified and experienced supervisor.
· Supervision includes scheduled meetings, performance reviews, support with professional development, and opportunities to discuss concerns or escalate issues.
· Supervisors are responsible for monitoring staff compliance with policies, procedures, and mandatory training, and for providing guidance and support as needed.
· Supervision arrangements and outcomes are documented and reviewed regularly.

Additional Supervision for Sole Workers (Registration Group 0107):
· Where services are delivered by a sole worker (including sole traders or staff working alone in participant homes), AmeCare ensures enhanced supervision arrangements are in place.
· Sole workers receive regular contact and support from their supervisor (roster care co-ordinator) or AmeCare management, which may include phone calls, video check-ins, or scheduled reviews, even if the supervisor is not physically present.
· All supervision arrangements and/or contact for sole workers are documented, including frequency and method of contact, and are reviewed to ensure participant safety and compliance with NDIS requirements.
· Sole workers are required to escalate any concerns or incidents to their supervisor promptly.

Failure to comply with supervision requirements may result in disciplinary action and/or review of service delivery arrangements.


9. CODE OF CONDUCT

All people who are employed or otherwise engaged by AmeCare must abide by the following:
· NDIS Code of Conduct
· AmeCare's Code of Conduct 

The NDIS Code of Conduct Guidance for Workers has been developed by the NDIS Commission to help NDIS workers understand their obligations under the NDIS Code of Conduct. The guidance provides information and examples about what the Code of Conduct means in practice. 

All staff must read the NDIS Code of Conduct Guidance for Workers as part of the orientation and induction process. The NDIS Code of Conduct must be acknowledged and signed by staff using the Declaration Form.
Disciplinary Action, Investigation Procedures, and Reportable Conduct
AmeCare is committed to fair, transparent, and consistent management of disciplinary concerns and reportable conduct relating to breaches of the Code of Conduct.
Disciplinary Action and Investigation Procedures
· Notification:   Staff will be notified in writing of any disciplinary concern or alleged breach of the Code of Conduct.
· Investigation:  An investigation will be conducted to establish the facts and circumstances surrounding the concern. The staff member will be given the opportunity to respond to the allegations.
· Right of Response and Support:  The staff member may provide a response and is entitled to have the support of an independent person during any meetings or interviews related to the investigation.
· Record Keeping:  All records relating to the disciplinary process, including notifications, investigation outcomes, staff responses, and any actions taken, will be maintained in accordance with AmeCare’s record keeping procedures.
· Outcome:   Disciplinary action may include performance counselling, verbal or written warnings, investigations, and/or termination of employment, depending on the seriousness of the breach.
Reportable Conduct
Reportable conduct includes any allegation, suspicion, or incident involving abuse, neglect, sexual misconduct, or other serious breaches of professional standards by staff, contractors, or volunteers.
· Obligation to Report:  All staff must immediately report any suspected or actual reportable conduct to the AmeCare Manager or their delegate. This includes conduct involving participants under 18 years of age or other vulnerable persons.
· Investigation and Notification:  Upon receiving a report, AmeCare will conduct a prompt and thorough investigation. Where required, AmeCare will notify relevant authorities, including regulatory bodies, the NDIS Commission, and law enforcement, in accordance with legal and regulatory obligations.
· Support and Confidentiality:  Staff involved in a reportable conduct investigation will be offered appropriate support and the right to have an independent person present during interviews. All information will be managed confidentially and in accordance with privacy laws.
· Record Keeping:  All records relating to reportable conduct, investigations, notifications, and outcomes will be maintained securely and in compliance with AmeCare’s record keeping procedures.
· Compliance:  AmeCare will comply with all relevant legislation, including mandatory reporting requirements, and will take appropriate disciplinary action where reportable conduct is substantiated.
Termination of Employment for Breach of Code of Conduct
AmeCare reserves the right to terminate the employment or engagement of any staff member who is found to have breached the Code of Conduct, subject to the outcome of a fair and thorough investigation. The seriousness of the breach will determine the appropriate disciplinary action, which may include immediate dismissal.
Examples of conduct that may result in termination include, but are not limited to:
· Abuse, neglect, or exploitation of participants
· Sexual misconduct or harassment
· Fraud, theft, or dishonesty
· Breach of confidentiality or privacy
· Failure to maintain a valid Working with Children Check (WWCC) or NDIS Worker Screening clearance
· Serious breaches of professional standards or AmeCare policies
· Repeated or serious non-compliance with mandatory training requirements
· Failure to report suspected or actual reportable conduct
· Any conduct that places participants, staff, or the organization at risk
All terminations will be managed in accordance with relevant legislation, AmeCare’s disciplinary procedures, and record keeping requirements.

