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SECTION 1:
OVERALL
1.1
Policy on expenditure delegations

1.
Purpose 
The purpose of this policy is to set out specific procedures and performance standards in relation to expenditure of grant funds held by the agency.

2. Policy 

The Management Committee is committed to ensuring that the agency has proper expenditure controls in place and that employees have delegation authority to expend funds up to a maximum limit without prior authorisation.

3.
Procedures
3.1
All formal legal contracts must approved by the Management Committee by way of formal resolution.

3.2
The Common Seal is to be affixed to formal legal contracts by the Management Committee at its discretion or where required by the other party to the contract.
3.3
The Executive Officer has authorisation to approve expenditure by the agency, without the prior approval of the Management Committee, up to an amount of $500, provided that the purchase is within approved budget parameters.
1.2
POLICY ON INSURANCE ARRANGEMENTS
1.
Purpose 
The purpose of this policy is to set out specific procedures and performance standards in relation to insurance and indemnity policies maintained by the agency.

2.
Policy 
The agency is committed to ensuring that the agency, management committee members, employees, volunteers, and other unpaid persons involved in agency business (e.g., work experience participants and students on practicum) are appropriately insured.

3.
Procedures
The following procedures are to be implemented to ensure that the agency meets its policy objective of properly insuring and all of its operatives.

The agency will take and maintain the following:

3.1
Workers compensation for employees.

3.2
Public liability insurance.

3.3
Contents insurance.

3.4
Electrical equipment protection insurance if necessary.

1.3
POLICY ON CONTRACTING FOR PROJECTS. 
1.
Purpose 

The purpose of this policy is to set out specific procedures and performance standards in relation to managing contracted projects.

2.
Policy 
The agency is committed to ensuring that contracted projects are aligned to the mission: "Ethnic Disability Advocacy Centre vigorously seeks to promote, protect and safeguard the rights and interests of culturally and linguistically diverse people with disabilities, their families/ carers and community in order for them to fulfill their full potential as Australian Citizens".

3.
Procedures
The agency will:

3.1
Provide employees and CaLD people with disabilities the opportunity to participate in projects to extend their skills and maximise their involvement before the positions are advertising.

3.2
Ensure that all costs are included in the submission.

3.3
Conduct risk analysis.

3.4
Consult with members of the Management Committee during the submission 
development process.

3.5
Ensure that submissions are signed by the CEO and submissions above 
$50K 
must be
signed by the President. 

3.6
Empower the CEO to manage all projects and the CEO to provide regular project reports to the Management Committee.

3.7
Ensure that projects are successfully completed and outcomes achieved at the highest quality thereby enhancing the reputation of EDAC.

1.4
POLICY ON OCCUPATIONAL HEALTH AND SAFETY.

1.
Purpose 

The purpose of this policy is to set out specific procedures and performance standards to maximise the health and safety of the agency’s employees, volunteers and other unpaid persons involved in agency business (e.g., work experience participants and students on practicum).

2.
Policy 
The agency is committed to ensuring that all employees are properly informed and adequately protected so as to minimise the risk of illness, accident or injury at work by promoting good occupational safety and health practices.

3.
Procedures
The agency will:

3.1
Provide all agency employees with appropriate information about, and training in, relevant occupational health and safety standards and practices.

3.2
Take all reasonable steps to assess the safety of the locations where agency employees provide support to people with disabilities.

3.3
Insure all agency employees, volunteers, other unpaid persons involved in agency business and management committee members, both at work and travelling to and from work.

3.4
Ensure proper documentation of all work related accidents, injuries and illnesses.

3.5
Ensure that employees are familiar with the fire and evacuation procedures. 

3.6
Investigate all work related accidents, injuries and illnesses and take appropriate action to minimise future occurrences.

3.7
In the event of injury or illness, implement a rehabilitation plan to assist the employee to return to work as soon as practicable. 

3.8
Promptly investigate, remedy and document any agency employee grievance regarding occupational health and safety matters.

1.5
POLICY ON USE OF PRIVATE MOTOR VECHILES

1.
Purpose 
The purpose of this policy is to set out specific procedures in relation to the use of private motor vehicles for work related purposes.  The agency may require an employee or volunteer to use his or her own vehicle within the ordinary course of employment.

2.
Policy 
The agency is committed to ensuring that, wherever a private vehicle is used for work related purposes, the occupants (employee, volunteer and/or agency’s consumers) are adequately protected from injury and properly insured.

3.
Procedures
3.1
The driver of the private vehicle must hold a current Western Australian motor vehicle drivers’ license of the correct class for the vehicle being driven and the number of passengers being transported.

3.2
Private motor vehicles that are to be used for work related travel must be comprehensively insured.

3.3
Private motor vehicles that are to be used for work related travel must be maintained in roadworthy condition.
3.4
Employees and volunteers who are required to use their own vehicles for work related purposes will be paid a motor vehicle allowance based on the allowances paid to Western Australian Government public servants

3.5
Clients of the agency may only be transported in private vehicles if the vehicle restraints fitted to the vehicle are providing adequate protection to the client.

