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At the Courageouns Pinosanr & WMe
we want to support you the best way we can
and give ou the best and the right information for vou.
This document is an overview of some of our

Policies & Procedures.

Please read this avd if you have any questions ask

ove of our staff members.
Tf yout would like a copy of a full policy document,
just ask us and we can give that to you
to read.

Remember

Dreawm, believe, have courage.



ABUSE, ASSAULT & NEGLECT

THE COURAGEOUS PINOSAUR & ME believes that the safety and best interests of the person
who is the subject of suspected or alleged abuse, assault or veglect is paramount.
Clients, their families, and THE COURAGEOUS DINOSAUR & WME employees should:

= understawd client rights;
»  be aware of what constitutes abuse, assaunlt and wcglcﬁ, and
= be aware of signs avd indicators;

Employees will be trained in the prevention and protection of the client from abuse and ensure their
safety.

Respouse to allegations of abuse or neglect shall occur promptly, seusitively and confidentially o
protect the person from further harm. The client will be offered medical, psychological and legal
assistance to which they are entitled. Staff, clients, carers and advocates should be aware that any
allegations or suspected instances of abuse or neglect, may be reported +o the National Disability
Service Abuse and Nealect Hotline. Phone: 1600 B0 052 TTY: 1300 301 130.

ADVOCACY

THE COURAGEOUS PINOSAUR & WE encourages and respects the rights of any client o use an
advocate of their choice. The client also has the right to change their advocate at any time. We
recogvise that effective advocacy needs o be independent and separated from direct service delivery.

THE COURAGEOUS PINOSAUR & WE welcomes advocate participation in all areas relating +o the
services of the persov they are supporting. This includes but is vot limited o

= assessments;

= meetings & reviews,

= complaints aud disputes;

= informed decision making;

= policy development and review;

= participation n subcommittees and/or working groups;

»  strategic plawning; and

= geveral meetings or for any other communication between the client and staff.
Procedures
The Support Coordinator will establish links with advocacy aroups and inform +he client of the
availability of such assistance. A register of service providers and agencies that provide advocacy
services will be maintaived.
where prior consent has beew obtaived, THE COURAGEOUS PINOSAUR & ME will supply the
advocate with current and timely information v relation +o the service provision being provided +o the
persov they are representing, recognizing that o be effective the advocate needs +o be kept
informed.

THE COURAGEOUS PINOSAUR & WE acknowledges and respects the role of people who act as
independent advocates for clients and will undertake to ensure that clients have unimpeded access +o
their advocate. THE COURAGEOUS PINOSAUR & WME will ensure that information abount advocacy
and how to arrange the involvement of an advocate will be given to the client at the ivitial



assessiment meeting. This information will be repeated to the client at regular intervals during the
period of service delivery.

THE COURAGEOUS PINOSAUR & WE will accept, at any time during service delivery, the
appointiment of an advocate to represent the client. The client or their appointed representative cam
nform either the Employee or the Support Coordinator of their need for an advocate.

PERSON-CENTRED SUPPORT

THE COURAGEOUS PINOSAUR & WE believes vyou have the right to choose the supports provided
+o you and how that support is delivered. THE COURAGEOUS PINOSAUR & ME's Support
Coordinators will work with vyou, in conjunction with any other stakeholders or advocate/s you wish to
be involved, to develop a Client Centred Plan outliving vour needs. We believe you are in control at all
times of the services being provided to vou.

The Plans that are developed with vou respect the privciples of Dignity of Risk, Least Restrictive
Alternatives and Social Role Valorisation.

The Support Coordinator will discuss with you what redquirements you have of support and will include
any apals you wmay have and what strategies will be utilised +o achieve these goals. Individuals may
choose not to have written goals, this is for you and your support person/advocate to decide. This is
docmented in what is called the Client Centred Plan,

The Client Centred Plan will be reviewed on a regular basis to make certain that we have the right
supports i place to meet your veeds avd update any ivformation that may have changed.

At each review date all parties will be asked +o sign the Client Centred Plan and will be provided with
a copy. Clients may request aw alternative Client Centred Plan format in the situation where this
Client Cewtred Plan Proforma does not meet the needs of the client.

A copy of this documentation will be shown to your support workers so they are aware of the care and
support needs your require and what duties and tasks are expected of them while on shift. These care
plans will be updated at Service reviews or as needed.

CLIENT'SRIGHTS & RESPONSIBILITIES

Twdividuals are given a copy of their rights and respousibilities during the nitial intake process and will
be asked to sign they have read and ackvowledged that they have received this information.