10. RECORD KEEPING

The AmeCare Manager is responsible for ensuring that all staff records are kept and identifying the risk-assessed roles within the organisation using RAR  and all other appropriate forms.

11. INSURANCE

All staff in risk-assessed roles must have appropriate insurance in place.

If the staff is not covered by the Workers' Compensation Insurance, Personal Accident Insurance will be required before starting the role.

Vehicle Registration and Insurance for Assist Travel
All staff providing assist travel for participants, whether using a personal vehicle or an AmeCare-owned/leased vehicle, must comply with the following requirements:
· Driver Requirements:
· Hold a valid driver’s license appropriate for the vehicle type.
· Complete all required checks and training as specified by AmeCare.
· Vehicle Registration:
· Ensure the vehicle is registered in accordance with relevant state or territory laws.
· Provide evidence of current registration to AmeCare prior to commencing assist travel duties.
· Update AmeCare with new documentation upon renewal or change of vehicle.
· Vehicle Insurance:
· Maintain comprehensive vehicle insurance, including third-party liability.
· AmeCare-owned/leased vehicles must also be covered by insurance 
· Proof of current insurance must be provided to AmeCare prior to commencing assist travel.
· Update insurance documentation with AmeCare upon renewal or change.
· Vehicle Maintenance (AmeCare-owned/leased vehicles):
· AmeCare-owned/leased vehicles must be maintained in a roadworthy condition, with regular servicing as per manufacturer and legal requirements.
· Records of registration, insurance, and maintenance for AmeCare-owned/leased vehicles will be kept by the HR Manager or their delegate.
· Record Keeping:
· Copies of vehicle registration and insurance documents for all vehicles used in assist travel must be maintained in the Human Resource Register and updated annually or upon renewal.
· Failure to comply with these requirements may result in suspension of assist travel duties until all requirements are met.

12. PRIVACY AND PERSONAL INFORMATION

AmeCare acknowledges the importance of keeping the privacy of staff's personal information. 

Personal information is information that can be used to identify any staff and key personnel, such as names, addresses, phone numbers, email addresses, photos, bank account details, tax file numbers, superannuation fund information, driver's licence details and academic records and others.

The AmeCare Manager or their delegate is responsible for collecting, storing, and managing all staff members’ personal information in compliance with the Federal and State or Territory legislation.

Staff will be informed of the location of the policy in the shared drive during the induction process, and their personal information will be kept on file in both electronic and hard copy format, with access limited to authorised staff members. Staff members are expected to notify the company of any changes to their personal information and will be periodically asked to update their information.

Staff members have the right to request and access their personal information, with certain exceptions as allowed by law. To make a request for access, staff members must state the specific information they wish to access and the preferred means of accessing it and submit the request in writing to the AmeCare Manager or their delegate. 

The AmeCare Manager or their delegate will then assess the request, taking into account any current issues related to the staff member and whether they fall under any legal exceptions for denying access. If access is denied, the AmeCare Manager or their delegate must inform the staff member in writing of the reasons for the denial and the options available for complaint or appeal within 30 days of receiving the request. If access is granted, the AmeCare Manager or their delegate will contact the staff member within 30 days to arrange for access to the personal information. If the AmeCare Manager or their delegate is unable to provide the information in the requested format, they will work with the staff member to find an alternative means of accessing the information.

If staff members have any questions or concerns about AmeCare's privacy practices, they should contact the Privacy Officer. The Privacy Officer will investigate the complaint and may reach out to the staff member for additional information if needed. The staff member will be informed of the outcome and any actions taken as a result of the investigation through written communication or a face-to-face meeting.

For any privacy-related inquiries, please contact:
· Privacy Officer: Emily Mate
· Email: emily@amecare.com.au
· Phone: 03 8418 3307
· Address: 405 Upper Heidelberg Rd, Ivanhoe, VIC 3079

If the concerns cannot be resolved and the staff member wishes to file a formal complaint about the management of their personal information, or if they believe AmeCare has violated an APP and/or IPP, they can submit their concerns in writing to the Office of the Australian Information Commissioner.

AmeCare is committed to complying with the Privacy Act 1988, which sets out requirements for collecting, storing, using and disclosing personal information.
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