3.6
The driver of the private vehicle is responsible for paying all traffic and parking fines incurred in the course of work related travel. 
3.7
Drivers must not drive a private vehicle on work related business if their blood alcohol level is above the legal 0.05 limit (or 0.01 for probationary drivers), they are under the influence of illegal drugs or they are taking medication that cautions against driving. 

1.6
POLICY ON CURRENCY AND RELEVANCY OF POLICIES
1.
Purpose 
The purpose of this policy is to set out specific procedures and performance standards in relation to currency and relevancy of policies maintained by the agency.

2.
Policy 
The agency is committed to ensuring that the policies are current and relevant to EDAC.

3.
Procedures
The following procedures are to be implemented. The agency will:

3.1 All modifications to the policies and the Manual of Operation must be endorsed by the Management Committee.

3.2 Conduct a review of its policies and procedures at least once a year and tabled at the first Management Committee meeting at the first meeting of each year.

3.3 Review of the Service Delivery Policies will be carried out in conjunction with the Annual Self-Assessment on the Disability Services Standards.


SECTION 2:
HUMAN RESOURCE
2.1
POLICY ON EQUAL EMPLOYMENT OPPORTUNITIES

1.
Purpose 
The purpose of this policy is to specify procedures and performance standards to ensure that staff selection and promotion practices within the agency are based solely on merit and are not negatively influenced by factors such as disability, ethnicity, gender, age, religious belief or political affiliations. As an agency that assists people with disabilities to remain valued members of the local community, the agency considers that it has an additional obligation to promote and demonstrate best practice in the application of affirmative action principles to the employment of people with disabilities. 

2.
Policy 
The agency is committed to ensuring that prospective and current staff are not discriminated against on the grounds of disability, ethnicity, gender, age, religious belief or political affiliations and that equal opportunity principles are enshrined in all staff recruitment, selection and promotion practices. 

3.
Procedures
The following procedures are to be implemented to ensure that the agency meets its policy objective of operating a discrimination free workplace that promotes equal opportunity principles.

The agency will:
3.1
Ensure that offices owned or leased by the agency are physically accessible.

3.2
Recruit new employees on merit and on a fair and open basis.

3.3
Look for opportunities to fill vacancies within the agency with people who have disabilities.

3.4
Undertake any reasonable workplace modifications or provide any necessary equipment.

3.5
Provide specialist on-site training and support where required.

3.6
Promptly investigate, remedy and document any agency employee grievance regarding equal employment opportunity.

2.2
POLICY ON RECRUITMENT AND SELECTION

1 Purpose 

The purpose of this policy is to set out recruitment and selection procedures for the agency.

2. Policy 

The agency is committed to ensuring that the best employees are recruited into the agency by operating a fair, open, merit based recruitment and selection system that assesses prospective employees against appropriately developed duty statements and selection criteria and is complemented by formal reference check.

3.
Procedures
The agency will:

3.1
Maintain written duty statements and selection criteria for all positions in the agency.

3.2
Except at the discretion of the Management Committee, advertise all vacant positions in the newspaper.

3.3
Provide all prospective applicants with a copy of the relevant duty statement and selection criteria along with a brief overview of the agency’s operations.

3.4
Require all applicants to address all of the selection criteria in their written application.

3.5
Assemble a selection panel of no less than three persons drawn from the Management Committee, staff of the agency and/or clients of the agency or their family members.

3.6
Short-list all applicants for interview who have demonstrated in their written application that they meet all of the selection criteria that are essential to the position.

3.7
Establish a standard set of interview questions that enables the selection panel to establish the degree to which the short-listed applicants best meet the selection criteria.

3.8
Conduct interviews in an appropriate setting and, as far as practicable, on the same day or consecutive days.

3.9
Make summary notes on applicants’ responses to questions.

3.10
Consider all short-listed applicants’ responses to prepared questions and recommend the candidate who best meets the selection criteria for the position or, if no candidate meets the required standards, re-advertise the position.

3.11
Contact at least two referees explaining the nature of the agency’s activities, the position that is being sought and seeking the referees’ assessments of the recommended candidate with respect to fulfilling the duties of the position and to verify the recommended applicant’s claims against the selection criteria.

3.12
Prepare a brief referees’ report on the recommended candidate’s suitability for the position.

3.13
Subject to satisfactory referees’ reports, prepare an offer of appointment to the        recommended candidate including a commencement date, conditions of employment, commencement salary, and asking them to provide a current police clearance if necessary.

2.3
POLICY ON CRIMINAL RECORDS CHECKS FOR STAFF, 

BOARD MEMBERS, VOLUNTEERS AND CONTRACTORS
1. PURPOSE 

The purpose of this policy is to safeguard the service provider and its clients against appointing Board members, recruiting staff or using volunteers and contractors who have been convicted of criminal offences that may present increased risks to the service provider. The risk includes a range of factors including possible fraud or the misappropriation of funds or the person's suitability to provide services to people with disabilities. The policy recognises the service provider's legal and moral duty of care obligations to its clients under Disability Services Standard 8.

