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[bookmark: _Toc119403965][bookmark: _Toc119404438]5.11 Maintenance & Management of Equipment, Furniture, Lighting & Ventilation Policy & Procedure
[bookmark: _Toc119404497]Purpose and Scope 
This documentation holds critical information regarding all visitors and workers of Amwrelle Cleaning & Home Care Services. It is the responsibility of Amwrelle Cleaning & Home Care Services to always maintain the health and safety of all persons. Therefore, it is vital that Amwrelle Cleaning & Home Care Services ensures proper management of equipment, furniture, lighting, and ventilation. It is important to understand that this applies to all workers as well as meets all laws, regulations, and standards.
This policy should be read in accordance with Amwrelle Cleaning & Home Care Services Occupational Health and Safety Policy and Procedure.
[bookmark: _Toc119404498]Definitions
	Participant
	Individuals who receive NDIS funding from the government to use services.

	Lighting
	Equipment in a room, building, or street for producing light.

	Ventilation
	The provision of fresh air to a room, building, etc.

	Equipment
	The necessary items for a particular purpose.


[bookmark: _Toc119404499]Policy
All work completed within the Amwrelle Cleaning & Home Care Services in relation to construction and landscaped work must contain and enable a safe working environment. This will include all services provided, the number of participants supported as well as includes all participants, workers, and all other individuals.
[bookmark: _Toc119404500]Worker Responsibilities
Workers are accountable to report any type of issues or problems that they notice. Any fault in building maintenance or equipment must be documented and reported to the managers.
[bookmark: _Toc119404501]Management Responsibilities
To ally with the Continuous Improvement Plan, Amwrelle Cleaning & Home Care Services will be continuously reviewed to maintain standards. The Management team/Manager will be in charge of continued tracking of appliances and structures that will need reviewing in the Workplace Inspection Checklist and constructive resolution of problems. This must be maintained at all times and not be overseen under any circumstance.
[bookmark: _Toc119404502]Owner/Director Responsibilities
The Owner/Director’s commitment will regulate around maintaining and rectifying any issues that may be of concern and acknowledged as stated in this policy. Audits and reviews must involve all participants, friends, their families, careers, and advocates. 
[bookmark: _Toc119404503]Procedure
It is highly regarded that all Management must discuss any issues or repairs needed for the Amwrelle Cleaning & Home Care Services with the Owner/Directors inclusive of buildings being monitored to ensure maintenance is in regular demand. Monitoring of the building will ensure to eliminate any risk to harm participants, workers and/or visitors.
Furthermore, the Amwrelle Cleaning & Home Care Services’ Internal Review and External Audit Schedule will be the Owner/Directors duty and responsibility to inspect the building and its facilities twice yearly. Ensuring the workplace inspection is completed, this will include both internal and external checks to be completed.   Owner/Directors must be notified at all times.
[bookmark: _Toc119404504]Ecological Risks
The worker's responsibility is to ensure all equipment from Amwrelle Cleaning & Home Care Services is taken care of at all times. This includes the cleanliness, reliability, and all safety measures to be taken under consideration. If broken products such as appliances, chairs, ventilation, or lighting are found, these issues must be reported to Managers and rectified with a replacement.  Any issues or faults that are hazardous must be kept away in a safe area, and under no circumstances can these faulty items be used. If an item/product is not considered a danger for the workers, participants, or visitors in this circumstance, it will be assessed by Managers and directed to the appropriate individuals for repair. 
[bookmark: _Toc119404505]Workplace Checks
To ensure the requirements have been met, below are some examples of what is included in a workplace checklist. Be advised that the below are some examples of what should be checked upon every 6 months, however not limited to:
· Chemicals
· Bathrooms
· Electrical test and Tag
· Electricity
· Emergency
· Lighting
· Signage
· Escapes
· Evacuation paths
· Fire equipment
· Extinguishers
· Sprinkler systems
· Smoke alarms
· Floor coverings

· Furniture
· Kitchen
· Lights
· Storage
· Ventilation & Air Conditioning
Once the check has been completed for the premises for both external and internal Amwrelle Cleaning & Home Care Services will have the book of Maintenance valid and updated where necessary. The Owner/Director will be responsible for ensuring that external maintenance staff will attend issues to be rectified. Should the situation arise where the occurrence is a potential harm or threat, the Owner/Director and Management are required to liaise with external agencies such as construction or trades workers to rectify the issue.
In any circumstances that there is a threat/risk to the facility, the Owner/Director will ensure that Risk Management and Risk Treatment Plans are developed. It is the Owner’s/Directors’ responsibility to review these documentations monthly and report any type of risks. The Manager’s duty is to maintain all records and to notify Owner/Directors every 6 months.
[bookmark: _Toc119404506]Documentation
The Owner/Director is responsible for creating and maintaining the Risk Management and Risk Treatment Plans related to Amwrelle Cleaning & Home Care Services. It includes aspects such as fire safety, indoor maintenance, outdoor maintenance, alarm systems and surveillance systems. It is the Owner/Directors responsibilities to ensure these are monthly reviewed. Any discrepancies will be identified by the Owner/Director by using the Amwrelle Cleaning & Home Care Services’ Risk Register. Any issues must be rectified.
Should any incidents occur that have caused damage or harm, it is the responsibility of all Amwrelle Cleaning & Home Care Services’ personnel to document the incident in an appropriate and timely manner. All personnel must refer to the Incident Management Policy and Procedure. Any immediate threats or concerns must be raised to the Owner/Director.
[bookmark: _Toc119404507]Supporting Documents
· Health and Safety Policy and Procedure
· Incident Management Policy and Procedure
· Participant Safe Environment Risk Assessment template
[bookmark: _Toc119404508]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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