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[bookmark: _Toc119403965]3.01 Human Resources Policy & Procedure
[bookmark: _Toc119404087][bookmark: _Toc119404071]Purpose and Scope 
This policy and procedure aims to demonstrate Amwrelle Cleaning & Home Care Services reliable, clear, and appropriate human resource practices of Amwrelle Cleaning & Home Care Services. It sets out the recruitment and selection of workers, Management, and exit procedures for Amwrelle Cleaning & Home Care Services.
For further reference and information, refer to the Staffing Policy and Procedure. It applies to all workers who deliver disability-specific services and supports within Amwrelle Cleaning & Home Care Services.
This extends to all workers and meets relevant laws, regulations, and standards.
[bookmark: _Toc119404088]Definitions
	Reliable
	Consistently good in quality or performance; able to be trusted.

	Redundancy
	The state of being no longer needed or useful.

	Declaration
	A formal or explicit statement or announcement.

	Conviction
	A formal declaration by the verdict of a jury or the decision of a judge in a court of law that someone is guilty of a criminal offense.

	Indictable offense
	More serious criminal charges are called indictable offenses. An indictable offense is an offense where the defendant has the right to trial by jury. Major indictable offenses must be heard in the District Court or the Supreme Court.

	Precluding offenses
	A person has a precluding offence if either of the following is on their Police Check Certificate: a conviction for murder or sexual assault; or a conviction of, and sentenced to imprisonment for, any other form of assault.

	Spiritual Support
	Assisting the patient in feeling balanced and connected with a greater power.

	Multidisciplinary
	Combining or involving several academic disciplines or professional specializations in an approach to a topic or problem.

	Statutory Declaration
	A prescribed declaration made under statutory authority, which may in certain cases be substituted for a statement on oath.

	Obligation
	An act or course of action to which a person is morally or legally bound, a duty or commitment.

	Misconduct
	Unacceptable or improper behavior, especially by an employee or professional person.


[bookmark: _Toc119404089]
Policy
Taking into consideration the qualifications and experiences of Amwrelle Cleaning & Home Care Services workers to meet legislative, policy and service standards, Amwrelle Cleaning & Home Care Services will hire enough specialists and support workers. All workers will maintain a clear Police Record Check.
Amwrelle Cleaning & Home Care Services is devoted to creating a diverse and talented workplace that can provide high-quality essential services to all participants.
[bookmark: _Toc119404090]Worker Responsibilities
· Maintain current licenses and qualifications required for the role they are undertaking.
· Provide references prior to recruitment.
· Provide current national police checks.
· Provide Statutory Declaration.	
· Provide feedback about the recruitment process.
· Following Amwrelle Cleaning & Home Care Services’ policy for resigning.
· Follow all Amwrelle Cleaning & Home Care Services’ policies and procedures.
[bookmark: _Toc119404091]Management Responsibilities
· Provided clear instructions and training as required by management.
· Assess the Amwrelle Cleaning & Home Care Services ‘s performance annually against the Continuous Improvement Plan.
· Ensure all workers have relevant mandatory checks.
· Ensure all workers have relevant qualifications.
· Develop selection criteria for different job roles.
· Advertise hiring and respond to enquiries.
· Organise recruitment.
[bookmark: _Toc119404092]Owner/Director Responsibilities –
· Ensuring the Human Resources Policy and Procedure are being followed.
· Conduct reviews.
· Manage stakeholders.
[bookmark: _Toc119404093]
Procedure
[bookmark: _Toc119404094]Worker Orientation Module
All workers (including business Owners/Directors) are required to complete the worker orientation module requested by the NDIS Commission; this can be achieved at
https://www.ndiscommission.gov.au/workers/training-course
You will see a green box that says access the module then, on the right-hand side, there are several options; New workers are to complete 
· Worker Orientation Module
· Supporting Effective Communication
· Supporting Safe and Enjoyable Meals
· New Worker NDIS Induction Module 
This will take you to the modules you need to watch. Once completed, you will receive a certificate.
[bookmark: _Toc119404095]Mandatory Checks
Amwrelle Cleaning & Home Care Services requires the following background checks on new employees in compliance with NDIS guidelines.
· Drivers Licence Preferred
· First Aid Level 3
· National Police Records Check
· NDIS Worker Screening Check
Amwrelle Cleaning & Home Care Services will conduct background checks on new employees in compliance with NDIS guidelines.
· Referee Checks
· Qualification Verification
· 100 points of ID
According to employment contracts, all workers must inform management of any criminal offence they have been charged with. The worker must reveal any formal disciplinary measures that a current or former worker may take against them. This includes any allegations of inappropriate or unprofessional behaviour by any court or tribunal of any kind the worker has been exposed to by an employer, law enforcement agency or any institution of justice in Australia or any other country.
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International Police Checks
When hiring new workers in Australia, performing official, secure national police checks on individuals is critical. However, the results of those checks do not include criminal history outside Australia. Candidates bring new knowledge and skills because of international work experience, but they may have engaged in reportable illegal activity.
An international police check fills in the blanks, giving employers the confidence needed to make smart HR decisions. Workers will be required to present an International Police check if they have been residing overseas for more than 12 months. Potential workers need to contact the appropriate Overseas Police Force for a criminal record check. An international Police Check will not be required if the individual was a minor when they were overseas. Depending on the country of origin, they may not authorise permission to release the details of the person in question. If it is impossible to acquire the police check, Amwrelle Cleaning & Home Care Services needs to document and keep a record of why their international police check wasn’t provided. As a last resort, workers can acquire a statutory declaration, inclusive of two witnesses. For the witnesses to be valid, they must have had a personal relationship with the worker while overseas.
[bookmark: _Toc119404097]National Police Check
Outcomes:
· No previous offences - position may be confirmed.
· Previous offences - the individual cannot then simply get the position.
Applicants with a category A offence have limitations; they include, required written approval from the Director of the Office of Professional Practice and the Divisional Deputy Secretary of the Department of Human Services.
In the remaining situations, the Management of the Amwrelle Cleaning & Home Care Services must supervise the selection process to determine the applicant's suitability for jobs or placement.
If Amwrelle Cleaning & Home Care Services chooses not to employ the applicant with a police record, management must notify the unsuccessful applicant of the decision, and the reasons and provide the unsuccessful applicant with the opportunity to address the outcome and advise the participant of the opportunity to review the decision.
[bookmark: _Toc119404098]NDIS Workers Screening Check
All workers of Amwrelle Cleaning & Home Care Services must hold a valid NDIS workers screening check. The manager of Amwrelle Cleaning & Home Care Services will verify whether new staff members have this in place. The NDIS Worker Screening Check assesses whether a person who works or seeks to work with people with a disability poses a risk to 