This policy applies to all of the service provider's programs and activities.

2. POLICY 

The service provider requires that all staff, Board members, volunteers and contractors have received satisfactory criminal records checks prior to commencement of duties. Evidence of a criminal records check will include a National Police Certificate. If the staff, Board member, volunteer or contractor has resided overseas, a criminal records check from the relevant jurisdiction(s) will also be required.

The criminal records checks will also be updated every five years for the duration of the person's involvement with the service provider.

While the principles of natural justice will apply in all decisions, the overriding consideration will always be given to the safety and well being of people with disabilities.

3. PROCEDURES

The following procedures are to be implemented to ensure that staff, Board members, volunteers and contractors have appropriate criminal records checks prior to undertaking any duties for the service provider.

The service provider will:

3.1     Require potential Board members to obtain a satisfactory criminal records check prior to appointment to the Board.

3.2     Require all contractors doing work for the service provider and likely to have contact with its clients to satisfy the service provider that criminal records checks have been obtained.

3.3     Inform all prospective staff and volunteers that they will be required to provide a criminal records check prior to commencing duty.

3.4     Require short-listed applicants (staff or volunteers) to provide documentary proof of identity, such as a passport or driver's licence, when attending the selection interview.

3.5     Require the recommended applicants for staff position to provide the National Police certificate before commencing duties.

3.6     If any recorded criminal convictions are identified, refer the matter to the Management Committee for a determination as to whether the specified conviction would be likely to place the clients of the service provider at any risk or breach the service provider's duty of care obligations.

3.7     Base its determination on whether the conviction has been for an offence which directly relates to the duties, whether the position being sought would offer unsupervised opportunities for a similar offence to take place, whether the offence has occurred recently, whether there are single or multiple convictions and whether the conviction(s) reflect generally on the suitability of the person to become an employee or volunteer with the service provider.

3.8     Update all criminal records checks every five years for all staff, Board members, volunteers and contractors.

2.4
POLICY ON SUPERVISION AND PERFORMANCE APPRAISAL

1.
Purpose 
The purpose of this policy is to set out specific procedures to ensure that employees and volunteers of the agency are properly supervised and their performance is regularly appraised.

2.
Policy 
This policy aims to implement a formal supervision system linked to agreed training and development goals and an objective performance appraisal process. 

3.
Procedures
The agency will:

3.1
Establish formal supervision for all agency employees and volunteers.

3.2
Ensure that every employee and volunteer is allocated a supervisor and receives regular supervision.

3.3
Provide all employees in supervisory roles with appropriate written information and/or formal training on performance based supervision.

3.4
Ensure that all volunteers receive regular supervision in a manner and at a frequency that is appropriate to their tasks and responsibilities.

3.5
Require the supervisor to maintain written records of the content and outcomes of each employee supervision session.

3.6
Complete an annual performance appraisal on all agency employees at least once per year.

2.5
POLICY ON INDUCTION AND PROFESSIONAL DEVELOPMENT
1.
Purpose 
The purpose of this policy is to set out specific procedures to ensure that employees and volunteers of the agency are familiar with the policies and procedures governing EDAC and jointly facilitate Professional Development for the individual.

2.
Policy 
This policy aims to implement an Induction and Professional Development system linked to agreed training and development goals and the performance appraisal process. 

3.
Procedures
The agency will:

3.1
Establish an Induction* and Profession Development system.

3.2
Ensure that every employee and volunteer attends an induction program.

3.3
Provide all employees opportunities to discuss professional development at least during the annual staff appraisal session.

3.4
Ensure that priorities for approval of Professional Development applications will be based on meeting the objectives Agencies Strategic Plan.

3.5
Ensure that a skills audit is conducted for all members of the Management Committee and Professional Development for the Management Committee members are discussed at least once each year.

2.6
POLICY ON MANAGING SUB-STANDARD EMPLOYMENT PERFORMANCE.

1.
Purpose 
The purpose of this policy is to specify procedures for managing sub-standard performance of agency employees.  For the purposes of this policy, sub-standard performance is defined as: 

“An identified inability or unwillingness to carry out tasks associated with a particular position competently and in a manner which meets the reasonable expectations and service needs of the agency.”
2.
Policy 
The agency believes that the effective resolution of sub-standard performance is seen as an effective human resources management, rather than a punitive action.

3.
Procedures
The agency will:
3.1
Recognise that the cause of the problem could be organisational (i.e., unclear duty statement or performance expectations, lack of needed skills or knowledge on the part of the employee, poor job design, counter-productive work environment or negative team environment).

3.2
Ensure that all staff are aware of the existence of the Policy on Managing Sub-Standard Employee Performance and have access to a written copy of the policy.

3.3
Bring any perceived deficiencies to the employee’s attention promptly and arrange a formal meeting to discuss the matter.

3.4
At the formal meeting, presided over by the employee’s supervisor, identify the actual nature of the sub-standard performance and specify any, preferably recorded, examples.