Rights
= You have the right to be treated with diguity and respect.
= Mou have the right +o be nformed about what services are available.
= Mou have a right fo choose what service you will receive.
= You have the right to privacy and confidentiality.
= You have the right to express your own Views and ideas.
= You have the right to have someone with you when seen by a health professional.
= Mou have the right +o have someone to speak on your behalf,
= You have the right to have access vour records held by +his agewcy.
Respovsibilities
s Torespect THE COURAGEOUS DINOSAUR & ME staff and other clients and commuvicate
appropriately and respectfully at all fimes.



= To understand that the home is a “workplace” and that workplace health safety must be
adhered +o.
= To respect the conditions on the agreed service plav between vou and this agency.

CONFIDENTIALITY, PRIVACY & DPIGNITY

THE COURAGEOUS PINOSAUR & WE understands we are trusted with keeping your information
private and only discussing or sharing this information with appropriate people as ontlived in THE
COURAGEOUS DINOSAUR & ME's policies and procedures. We respect your right +o privacy and will
ovly disclose information with your consent.

THE COURAGEOUS PINOSAUR & ME keeps clients persoval information v a private file stored in a
locked filing cabinet in the THE COURAGEOUS PINOSAUR & WME office or scamved and uploaded +o a
client’s computer file. THE COURAGEOUS PINOSAUR & WME does vot pass vour persoval information
on to anqone without your consent. Clients are asked to sign a cliewt consent form which outlives what
nformation they wish THE COURAGEOUS PINOSAUR & WE +o obtaiv, release and store. Disability

support workers are required to sign a confidentiality agreement that protects the rights of clients.

Twuformation Privacy Privciples

THE COURAGEOUS PINOSAUR & WME adheres to the Privacy practices as outlined v the Eleven
Tuformation Privacy Privciples as extracted from Section 14 of the Iuformation Privacy Act 2009.
INFORMATION PRIVACY ACT 2009 - SCHEPULE 3 (austlii.canau)

All THE COURAGEOUS DINOSAUR & WE's emplovees are reduired to sign a Confidentiality
Agreement upon appointiment to the organisation.

CODE OF CONDUCT

THE COURAGEOUS PINOSAUR & WE is committed to encouraging a safe, supportive and productive
work environment. This can ouly happen when everyove cooperates and agrees +o suitable standards of
conduct. See NDIS Code of Conduct for Workers

NDIS Code of Conduct - Summary for Workers (ndiscommission.gov.an)

This Code of Conduct is not intended to be exhaustive and canot anticipate every situation which may
morally or ethically compromise the employee, or THE COURAGEOUS PINOSAUR & ME. Tu this
reaard THE COURAGEOUS PINOSAUR & WME expects its employees to use their common sense and
sound judgiment. However, compliance with this Code is an obligation owed by all employees +o each
other and +o THE COURAGEOUS DINOSAUR & WME. Breach of this Code will result in disciplinary
action or dismissal,

Employee’s of THE COURAGEOUS DINOSAUR & WME have am ongoing respousibility to comply with
organisational Workplace Health and Safety policies and procedures, Legjislated Acts and reaulations
and to adhere to safe work practice.

All THE COURAGEOUS DPINOSAUR & WE's employees are required +o read and sion a Code of Conduct
Form upon appointiment to the organisation.


http://www5.austlii.edu.au/au/legis/qld/consol_act/ipa2009231/sch3.html
https://www.ndiscommission.gov.au/sites/default/files/documents/2020-12/ndis-code-conduct-summary-workers-ov.pdf

CRIMINAL HISTORY SCREENING

People with a disability can be wore vulnerable to abuse, veglect and exploitation than other members
of the community. A high priority for the Department of Commumities is to ncrease the safety of
people with a disability when they are accessing funded services.

The Disability Services Act 2006 ntroduced criminal history screening for all people engaged by funded
nov-government service providers. The Act makes it unlawful for a person +o work or volunteer for a
fumded von-aovernment service provider at a service outlet (place where disability service is provided)
without an application being made for a criminal history check.

Under the Act, all workers and volunteers must undergo crimival history screening every three vears.
People workivg in funded non-government service providers will be issued with a positive votice card
that verifies they have had a criminal history sereeving within the past three years.

All THE COURAGEOUS PINOSAUR & WME staff undergo this screeving and hold a Positive Notice
(yellow) card.

