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[bookmark: _Toc119403965]3.02 Staffing Policy & Procedure
[bookmark: _Toc119404114]Purpose and Scope 
The Staffing Policy and Procedure have been implemented and utilised throughout Amwrelle Cleaning & Home Care Services to ensure that the correct, appropriate, and adequate personnel deliver the finest care and services to all participants.
Amwrelle Cleaning & Home Care Services aims to provide the required training and ensures all personnel are qualified and competent to deliver care and services to individuals.
It is the responsibility of Amwrelle Cleaning & Home Care Services’ Human Resources Manager (HR) to adhere to all requests for Leave and Flexible Work arrangements submitted by workers, where deemed appropriate. They are also responsible for maintaining training throughout Amwrelle Cleaning & Home Care Services and informing all personnel of the current regulations.
This extends to all workers and meets relevant laws, regulations and standards.
[bookmark: _Toc119404115]Definitions 
	Roster
	A list or plan showing turns of duty or leave for individuals or groups in an organization.

	Delegate
	A person sent or authorised to represent others, in particular an elected representative sent to a conference.

	Flexible Working Arrangements
	A flexible working arrangement involves a change in the way an employee works, such as a change to the employee’s ordinary hours of work, place of work or contract of employment.


[bookmark: _Toc119404116]Policy
Amwrelle Cleaning & Home Care Services adopts the Staffing Policy to enable all care and services to be delivered by skilled and qualified personnel. Amwrelle Cleaning & Home Care Services understands the importance of providing education and training, which correctly reflects the appropriate protocols and guidelines of Amwrelle Cleaning & Home Care Services.
All workers will receive rosters to outline the duties and services expected to be carried out by participants. Amwrelle Cleaning & Home Care Services’ Operations Manager will be the first point of contact if an individual is unable to attend to their designated shift or is requesting cannot attend to their designated shift or requests any type of leave.



Any worker of Amwrelle Cleaning & Home Care Services who has failed to follow any of the regulations presented to them of Amwrelle Cleaning & Home Care Services will receive disciplinary action.
[bookmark: _Toc119404117]Worker Responsibilities
· To notify the Operations Manager or delegate if an availability change has occurred.
· Ensure all shifts are completed by the assigned person unless there is a change of circumstances.
· To attend all education and training programs.
· To apply all new and existing skills when delivering care and services.
· To notify or request additional training if feel necessary.
· Ensure the correct amount of notice was given when requesting leave.
[bookmark: _Toc119404118]Manager Responsibilities
· Create and distribute all rosters promptly.
· Amend rosters and changes in the availability of workers when made aware.
· Ensure all shifts are distributed fairly and evenly between workers.
[bookmark: _Toc119404119]Procedure
The Staffing Procedure is utilised within Amwrelle Cleaning & Home Care Services, to ensure all service and care to participants are carried out with integrity and quality. Amwrelle Cleaning & Home Care Services acknowledges the importance of recruiting personnel with previous skills and experiences. Although having prior knowledge to deliver care and services is ideal, Amwrelle Cleaning & Home Care Services strives to offer adequate training and education programs to help develop further skills. Amwrelle Cleaning & Home Care Services will only allow personnel who are competent in relevant fields and will be able to conduct any care and services to participants.
[bookmark: _Toc119404120]Worker Shifts and Rosters
Amwrelle Cleaning & Home Care Services will provide equal opportunity for all personnel to allow an equal sharing of shifts and duties that are by the availability. The roster may be modified to ensure all participants' care and services are adhered to.
Workers are entitled to make changes to their current availability. They are also enabled to adjust the roster; however, this may be upon request and is approved by the Operations Manager.
Amwrelle Cleaning & Home Care Services’ Operations Manager (or another delegate) will be responsible for creating, distributing and maintaining the roster of all personnel. They will 

advise workers on ways in which they can access their personally assigned roster. It is essential that each roster created is both visible and accessible to the worker and the Operations Manager.
[bookmark: _Toc119404121]Requests for Changes to Working Arrangements
Change to an individual’s circumstance may result in their request for Flexible Work Arrangements. Flexible working arrangements are the set and agreed working hours a person is entitled to when possessing full or part-time employment for the previous 12 months. An individual seeking to amend their agreed working contract may be due to parental responsibilities (maternal/ paternal leave), change in health and well-being, or experiencing mental or family violence issues.
Workers can submit a request for Flexible Work Arrangements to their Operations Manager or other authorised personnel if they are e their commitment to Amwrelle Cleaning & Home Care Services.
When completing a request form, they must specify and include the following information and provide to Amwrelle Cleaning & Home Care Services’ Operations Manager:
· The reasoning in which the individual is requesting a change to their existing work arrangements.
· The current hours and term of employment the individual possess at the time, as well as the new distinguished hours they were aiming to obtain.
· If there are any new locations of work (such as working from home) if relevant.
Once an application for a request for flexible working arrangements has been submitted, Amwrelle Cleaning & Home Care Services’ authorised personnel is expected to provide an answer within 21 days of the request. The authorised personnel will then review and discuss 