3.5
Elicit the employee’s own views on the existence, nature and cause of any problem, with a view to coming to a mutual agreement that a problem does actually exist and needs to be remedied.

3.6
Jointly formulate a written action plan to resolve the sub-standard performance issue including in it the names of all parties involved in the construction of the action plan, its date of effect, specific areas of sub-standard performance, required standards of performance, time-lines for resolution, agreed actions and the names of those responsible for carrying out the actions.

3.7
During the period of remediation monitor the employee’s work performance regularly and provide written feedback on progress towards achieving desired outcomes.

3.8
Undertake a formal re-assessment of the employee’s performance at the end of the remediation period established in the action plan.

3.9
Provide the employee with a written copy of the re-assessment and invite the employee to provide a written response to both the process and the outcome.

3.10
If the sub-standard performance has not been resolved to the satisfaction of the agency, consider the implementation of disciplinary procedures in accordance with the agency’s contract of employment with the employee.

3.11
Advise the employee of his or her rights to lodge a grievance in accordance with the procedure on staff grievances.

2.7
POLICY ON EMPLOYEE GRIEVANCES

1.
Purpose 
The purpose of this policy is to establish mechanisms for agency employees or volunteers and other unpaid persons involved in agency business (e.g., work experience participants and students on practicum) to lodge a complaint or grievance. 

2.
Policy 

The agency is committed to ensuring that all staff of the agency are free to lodge grievances, to have those grievances dealt with promptly, fairly and non-threateningly by the agency and to have those grievances resolved in a satisfactory manner if possible.

3.           Procedures
The agency will:
3.1
Have appropriate procedures on the lodgment and resolution of employee grievances.

3.2
Ensure that all agency employees and volunteers are aware of their right to lodge a grievance and to have that grievance heard.

3.3
Ensure that the hearing of any grievance will conform to principles of natural justice.

3.4
Ensure that the grievance and the agency’s response to the grievance are fully documented.

3.5
Ensure that the Management Committee is informed of any grievances that are lodged, the actions taken by the agency in resolving those grievances and the final outcome.

2.8
POLICY ON USE OF VOLUNTEERS

1.
Purpose 
The purpose of this policy is to set out specific procedures and performance standards in recruiting, supporting and reimbursing volunteers.

2.
Policy 
This policy aims to establish the conditions under which volunteers are utilised, volunteers’ responsibilities to the agency and its clients, and the agency’s obligations to volunteers. 

3.
Procedures
The agency will:

3.1
Use volunteers to enhance, not replace, the services usually provided by paid employees.

3.2
Assign duties to volunteers on the basis of their skills, interests and availability.

3.3
Reimburse volunteers for travelling and other expenses whenever possible.

3.4
Coordinate the recruitment, selection, orientation and supervision of volunteers.

3.5
Recruit volunteers by the most appropriate means according to the circumstances that prevail, and the needs of the agency, at the time.

3.6
Establish formal supervision procedures for volunteers, ensure that all volunteers are allocated a supervisor and receive regular supervision in a manner and at a frequency that is appropriate to their tasks and responsibilities.

3.7
Promptly investigate, remedy and document any volunteer grievance.

SECTION 3:
CODE OF CONDUCT
3.1
POLICY ON EMPLOYEE AND VOLUNTEER 

1. Purpose 

The purpose of this policy is to set out a code of conduct to govern the decision and actions of employees and volunteers in the course of their duties.

2. Policy 

The agency is committed to ensuring that its employees and volunteers behave in an acceptable manner in all their work-related dealings with clients, families, colleagues, other agencies and the general community.

3.
PROCEDURE

The following procedures are to be implemented to ensure that the agency’s employees and volunteers behave in an acceptable manner.

Employees and volunteers will:

3.1
Acquaint themselves with the mission, principles, values and policies of the agency and behave accordingly.

3.2
Fulfil their responsibilities as employees or volunteers in accordance with their respective duty statement and with due care and diligence.

3.3
Co-operate with management, colleagues and other agencies to promote and deliver quality services to clients.

3.4
Understand and comply with the administrative and work practices of the agency and maintain records as required by the agency.

3.5
Respect clients as valued persons entitled to the same treatment and regard as other members of society.

3.6
Observe the privacy, dignity and confidentiality rights of clients, and their families.

3.7
Apply the highest standards of personal conduct in their dealings with clients, families, advocates and other agencies.

3.8
Dress in manner that is appropriate to the duties being undertaken and that will not cast clients or the agency in a negative light or be offensive or uncomfortable to clients, their families, or colleagues.

3.9
Refrain from smoking or from taking or being under the influence of alcohol or illegal drugs whilst on agency premises, in agency vehicles or in clients’ homes.

3.10
Not make any public statements to the media without the prior approval of the executive officer or the President.

3.11
Not make improper use of their position, or information gained through their position, as an employee or volunteer to gain, directly or indirectly, an advantage for themselves or any other person, or cause detriment to the agency or its clients.