CULTURALLY APPROPRIATE SUPPORT

THE COURAGEOUS PINOSAUR & WE provides proactive strateaies +o promote the cultural, ethic,
religious, and individual beliefs of the clients. Support/advocate persons are encouraged +o share the
cultural valnes with disability support workers and THE COURAGEOUS PINOSAUR & WME +o assist in
this process.

THE COURAGEOUS PINOSAUR & WME provides flexible, sensitive and culturally appropriate care for
our clients. We work toward buildivg relationships and convectedness between staff, clients and their
families, v order +o achieve mutual understandings and meet individual client need.

THE COURAGEOUS PINOSAUR & ME is aware of how race and ethmicity influence family life and +he
way in which support is carried out. Staff are provided with cultural awarevess trainivg as well as
collaborating with families to meet specific cultural requirements.

PUTY OF CARE & PIGNITY OF RISK

Duty of Care

A Support Worker has a duty of care +o the person with a disability that they are supportivg and
others in the geveral community when working withiv a community environment. A duty of care is
breached if a person behaves unreasonably or fails to act (which cam also be unreasonable in a
particular situation). A duty of care can be breached either by action or inaction.

Harm can fall under any or all of these four headivgs:

= Physical;

» Wental;

= Emotional; and
= Financial,



Duty of Care means that while you are receiving our services we will do everything reasonable +o take
care of your safety and well being at all +imes. THE COURAGEOUS DPINOSAUR & ME has 4
responsibility to be careful where jury or harm is foreseeable. THE COURAGEOUS DINOSAUR & ME
also has a respounsibility and Duty of Care +o staff. We will wot be able +o provide supports where duty
of care to client and/or staff person is compromised.

Diguity of Risk

THE COURAGEOUS PINOSAUR & WE believes vou have the right to make an inforimed choice; to
experience life and take advantage of opportuvities for learnivg, developivg competencies and
independence and, i doing so, take a calculated risk.

THE COURAGEOUS PINOSAUR & WME and support workers are under obligation to ensure duty of
care is carried while supporting the person to fulfil their desired aoals.

LEAST RESTRICTIVE ALTERNATIVE

The Least Restrictive Alternative privciple states our need +o be least intrusive on the lives of those
we support. We recoomise and respect your autonomy and independence and vour right to live in av
environment which is most supportive and the least restrictive of vour freedom. We encourage vou +o
be involved in the decision-making process at various levels of service delivery, either by participating
directly or having a representative participate.

wWhen assisting qou to exercise choice and make decisions, we will take care to ensure you mnderstand
the meaning of the options presented; and we will give you as much information as possible to enable
you o make informed choices. Our Support Workers will discuss with you any risk that you may face as
a result of a decision. If there is doulrt about the possibility of harm, you can further discuss concerns
with THE COURAGEOUS PINOSAUR & WME Management.

we believe we can support vou to exercise our right to make decisions about issues affecting vou by
ensuring:

= Tndividual Support Plans state YOUR prefereuces;

= The day-to-day rountines developed give maximum opportunity for vou to exercise choice and
make decisions;

= You are encouraned, wherever practical, to make decisions about your residence, employment and
relationships; and

= We encourage you o develop skills required to participate in meetings.

THE COURAGEOUS PINOSAUR & WE believes vou should make decisions or be supported in makivg
decisions about who will assist vou v your personal care and the timing of vour daily routine (eq, whew
to 9o o bed, when to eat, wihen to do chores, what to eat and drink and so on). We will empower vou by
‘steppivg back” and letting vou do tasks at vour owv pace and a in a way that is most comfortable and
suitable to vou.

COMPLATINTS
All people in our commumity have the right +o complaiv if a service they are receiving is inadeduate.
They have the right o access appropriate bodies who will listen and act ow any grievances that oceur,



THE COURAGEOUS PINOSAUR & WE recogmises and supports the right of the client and their
family to complain about the <service provided. T people are concerned or umhappy with their service or
the treatment they receive they are invited to discuss their grievance with THE COURAGEOUS
PINOSAUR & ME. We make every effort to resolve grievavces in this initial process. We want you +o
feel comfortable to initiate this process without fear of discrimivation and v the knowledge that a
satistactory resolution will be pursued.

Contact THE COURAGEOUS DPINOSAUR & WME with vour concerns and we will address all complaints
whether formal or informal in a fair and positive mawner with confidentiality maintained thronghout
the process. THE COURAGEOUS DINOSAUR & ME does care and we will act +o ensure matters are
addressed.