the request with Amwrelle Cleaning & Home Care Services’ CEO/ Director. They will then examine all possibilities and outcomes that this may cause to the operations of Amwrelle Cleaning & Home Care Services. It is essential that both the CEO/Director and authorised personnel review the application fairly and is not discriminating against that individual if a conflict of interest has occurred. Once the outcome of the request has been determined, the authorised personnel who received the request will contact the individual through a written and verbal form. If the application was denied, the reasoning behind not being accepted must be explained to that individual.
[bookmark: _Toc119404122]Overtime Hours
All workers of Amwrelle Cleaning & Home Care Services are entitled to overtime rates in accordance with their employment contract. Each working arrangement listed below outlines the eligibility for receiving overtime rates. 
Full – Time Workers: Will receive the additional number of hours they worked that was out of their ordinary set hours, as stated and agreed upon in their contract.
Part-Time Worker: Are entitled to overtime rates if they have exceeded the optimal amount of regular working hours. However, if they have worked greater than their agreed hours, but less than a full–time worker's hours, they will not be granted the overtime rates.
Casual Workers: They are entitled to overtime rates when completing hours greater than their scheduled shift.
Amwrelle Cleaning & Home Care Services’ authorised personnel or HR Manager will be responsible for permitting overtime of all workers. If overtime was not authorised to an individual, then the workers mustn't proceed to work the additional hours.
Any individual who conducts any shift work that is more than 4 hours is entitled to take a break. Regarding workers who are doing overtime shifts, a 20-minute paid leave every 4 hours will be granted.
If a person is required to work as a last-minute request, they must receive a minimum of 2 hours of work. If Amwrelle Cleaning & Home Care Services fails to abide by this protocol and does not offer the 2 hours’ worth of work to that individual, they will receive 2 hours of paid overtime.
[bookmark: _Toc119404123]Unapproved Request for Changes to Working Arrangements
While Amwrelle Cleaning & Home Care Services aims to provide fair and equal opportunity for all requests for change of their workers, applications may be denied for various factors. Amwrelle Cleaning & Home Care Services’ Owner/Director and HR Manager or Delegate will decide the outcome of all requests. The refusal of the request will be communicated to the 

applicant. The following indicates the reasoning Amwrelle Cleaning & Home Care Services’ authorised personnel may deny a request; however, it is not a complete list:
· Unavailable vacancies to enable the change of working arrangements.
· Poor performance of an individual.
· The new arrangements would have an effect on Amwrelle Cleaning & Home Care Services’ financial situation.
· Have not given sufficient time to amend current working arrangements.
· Create a significant impact on other workers at Amwrelle Cleaning & Home Care Services.
[bookmark: _Toc119404124]Types of Leave
Like any individual who possesses a form of employment, they are entitled to leave in accordance with their contract. A worker is eligible and entitled to many different types of leaves. These forms of Leave include:
· Annual Leave
· Sick Leave
· Leave Without Pay
· Study Leave
· Long Service Leave
· Maternity/ Paternity Leave
· Compassionate Leave
[bookmark: _Toc119404125]The appeal of a Denied Request
In the event a person has been denied an application for a request for flexible working arrangements, then a letter can be created and submitted by the unsuccessful applicant. This will occur if the individual does not believe that the outcome of their request was reasonable and fair. A letter must be presented to Amwrelle Cleaning & Home Care Services’ Owner/Director and the Operations Manager; however an initial decision of allowing an appeal will be based on the Owner/Director's discretion.
Fair Work – Under the Fair Work Act 2009 (Cth), an infringement of standards and regulations will be present if the conditions mentioned above have not been adhered to. Workers may be expected to advise and prepare for legal involvement if they have been adhered to. Workers may be expected and advised to prepare for involvement if they passionately believe their application was not considered appropriate or they have been discriminated against, with reasonable evidence or supporting facts. Individuals who may have an enquiry regarding the information on worker benefits or disputes have the opportunity to contact Fair Work to assist them.

Contacting the Fair Work Ombudsman on 13 13 94.
Fair Work Website - https://www.fairwork.gov.au/contact-us/online-enquiries
Personnel that have become successful after appealing their initial application for flexible work arrangements will then provide the time in which they wish to proceed with the new working arrangements.
[bookmark: _Toc119404126]Shortage of Workers
Amwrelle Cleaning & Home Care Services’ Operations Manager or Delegate possess the duty and authorisation of extending and reducing scheduled work hours, as where it is necessary. If a worker is required to extend their initial work hours, then they are only permitted to work a total of 12 hours. However, Amwrelle Cleaning & Home Care Services understands the physical and mental impact that working long shifts may obtain. Amwrelle Cleaning & Home Care Services will ensure to consider the factors of fatigue and safety issues for working the necessary extended hours. Additional breaks will be assigned to those working prolonged shift work. However, in some circumstance’s workers may be required to conduct a shorter shift. Examples of these circumstances are injury or illness, natural disasters or severe weather. 
[bookmark: _Toc119404127]Supporting Documents
Documents relevant to this policy and procedure include:
· Emergency Planning Policy and Procedure
· Human Resources Policy and Procedure
Amwrelle Cleaning & Home Care Services can occasionally adjust these policies and procedures to enhance the efficiency of its operation. Typically speaking, this entire policy should be checked every year in conjunction with participants who use the service, their families, caregivers and workers.
[bookmark: _Toc119404128]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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