3.12
Where they have personal interests that might give rise to conflicts of interests with their duties as employees or volunteers, disclose the nature of those interests to management.

3.2
POLICY ON MANAGEMENT 

1. PURPOSE

The purpose of this policy is to set out a code of conduct to govern the decision and actions of Management Committee Members.

2. POLICY

The agency is committed to ensuring that Management Committee Members act in the best interests of the organization and all decisions made by the Management Committee should be ethical, objective and are in the best interests of EDAC and the organization is not negatively affected by the decision.
3. PROCEDURES 

The Management Committee member will, 

3.1.
Ensure that the organisation conducts its affairs so as to promote the agency’s aims and objectives.

3.2
Understand their roles and responsibilities as a Management Committee member.

3.3
Fulfil their responsibilities as Management Committee members by attending as many Management Committee or sub-committee meetings as possible and tendering their apologies in advance if unable to attend any meeting.

3.4
Prepare themselves properly for Committee meetings by pre-reading the minutes of the previous meeting, the agenda for forthcoming meeting and any supporting documentation.

3.5
Satisfactorily complete any tasks allotted to them by the Management Committee within the agreed time frame.

3.6
Act in good faith and in the best interests of the organisation.

3.7
Observe the confidentiality guidelines established by the Management Committee.

3.8
Exercise reasonable care and diligence in the execution of their duties by keeping themselves informed about the agency’s activities and financial position.

3.9
Not make improper use of information gain through their position as a Management Committee member to gain, directly or indirectly, an advantage for themselves or any other person, or cause detriment to the agency.

3.10
Where they have personal interests that might give rise to conflicts of interests with their duties as Management Committee members, disclose the nature of those interests at the Management committee meeting and refrain from discussing or voting on the issue.

3.3
POLICY ON INDIVIDUAL ADVOCACY

1.
PURPOSE


The purpose of this policy is to set out guidelines for the conduct of individual advocacy program. However this policy and procedure has to be implemented in conjunction with service standards policy and procedure.
2.
POLICY

The goal of individual advocacy is to safeguard the rights of consumers and address their grievances and issues. It is accountable to the needs of ethnic people with disabilities and/or their carer.

3.
PROCEDURES

3.1
EDAC will respond to requests for service from ethnic people of all disabilities and/or their carers or referrals from agencies.

3.2
EDAC will provide information to individual consumers about their rights, disability services and access to those services.

3.3
EDAC will assist individual consumers by linking them to the appropriate services they require, however some short-term contact will be maintained as service access may still be an issue.

3.4
All individual advocacy cases must be documented for the purpose of casework intervention and statistical purposes.

3.5
EDAC’s advocates are independent and must represent consumers vigorously, without any conflict of interest.

3.6
In its service delivery EDAC staff will comply with other policies and procedures, including service standards.

3.4
POLICY FOR SYSTEMIC ADVOCACY

1.
PURPOSE


The purpose of this policy is to set out guidelines for the conduct of the systemic advocacy program. However it has to be implemented in conjunction with service standards policy and procedure.

2.
POLICY

The agency aims to promote and protect the fundamental rights and interests of ethnic people with disabilities and carers in all its systemic activities.

Systemic advocacy refers to any action taken to influence positive change to enable fair treatment and social justice for this target group. 

Changes may be pursued in legislation, government policy and program and education.

3. PROCEDURES

3.1
Facilitate equitable service access for ethnic people with disabilities and/or carers by informing them of their rights and entitlements and advocate on their behalf.

3.2
Assist in the establishment of policies, practices and structures in disability services and in the mainstream community and encourage responsiveness to the cultural and linguistic needs of consumers. 

3.3.
Represent the views and concerns of this group in relevant public forums, reviews and consultations, in a positive manner.

3.4
 Provide community education on disability and cultural issues 

3.5
Significant issues identified in individual advocacy program can be directed for systemic action.

3.6 
Core systemic activities should be indicated in action plans developed in the annual funding agreement, not withstanding the fact that EDAC may be required to respond to unprecedented reviews and consultations.

SECTION 4:
SERVICE DELIVERY
4.1
SERVICE ACCESS (DSS 1: NDAS 1)


1.
Purpose 
The purpose of this policy is to set out the circumstances and conditions under which people can be accepted for services with the agency. 

2.
Policy 

· Eligibility for agency services is extended to all ethnic people with a disability and/or their families/carers who are currently residing in WA. 

· The agency will not discriminate between ethnic groups and cultures on the basis of age and gender.

· The agency’s funded activities, are as stated in its funding agreement with the Disability Services Commission and the Commonwealth Dept of Family and Community Services.

· The agency recognises the right of clients to transfer to an alternative service or another agency.

· The agency also reserves the right to withdraw services in situations where its duty-of-care responsibilities to either its clients or its staff are demonstrably compromised.

3.
Procedures

The following procedures are to be implemented to enable the agency to meet its policy 
objective of ensuring that, within the constraints of available funding and resources, 
ethnic people with disabilities and their families/carers most need the services 
provided by the agency are accepted for services. 