HANDLING OF FILES & STORING OF INFORMATION

THE COURAGEOUS PINOSAUR & WE is committed to ensuring that clients’ personal information is
protected within privacy laws. THE COURAGEOUS DINOSAUR & WE will only collect information that
Is relevant and applicable +o the Client Centred Plan [ Care plan process and meeting the needs of the
client.

Where reduested, translated materials and interpreter services will be provided.

Disposal of persoval information is carried out in a manver of which is in keeping of the privacy act.
Clients are able to request at any time, assistance from a support person or advocate with the
collection, storage, disposal and accessibility of their personal information in discussions with THE
COURAGEOUS DPINOSAUR & ME.

INCIDENTS

T+ s the ntewtion of THE COURAGEOUS PINOSAUR & WE +o provide a safe working environment
for both clients and workers. This policy alse insures that whew an ivcident occurs it is reported
properly in live with THE COURAGEOUS DINOSAUR & WME service policy and state/federal legislation,

THE COURAGEOUS PINOSAUR & WE cousiders av incident +o be of concern if any person associated
with services provided by THE COURAGEOUS DINOSAUR & WE is njured, put at risk or distressed.

Tf a staff member considers an incident o be of concern, he or she will;

= Take immediate action to ensure the people involved are safe, calm avnd or receiving appropriate
assistance

= Twform the Coordinator/Manager as soon as possible and

= Cowmplete an Tucidewt Report form within 3 day after the event.

TIncident reports will allow THE COURAGEOUS PINOSAUR & WE +o continuonsly review practices +o
evsure we are doivg everythivg possible to maintaiv a safe working environment for all.

PARTLCIPATION & INTEGRATION

Ove of the most important goals of THE COURAGEOUS PINOSAUR & WE's services is to provide
clients with every opportunity to participate in community life.



Community inclusion helps clients gain:

= Experievces vecessary for normal arowth and development that is ot possible v isolated
settings.

= Avrange of social and personal relationships with other members of the commumity.

= QGreater levels of independevce by using community facilities and services.

THE COURAGEOUS PINOSAUR & WE believes each individual should be supported in pursuing and
engaging in activities of their choice.

Valued Status

TIv the past, people with disabilities have beew disadvantaed by being limited to lifestyles ot valued
by the rest of the commumity, THE COURAGEOUS DPINOSAUR & WME actively works +o help clients +o
develop and maintain skills to achieve valued roles in the commumity.

POSITIVE BEHAVIOUR SUPPORT

Our services are delivered within the ethical guidelines of their respective National Regjistration
frameworks. The Courageons Dinosaur & We team use avn evidence based Person Centred Approach at
all +imes.

Positive Behaviour Support is:

o Au evidence based approach that is educational, proactive and respectful
o Key to improve the quality of life of person who exhibits challenging behaviour
e Based on individual assessiment and observation and aims to understand the reasous why
a person displays a behaviour of concern (by using a fumctional assessment)
o Tudividual aoals which are achieved by:
o PBS keeps the person and those around thewm safe
e PBS uses a wmoderw and ethical approach which avoids the use of punishiment and [ or
aversive practice
The Positive Behaviour Support Plan (PBSP) is a document or series of linked documents that ontline
strategjies designed to deliver a level of behaviour support appropriate +o the needs of a customer.

PROFESSIONAL BOUNDARTES

Talking about Professional Boundaries is as difficult as it is important. But THE COURAGEOUS
PINOSAUR & WE is committed o good practice on professional boundaries with cliewts.

We recognise that staff must establish rapport with clients and provide support that optimises their
potential to lead a meaningful life. T doivg so, staff need to maintaiv appropriate professional
boundaries between themselves and clients. Having said this, professional boundaries are ot always
black and white in community care services.

There is vo single all-inclusive defivition of what constitutes professional boundaries. Our intent is to
provide guidance ov acceptable and nwacceptable practice, enabling us +o apply clear avd consistent
standards across THE COURAGEOUS DPINOSAUR & WE,

Tv setting ont a professional context for working with services users some basic values and principles
that govern our professional practice are:



= Boundaries define the limits of behaviour, which allow a professional support worker and a
client to engage safely in a supportive caring relationship. These boundaries are based upon
trust, respect and the appropriate use of power.