them.  This check is valid for 5 years, and Amwrelle Cleaning & Home Care Services will ensure all staff will renew their bills every 5 years.
The assessment determines whether a person is cleared or excluded from working in certain roles with people with disability. More information can be found here: https://www.ndiscommission.gov.au/about/ndis-worker-screening-check
[bookmark: _Toc119404099]Other Checks
All potential workers must verify their identity by supplying photo ID and a copy of their qualifications.
Where a qualification is needed for the job role, the original qualification must be copied, approved as a true copy of the original, dated by the delegate, and then returned to the individual. Suppose the qualification and its legitimacy are in question. In that case, management will approach the issuing institution directly to check that the qualification has been completed and granted to the applicant on the date stated.
[bookmark: _Toc119404100]Storage of Documentation and Confidentiality
Any Amwrelle Cleaning & Home Care Services information gathered must be handled with the highest standard of confidentiality and security in compliance with the relevant legislation requirement. Amwrelle Cleaning & Home Care Services must ensure compliance with Records and Information Management and Privacy and Confidentiality policies and procedures.
[bookmark: _Toc119404101]Induction
It is required that all new workers partake in an induction before they commence engagement with participants. The following information outlines the areas Amwrelle Cleaning & Home Care Services is required to educate all workers around.
· Worker orientation module
· Mission, vision and values of Amwrelle Cleaning & Home Care Services
· Organisation Structure, communication channels, accountabilities and teams.
· HR Policies and Procedures
· Risk Management, Continuous Improvement and Health and Safety
· Role and Responsibility of worker
[bookmark: _Toc119404102]Workers Management and Retention
Amwrelle Cleaning & Home Care Services’ management is responsible for providing ongoing training and development of workers, encouraging a cooperative workplace, promoting workers and volunteers to take responsibility and use initiative. Management is responsible for mentoring and performance reviews Amwrelle Cleaning & Home Care Services workers.

The following organisational policies and procedures promote the success and development of workers:
· Code of Conduct
· Continuous Improvement
· Disputes and Grievances
· Equity, Anti-Discrimination and Workplace Harassment
· Financial Management
· Human Resources
· Occupational Health and Safety
[bookmark: _Toc119404103]Performance Assessment and Appraisal
Performance reviews will be carried out on an annual basis for all workers; it will assess the ability of workers to fulfil their role, recognise and implement the policies and procedures of Amwrelle Cleaning & Home Care Services and present an incentive for future professional targets to be set. Workers will be informed two weeks before the date and time of their performance review by the Operations Manager. A Workers Training Needs Self-Assessment must be completed by a worker prior to the Performance Review date and brought to the interview with them.
Management will evaluate their workers' performance in the past year and take provisional notes prior to the interview date. During the interview, either the Management or the worker can request a support person to attend. Performance Reviews will:
· Review the worker’s training needs, self-assessment completed by the worker and any training that will help worker growth.
· The strength of the worker and areas in which the worker needs improvement will be identified.
· Identify and verify the measures to maintain, strengthen or increase productivity and establish potential targets.
· Make changes, if necessary, to the worker’s training requirements
· Explain any specific concerns applicable to the job role and requirements of the worker.