The agency will:

3.1 Ensure that the premises are located and designed to provide for ease and safety with regards to physical access for a person with a disability. 

3.2 Ensure all staff members have welcoming, respectful and supportive attitudes and behavior towards clients under all circumstances.

3.3 Provide written criteria for services and resources which do not exclude or disadvantage the clients based on cultural background. 

3.4 Establish a mutual rights and responsibilities agreement with clients as part of the initial service intake process.

3.5 Develop an information brochure on the agency’s services in appropriate community languages and distribute them to various disability and ethnic agencies. 

3.6 Accept referrals from clients, family members and professional staff from government or non-government agencies.

3.7
Within two weeks of receiving the referral, conduct assessment and discuss intervention strategies with the client in accordance with its policies on Privacy, Dignity and Confidentiality.

3.8
Refer that person to an alternative service, where such a service exists if the person is found to be ineligible for its services, 

3.9
Maintain an accurate record of people who have been referred to the agency. 

3.10
Withdraw services only if requested by the client or family or if the agency’s duty of care responsibilities to its clients or staff is severely compromised and reasonable efforts to rectify the problem have been made and shown to have failed.

3.11 In the case of contemplating withdrawing services, first arrange a meeting with the client/ family and explain why the agency is contemplating withdrawing services and advise them of their rights under the agency’s Policy on Complaints and Disputes.

4.2
INDIVIDUAL NEEDS (DSS 2: NDAS 2)  
1.
Purpose 
The purpose of this policy is to establish standards of practice that recognise each client of the agency as having unique skills, lifestyle preferences, personal aspirations and support needs. 

2.
Policy 

EDAC believes that ethnic people with disabilities have the same rights as other members of society to access services and programs. The agency is committed to ensuring that all clients of the agency receive services that are designed and delivered around their individual circumstances, needs and preferences.

3.
Procedures
The following procedures are to be implemented to ensure that the agency meets its policy objective of designing and delivering services around clients’ individual circumstances, needs and preferences, taking into account their cultural and language requirements.

The agency will:
3.1 Handle all requests for assistance in the most sensitive manner, taking into account individual needs, age, sex, cultural and religious backgrounds if relevant to the situation. 

3.2 Offer the services of an interpreter to all clients for whom English is not the primary language and this should include the translation of significant documents pertaining to their case.

3.3 Create a formal agreement that clearly documents advocacy actions to be undertaken and expected outcomes which is signed by the client and the advocate. 

3.4 Collect necessary information about the client to properly inform the individual about the intervention process.

3.5 Fully document the individual intervention plan and ensures that the client or family understands its content. 

3.6 Provide the client with regular progress reports when necessary and ensuring that   their needs or circumstances have not changed. 

3.6
Clients’ case files will be reviewed by the supervisor six-monthly to ensure compliance of this standard.

3.7 Involve family members and significant others with client’s consent.

3.8 Recognize, discuss and ensure the provision of psychological support if/when the client requires.

3.9 Cooperate and consult with other service agencies to ensure an integrated holistic approach to meet clients’ needs.

4.3
DECISION MAKING AND CHOICE (DSS 3: NDAS 3) 
1.
Purpose and Scope
The purpose of this policy is to ensure that clients of this agency have the opportunity to participate as fully as possible in making decisions about their daily lives and the services that they need, want and receive. 

2.
Policy 

The agency is committed to ensuring that all clients of the agency retain maximum control over their own lives by having primary involvement in, and influence over, decisions that affect them.

3.
Procedures
The following procedures are to be implemented to enable the agency to meet its policy objective of ensuring that clients have primary involvement in, and influence over, decisions that affect them.

The agency will:

3.1
Structure its programs and services to be as flexible and responsive to the individual needs and preferences of clients.

3.2
Advise the clients and/or family members of the full range of services that the agency currently provides.

3.3 Support clients to express what they need, to feel confident and secure in making decisions.

3.4 Support clients’ group through facilitating bi-annual meetings.

3.5 Take into consideration of expectations and responsibilities related to the client’s individual and cultural standing and roles.

3.6
Encourage clients to participate on management committee.

3.7
Make every effort, within available resources, to accommodate the client’s preferences and choices in the intervention process.

3.8
Seek the formal authorisation of the client and/or family member by having them sign the consent form.

3.9
Involve clients and families to EDAC events (like AGM, strategic planning, development/review of policies and procedures and social functions). 

3.10
Translate information to various community languages if possible.

4.4
privacy, dignity and confidentiality (dsS 4: NDAS 4)
1.
Purpose 
The purpose of this policy is to establish standards of privacy, dignity and confidentiality in the agency’s dealings with all clients.

2.
Policy 

The agency is committed to ensuring that all clients of the agency have the same level of privacy, dignity and confidentiality as is expected by the rest of the community.

3.
Procedures
The following procedures are to be implemented to ensure that the agency meets its policy objective of ensuring that all clients of the agency have the same level of privacy, dignity and confidentiality as is expected by the rest of the community.