= The relationship between staff and clients is a therapeutic caring relationship that must focus
solely upon meeting the needs of the client. Tt is not established to build personal or social
contacts for staff. Moving the focus of care away from meeting a client’s needs towards
meeting the employee’s own needs is not acceptable.

QUALTTY & CONTINUOUS ITMPROVEMENT

Commitment +o Quality Assurance

THE COURAGEOUS PINOSAUR & WE is committed +o ensuring we provide a high auality service
that is respovsive to the changing needs of our target population. THE COURAGEOUS DPINOSAUR &
WE participates in quality assuravce processes to ewsure that its services are of a high and improving
standard.

The Quality system is part of THE COURAGEOUS DINOSAUR & WME’s commitiment and is based on:

= Continous improvement of our services as the basis of achieving our mission;

= Tuput and involvement of our Clients in evaluation and improvement activities;

= The veed +o involve and empower all THE COURAGEOUS DINOSAUR & ME staff and Cliewts
n identifying and implementing quality improvements; and

= Systematic use of dualitative and quantitative feedvack as a basis for identifying and
prioritising improvemewut opportunities.

The achievement of quality outcomes necessitates a commitiment to quality procedures at all levels and
by all members of THE COURAGEOUS PINOSAUR & ME, THE COURAGEOUS DPINOSAUR & ME is
committed to meeting the aquality standards expected by Clients v the delivery of the services that
we supply o them.

Our guality objectives are to:

= Provide a high duality service;
= Use the Quality Management System as a tool in achieving best practice ontcomes across the
organisation
= EBusure continnons improverment
= Comply with the relevant Commonwealth and State Legislative And Regulatory requirements
for the operation of a Disability Service.
We support the Human Services Quality Standards, which contain the following six standards:

1. Governance and Mavagemewt

2. Services Access

2. Responding to Tudividual Need

4. Safety, Well-being and Rights

5. Feedbhack, Complaints and Appeals
©. Human Resources

RESTRICTIVE PRACTICES
THE COURAGEOUS PINOSAUR & WE is committed to providing services to adults with disabilities in

an environment that is free from the threat of harm, injury or maktreatment. A positive behaviour
management approach will be used for clients: 1) 1% vyears or older; 2.) with a coguitive or intellectual



disability; 2) with behaviour that canse physical harm +o themselves or others; 4) receiving a
Queensland Government Departiment of Communities — Disability Services funded support; and 5) with
impaired decision making capacity. This approach will focus on the least restrictive intervention for the
management of behaviour. Extreme forms of restrictive practices are prohibited avd must vot be used
under any circamstances. Containment, seclusion, chewmical restraint, mechavical restraint, and
restricting access +o objects are all forms of Restrictive Practice.

All THE COURAGEOUS DPINOSAUR & WME staff working with adults with disabilities are responsible
for being familiar with and must follow +the requirements of THE COURAGEOUS PINOSAUR & WE's
Restrictive Practices Policy.

If your support requires the use of a restrictive practice, please discuss your support needs with the
Support Coordinator/Partner.

RISK MANAGEMENT

THE COURAGEOUS PINOSAUR & WME conducts risk assessiments vearly (or more frequently if
required) in order to identify, mivimise or eliminate any potential risks for staff and/or Clients.

Support workers also have a responsibility to report to the Support Coordinator/Partuer if they feel
that they or the Cliewts is at risk of being mjured during any +asks.

Where support is provided in the Clients home Support Coordinator/Partner undertake vearly home risk
assessment with the Clients/Advocate/Nominated stakeholder in order +o idewtify, minimise or
elimivate any potential risk for staff and/ clients v the home. Our goal is ot to immediately eliminate
any concerns, but rather to assess the likelihood of injury or harm oceurring as a result of the
identified risk. We actively work o seek solutions that minimise and mavage risk o av appropriate
level.

WORKPLACE HEALTH & SAFETY

THE COURAGEOUS DINOSAUR & WE is committed to achieving and maintaining the highest
practicable standards of workplace healtlh and safety for its staff, clients, family members and
visitors. When staff go to a client’s home, the client’s home is a “workplace” for the staff person. THE
COURAGEOUS PINOSAUR & WME will work with cliewts +o ensure their howme is a safe working
ewvironment for all staff. THE COURAGEOUS DINOSAUR & WE accepts its responsibility +o be
aware of and enforce the provisions of all relevant Acts Regulations.

If you have any duestions or dueries, please call 044D 15 274 or email
thecourageonsdinodbigrond.com

Kellie & Swmarty


mailto:thecourageousdino@bigpond.com

