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[bookmark: _Toc119403965]4.08 Exit & Transition Planning Policy & Procedure
[bookmark: _Toc119404298]Purpose and Scope 
Amwrelle Cleaning & Home Care Services utilises the Exit and Transition policy and procedure to ensure all participants are being treated equally and fairly when wishing to exit Amwrelle Cleaning & Home Care Services’ services.
It presents Amwrelle Cleaning & Home Care Services with the correct protocols to manage and uphold personal responsibility when participants choose to either exit or transition from services.
Amwrelle Cleaning & Home Care Services understands that it is the participant's or their advocate/representative’s choice should they wish to alter their services or exit altogether. These participants will be treated with equal respect and dignity by Amwrelle Cleaning & Home Care Services.
Support will be provided depending on their personal needs and requirements. It is Amwrelle Cleaning & Home Care Services’ obligation to ensure participants remain safe and happy throughout their time and service with Amwrelle Cleaning & Home Care Services.
This extends to all workers and meets relevant laws, regulations, and standards.
[bookmark: _Toc119404299]Definitions
	Equitable
	To be fair and impartial. Dealing fairly and equally with all concerned an equitable settlement of the dispute

	Discretion
	The quality of behaving or speaking in such a way as to avoid causing offense or revealing confidential information.

	Appeal
	To make an appeal means to make a serious, urgent, or heartfelt request.

	Transition
	The process or a period of changing from one state or condition to another.


[bookmark: _Toc119404300]Policy
Participants can withdraw their need for services at any point, depending on their service agreement. Termination of services will not affect future access to Amwrelle Cleaning & Home Care Services services. Exit protocols will be reasonable and understandable and will respect participant interests, ensuring the protection and safety of workers, participants, facilities, and 



services. Amwrelle Cleaning & Home Care Services will communicate with other services to enhance provisions for exit or transition in order to satisfy the people's needs
[bookmark: _Toc119404301]Worker Responsibilities
Workers are responsible for recognising, defining, and providing Management with recommendations for continuous improvement as soon as they are established—for example, the need for new policies and procedures.
[bookmark: _Toc119404302]Management Responsibilities 
Amwrelle Cleaning & Home Care Services’ Management is solely responsible for the oversight of participant exit, transfer and transition.  It is also their responsibility to ensure that workers utilise the right protocols when assisting participants. This may require the following, however, is not limited to:
· Conducting one-on-one training sessions if required.
· Providing direct supervision to ensure correct procedures are utilised.
· Provide competency assessments to ensure all knowledge is updated with the set-out standards.
· Requesting feedback from participants or their related personnel to understand if their requirements, needs, and preferences are met. 
Management is responsible for the regular review of policies and procedures to maintain consistency with legislative requirements and to recognise the potential needs of the Amwrelle Cleaning & Home Care Services. Annually, management must measure the efficiency of the Amwrelle Cleaning & Home Care Services against the Continuous Improvement Plan.
[bookmark: _Toc119404303]Owner/Director Responsibilities
The Owner/Director has complete responsibility for enforcing this policy and procedure and performing internal and external reviews and audits as per the Internal Review and External Audit Schedule.
· Participants, their families, friends, carers and advocates create a key component of these reviews and audits.
· Owner/Director may also take the role of a manager.
[bookmark: _Toc119404304]
Procedure
[bookmark: _Toc119404305]Participant Requested Termination
Depending on the service agreement, participants can withdraw earlier than their end date; however, two weeks’ notice must be given. Amwrelle Cleaning & Home Care Services will give ongoing support and guidance to all participants in need of an advocate or other outsourced service. In conjunction with the Continuous Improvement Policy and Procedure, service exists, and referral documentation will be tracked in Amwrelle Cleaning & Home Care Services’ Participation Management System. Amwrelle Cleaning & Home Care Services understands the requirement to conduct service termination fairly and respectfully.
[bookmark: _Toc119404306]Service Termination
Participants will be informed of their rights and responsibilities as part of Amwrelle Cleaning & Home Care Services’ entry process.
The following points are provided to participants/followed by Amwrelle Cleaning & Home Care Services with terminated services:
· Exit interview.
· Get participant feedback.
· Steps for potential re-access
· Reasons will be given if the participant is asked to leave.
· Termination of service
· Communication must be made prior to termination.
Reasons for terminating a participant’s service:
· The participant is unwilling to work towards agreed goals.
· Other individuals may be at risk of harm from the participant.
· Financial criteria not met.
· Health changes (too high of a level of care) not provided by services.
[bookmark: _Toc119404307]Transition Planning
Amwrelle Cleaning & Home Care Services may also be required to participate in transition planning activities. Management is responsible for directing and navigating a participant’s transition if sought upon by the participant, their family, advocate or representative.
In this case, Amwrelle Cleaning & Home Care Services will:
· Consult with participants to discuss various services that suit their needs.
· Provide information to service providers to initiate transition after confirmation and permission from participant.
· Create an exit plan and establish timelines.
· Provide guidance and support throughout leaving process.
[bookmark: _Toc119404308]
Documentation
All participant-related information will be recorded, protected, and stored in compliance with the Policy and Procedure for Records and Information Management of Amwrelle Cleaning & Home Care Services. In conjunction with the Records and Information Management Policy and procedure, all documents and data that have been created and applied by Amwrelle Cleaning & Home Care Services will continue to be owned by Amwrelle Cleaning & Home Care Services. However, documents created to support participants throughout their services will be returned to them, Amwrelle Cleaning & Home Care Services will keep copies documented. Amwrelle Cleaning & Home Care Services must also abide by the Privacy and Confidentiality Policy and Procedure when applicable.
Amwrelle Cleaning & Home Care Services where relevant, will work collaboratively with participants to identify any risks to ensure needs are best met. Amwrelle Cleaning & Home Care Services will ensure that an Exit Plan must be agreed upon with the participant and, with their informed consent, any other stakeholders. Amwrelle Cleaning & Home Care Services will ensure that this plan contains identified timeframes outlining actions and those responsible to implement the actions. This is reflected within the Client Exit Form under the Risks Associated with Transition.
[bookmark: _Toc119404309]Appeal
Participants are eligible to appeal if their services have been terminated by Amwrelle Cleaning & Home Care Services; appeals will need to be submitted in writing and sent to the Operation Manager so that the Amwrelle Cleaning & Home Care Services will make a final judgment. Amwrelle Cleaning & Home Care Services will continue to give guidance and assistance in services if the appeal is successful. However, if it is unsuccessful, reasoning will be given in writing.
If the appeal of a participant is successful, they will be assisted in continuing to access Amwrelle Cleaning & Home Care Services services. If participants are unhappy with the outcome of their appeal, they should be directed to the Feedback, Compliments and Complaints Policy and Procedure of Amwrelle Cleaning & Home Care Services.
[bookmark: _Toc119404310]Service Re-Entry
[bookmark: _Toc119404311]Once a participant exits a service provided by Amwrelle Cleaning & Home Care Services, they are given one month to change their mind without having to go through the entire process again; after this, the initial process will be required.

Supporting Documents
Documents relevant to this policy and procedure include:
· Privacy and Confidentiality Policy and Procedure
· Feedback, Compliments and Complaints Policy and Procedure
· Service Access Policy and Procedure
· Providing Information, Advice and Referrals Policy and Procedure
· Records and Information Management Policy and Procedure
· Decision Making and Choice Policy and Procedure
[bookmark: _Toc119404312]Policy Review
Amwrelle Cleaning & Home Care Services 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 activities related to service planning, delivery, and evaluation service planning, delivery, and evaluation activities will include workers, participants, and other stakeholders and their feedback.
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