The agency will:
3.1
Provide all EDAC employees, volunteers and Committee of Management members training relating to EDAC’s privacy and confidentiality procedures during their induction program. 

3.2
Require all new EDAC staff members, volunteers, contractors and Committee of Management members to sign a document whereby they agree to be bound by and abide by, EDAC’s policy regarding client privacy and confidentiality upon commencement of their employment and/or voluntary service. 
3.3
Only collect information about the client that can be shown to be directly relevant to effective service delivery and the agency’s duty of care responsibilities.

3.4 Seek the written consent of the client or family prior to obtaining/ releasing information to any other source.

3.5
Provide information leaflet (your rights and our obligations) to each client which explains EDAC’s confidentiality policy and process in lodging complaints and grievances. 

3.6
Try to ensure that personal information is stored securely and is not left on view to unauthorised agency staff or the general public.

3.7
Restrict access of client files to relevant staff members 

3.8
Advise the client and family of the nature of the personal information that is held by the agency and their right to view the information at any time.
3.9
Support, enhance and devote consideration to the client’s pride, honour and self respect within their community.

3.10 Promptly investigate, remedy and document any client grievance regarding privacy, dignity or confidentiality.

4.5
PARTICIPATION & INTEGRATION (DSS 5: NDAS 5)   
1.
Purpose 
The purpose of this policy is to ensure that the agency’s services are designed and delivered in ways that offer opportunities for physical and social integration in the general community. 

2.
Policy 

The agency is committed to ensuring that, wherever practicable, clients:

· Have access to the same services as the rest of the community.

· Have the opportunity to socialise and build relationships with members of the wider community.

3.
Procedures
The agency will:

3.1
Structure its programs and services to be provided in a way that facilitates the integration and participation of clients with other members of the community.

3.2
Build into the agency’s program strategies to make the greatest possible use of community facilities and services.

3.3
Collaborate with other community groups, and their members, to facilitate the inclusion of agency clients in their activities.

3.4 Provide information about general community facilities and events to clients and advice how to participate in them. 

3.5 Assist the process of client participation by providing interpreting and/or translating and advocacy support if necessary.

3.6 Recognize possible critical relationships between people from the same general ethnicity and do not assume they would like to engage with any groups or activities on the basis of ethnicity.

4.6
VALUED STATUS (DSS 6: NDAS 6)

1.
Purpose 
The purpose of this policy is to ensure that the agency’s services are designed and delivered to provide its clients with access to well planned skill development activities that enable them to achieve valued roles in the community. 

2. Policy 

The agency is committed to ensuring that all clients of the agency have the opportunity to develop and maintain skills and the opportunity to participate in activities that enable them to achieve valued roles in the community.

3.
Procedures
The agency will:

3.1
Structure its services/activities and training programs in a culturally and linguistically appropriate manner.

3.2
When referring a client to other programs, ensures the agency staff members are properly equipped to co-ordinate and/or deliver programs that reflect and respect the client’s dignity and cultural/linguistic differences. 

3.3
Wherever practicable, increase the prospect of fulfilling valued roles in the community for clients, within its service delivery and representation of ethnic people with disabilities. 

3.4 Promote the valued understanding and respect of clients and their cultural backgrounds.

3.5 Assist clients in the understanding of disability within their own culture and likewise how it is defined and managed in the Australian context.

3.6 Promote and respect the clients’ social status in the way they see it.

3.7 Assist clients to maintain, develop and apply their skills so they can become more independent and productive in ways that are valued by themselves and the community.

4.7
COMPLAINTS AND DISPUTES (DSS 7: NDAS 7)    
1.
Purpose 
The purpose of this policy is to establish mechanisms for consumers to lodge a complaint or grievance.  Complaints are also seen to have an important role in contributing to service improvement in the agency. 

2.
Policy Statement 

The agency encourages a staff culture that welcomes complaints and feedback from clients and uses them as an opportunity to improve services to its clients and assist EDAC in achieving good practice.

The agency is committed to ensuring that all clients of the agency, and their families, are free to lodge grievances, to have those grievances dealt with promptly, fairly and non-threateningly by the agency and to have those grievances resolved if possible.  Treatment of disputes and grievances will be fair to both the complainant and respondent. The complainant will be responded to courteously and will be given high priority for resolution and remediation.

3.
Procedures
The agency will:

3.1 Provide all clients with opportunities to provide feedback or lodge a complaint.

3.2 Advise clients of their rights to raise any concerns and grievances against the agency without fear of retribution and present them with a copy of EDAC’s leaflet, your rights and our obligations. 

3.3 Inform the clients that they can choose to resolve their complaints internally or externally and provide the necessary assistance.

3.4 Advice clients that they can have an advocate to represent them as part of the complaints and disputes procedure and that an advocate will operate in their best interest and under their direction.

3.5 Provide opportunities for alternative referrals to other culturally competent services if required.

3.6 Ensure that the Complaint/ Feedback Management System embrace the fundamentals of the Australian Standard Complaints Handling AS 4269-1995.