Management must complete a Workers Performance Review Feedback Form, in which improvement methods are needed. The Worker and management must complete and sign a Workers Performance Improvement Plan. After the Performance Review, a Worker Training Plan should be conducted and signed by the worker and management. A copy shall be provided to the worker. All documents that relate to the worker's Performance Reviews must be stored on their worker record and in Amwrelle Cleaning & Home Care Services’ Disputes and Grievances Policy and Procedure.
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Disciplinary Process
1- Discussion/Counselling
· The issue is clarified, and the worker is asked to respond.
· They can have a person present for support.
· If there is misconduct, the Operations Manager or the Owner/Director may inform the worker of preventive measures.
· The Operations Manager or the owner/Director will document the disciplinary session information in the misconduct report.
2- First Warning
· If the occurrence of misconduct continues or the outcome does not improve. The Operations Manager or the Owner/Director can give a first written notice.
· The first warning can be viewed as the final warning if the situation is critical enough.
3- Final Warning/Dismissal
· If the problem persists, the Operations Manager or the Owner/Director shall send the worker a final written warning.
· If the issue is not resolved, the Operations Manager or the Owner/Director may take measures to dismiss the worker.
4- Formal Records
· The Operations Manager or the Owner/Director will be responsible for formal records of misconduct or non-performance reports. 
[bookmark: _Toc119404105]Corrective Actions and Penalties
It is management's responsibility to address any disappointing worker work ethic and communicate this to workers. A worker may face disciplinary action if the individual fails to perform satisfactorily, commits misconduct, or does not comply with the Code of Conduct and Policies and Procedures.
[bookmark: _Toc119404106]Misconduct
· Finalise a misconduct/non-performance report.
· Training to improve worker’s performance.
· The worker is given a reasonable time before another review.
[bookmark: _Toc119404107]
Dismissal of Workers
If an Amwrelle Cleaning & Home Care Services worker would like to resign, they must do so in the correct process, following the relevant Industrial Award.
· Management must keep documentation of all performance reviews and records.
· Workers must have the chance to state their minds before action is taken.
· A worker may be dismissed instantly if misconduct is deemed severe enough. 
Amwrelle Cleaning & Home Care Services must ensure that any worker dismissal follows all State and Federal legislation and the worker’s Employment Contract. They must ensure the worker has been dismissed for a valid reason; the worker was told about the issue and was given a reasonable time period to rectify it; the worker was provided with the correct notice
[bookmark: _Toc119404108]Reasons for dismissal:
· Workplace behaviour
· Efficiency
· Changes in company
· Other reasons deemed justifiable by the employer.
[bookmark: _Toc119404109] Ongoing Training and Development
Induction, recruitment, and organisational and professional development information given to all workers will be held on each worker’s file and in the Training and Development Record of Amwrelle Cleaning & Home Care Services. Amwrelle Cleaning & Home Care Services is committed to ensuring that workers have the essential knowledge and experience to perform their duties competently and provide continuous training and development opportunities for workers who expand and strengthen their skills and provide them with advancement opportunities within the organisation. 
It is the responsibility of the Operation Manager to track training and future needs in the Workers Training and Development Registry of Amwrelle Cleaning & Home Care Services and to prepare and publicise possible training and development plans using a frequently circulated Training and Development Calendar for all Amwrelle Cleaning & Home Care Services workers.
Each year, Managers and workers will be allowed to engage in training and development activities that will incorporate a wide range of possibilities for training, internal and external services, assistance for undertaking research, workshops, networking, coaching and mentoring courses. Where a need is recognised, training for the specific issues will be provided, e.g., LGBTI Understanding.
Workers’ Annual Performance Reviews will encourage workers to take an involved position in identifying their training and developmental needs in consultation with Management. Amwrelle Cleaning & Home Care Services will reflect on the consideration of covering or helping to assist with the cost of further education, training and acquiring qualifications; this could consist of Management deciding that it is vital for a worker to acquire skills or qualifications in order to fulfil their workplace duties.
To ensure Amwrelle Cleaning & Home Care Services workers are all up to date regarding their training, Amwrelle Cleaning & Home Care Services may require workers to complete extra training, to further their professional development. Considering the organisation's needs and the workers' skills, professional advancement prospects will be provided with the fairness of access to all workers by Amwrelle Cleaning & Home Care Services.  Amwrelle Cleaning & Home Care Services will not contribute to the cost of training if a worker wants to pursue additional education and training that is not necessary by their current position or does not apply to the requirements of Amwrelle Cleaning & Home Care Services. Considering the impact on service delivery or other workers, a worker shall be provided study leave if required for attending assessments or examinations for up to two days.
[bookmark: _Toc119404110]Supporting Documents
· Governance - Employment & Risk assessed Roles Register
· HRM - Staff Training Plan
· HRM - Staff Training Needs Self-Assessment
· Disputes and Grievances Policy and Procedure
· Staff Code of Conduct
· Return to Work Policy and Procedure
· HRM - Staff Performance Review
[bookmark: _Toc119404111]Policy Review 
Amwrelle Cleaning & Home Care Services may change this policy and procedures from time to time to improve the effectiveness of its operation.  Generally, this entire policy will be reviewed in consultation with people using the service, their families, carers, and workers every year.
All service planning, delivery, and evaluation activities will include workers, participants, and other stakeholders and their feedback.
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