3.7 All complaints must be handled with great sensitivity and care and with urgency. The Complainant is to be treated with respect and kept informed regularly.

4.8
SERVICE MANAGEMENT (DSS 8: NDAS 8)  
1.
Purpose 
The purpose of this policy is to enable EDAC management conducts its role and responsibility effectively and efficiently. 

2. Policy 

The agency is committed to the adoption of sound management practices that will maximise the outcomes for consumers 

3.
Procedures
Management Committee Members will, at all times:

3.1
Ensure service Policies and Procedures meet all current legislative obligations including the promotion of a multicultural society in Australia.

3.2
Ensure that ethnicity and other cultural factors are adequately represented in service information and in the nature of the service delivery.

3.2 Support clients so they can contribute meaningfully in organizational reviews, assessments and inquiries, and provide cultural perspectives on service processes and issues.

3.4
Conducts its affairs so as to promote the agency’s aims and objectives.

3.5
Act at all times, in the best interests of the organisation.
3.6
Ensure that the constitution allows for at least 50% consumer participation on its management committee.

3.7
Ensure that the annual report demonstrates its financial and service accountability is available to its membership.


3.8
Ensure that appropriately skilled and competent staff members are employed to conduct its advocacy service. 

3.9
Operate in accordance with provisions outlined in the EDAC Operational and procedures manual.

4.9
TRAINING AND SUPPORT (NDAS 10)

1. 
PURPOSE 
The purpose of this policy is to ensure that people with disability are supported and provided opportunities  to self-advocate where appropriate.

2. 
POLICY 
The agency is committed to promoting and supporting all clients of the agency, to develop self-advocating skills where possible.

3. 
PROCEDURES
The following procedures are to be implemented to enable EDAC to meet its policy objective of supporting self-advocacy activities, in ways appropriate to EDAC’s particular role and function.

The agency will:

3.1 Provide practical examples within a client’s case to help a client understand how to self advocate

3.2 Provide information to assist client to advocate on their own behalf; where appropriate 

3.3 Utilise interpreting and translation services as necessary.

3.4 Assist clients proactively with issues, and as it arises for them or their families, that involve responsibility for life decisions.

4.10
STAFF, RECRUITMENT, EMPLOYMENT AND TRAINING (NDAS 11)

1. 
PURPOSE 
The purpose of this policy is to ensure that staff members are appropriately skilled with the required key competencies 

2. 
POLICY 
The agency is committed to employing individuals whose experience and qualifications aappropriately reflect EDAC’s ethos and job description.  EDAC is also committed to promoting and pursuing professional development for all employees. 

3. 
PROCEDURES
The following procedures are to be implemented to enable EDAC to meet its policy objective of supporting recruitment and training activities, in ways appropriate to EDAC’s particular role and function.

The agency will:

3.1
Develop Job Description Form (JDF) for each of the position, clearly identifying the Essential Criteria for each position.

3.2 Carry-out an industry standard recruitment process.

3.3 Clearly state its affirmative action policy in employing people with disability from a CaLD backgournd.

3.4 Provide an Induction course.

3.5 It is the responsibility of the staff member to ensure that their skills and knowledge are current and appropriate to the position they hold and advise management when further skills development is needed.

3.6 The agency will pursue opportunities for staff to further develop their skills, where appropriate.

3.7 With the staff member develop a Professional Development program which will be reviewed during the staff appraisal process.

4.11
PROTECTION OF HUMAN RIGHTS AND FREEDOM FROM ABUSE AND NEGLECT (DSS 9: NDAS 12)

1. 
PURPOSE 
The purpose of this policy is to ensure the human rights of all clients using this agency

are protected and monitored in accordance with current cultural protection legislation, regulations and guidelines.

2. 
POLICY 
The agency is committed to promoting the human rights of all clients of the agency, ensuring non-discrimination, and cultural inclusion in the provision of services, and responding appropriately to issues of neglect and abuse.

3. 
PROCEDURES
The following procedures are to be implemented to enable EDAC to meet its policy objective of protecting the human rights of clients, in ways appropriate to EDAC’s particular role and function.

The agency will:

3.1
Ensure all employees have up to date police criminal records clearance, including overseas checks where appropriate.

3.2
Provide training to staff to enable them to be aware and competent in assisting clients to achieve all aspects of human rights and quality of life, and respond to issues of abuse and neglect, within different cultural contexts.

3.3
Utilise interpreting and translation services as necessary.

3.5 Refer clients on to other agencies, with which EDAC is actively networked, that can provide professional care that is  culturally informed and appropriate to address issues of human rights and abuse and neglect.

3.6 Provide services that enhance cultural inclusion.

3.7 Provide clients with advice on the availability of legal assistance, suitable to their cultural and financial circumstances.

3.8 Take immediate and continuing action to achieve client safety and culturally appropriate issue resolution regarding any reporting of abuse and neglect.

3.9 Assist clients proactively with issues and as it arises for them or their families that involve responsibility for life decisions, including care arrangements and appropriate management of their property and assets.
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