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[bookmark: _Toc119403848]1.01 Governance Policy & Procedure 
[bookmark: _Toc119403849]Purpose And Scope
Amwrelle Cleaning & Home Care Services implements the Governance policy and procedure to provide a systematic and organized approach within the organization to establish a framework aimed to support correct Governance. It allows Amwrelle Cleaning & Home Care Services to always remain professional and participant centred. Operation in accordance with relevant standards is highly recognised, which allows Management of Amwrelle Cleaning & Home Care Services to fulfill laid out and recommended responsibilities.
The Governance policy and procedure allows for a thorough overview of Amwrelle Cleaning & Home Care Services’ foundation as well as operation. Providing room for improvement, evaluation, and implementation.
Governance specifically refers to providing a system for Amwrelle Cleaning & Home Care Services’ workers that is always clear, easily understandable and participant centred. It incorporates many aspects of audits, reviews and reporting, which is fundamental to Amwrelle Cleaning & Home Care Services’ operation.
This extends to all workers and meets relevant laws and regulations and standards.
[bookmark: _Toc119403850]Definitions 
	Governance
	A system of rules put in place to ensure consistency throughout the business.

	Workers
	An individual with a position in the business.

	Conflict of interest
	A situation where an individual will benefit from a specific outcome, which can cause legal consequences.

	Conflict
	A serious disagreement or argument.

	Management
	Process of dealing with, coordination or controlling things or individuals/groups.


[bookmark: _Toc119403851]Policy 
Responsible and precise management arrangements demonstrate that Amwrelle Cleaning & Home Care Services helps and enhances its workers delivering safe and secure quality services to its participants. Amwrelle Cleaning & Home Care Services has appropriate policies to thoroughly examine Amwrelle Cleaning & Home Care Services’ operation in all areas. It incorporates worker responsibilities, overall operation, compliance, audits, and reviews. This is crucial for the success of the business, as well as consistency and respect towards all workers.
This Policy and Procedure complies with all relevant legislation, regulations, and contractual arrangements.
[bookmark: _Toc119403852]Responsibilities
The following responsibilities are taken up by Amwrelle Cleaning & Home Care Services employees and Owner/Director:
· Recording, accounting and billing
· Invoices and reports
· Supervising and overseeing operations
· Upholding quality of service
· Management of policies and procedures
· Management of hazards
· Reporting breaches
· Enduring a safe and secure workplace environment
· Management of company culture
· Management of finances and funding
· Staff management, recruitment and performance review
· Staff training
· Feedback to workers
· Company/service supplies
Maintain relationships with all company stakeholders (workers, participants, families, other businesses, community and government)
[bookmark: _Toc119403853]Procedure
The policies and procedures of Amwrelle Cleaning & Home Care Services must encourage outstanding governance and will be periodically checked to confirm adherence with relevant regulations, standards, and contractual commitments. Amwrelle Cleaning & Home Care Services should maintain effective mechanisms, that in effect facilitate excellent governance and making firm Management choices that will lead to increased capacity and service results.
Amwrelle Cleaning & Home Care Services is committed to excellent governance, supporting participant’s safety, and encouraging workers by establishing management duties and striving to adopt best practices throughout facilities. Amwrelle Cleaning & Home Care Services promotes fairness, accountability, and transparency, by giving clear rights and obligations to workers, Management, and participants.
[bookmark: _Toc119403854]Organizational Structure
Amwrelle Cleaning & Home Care Services must continue to manage and maintain areas of the business, such as finances, updated information on services available, IT updates and Management, ongoing improvements of services, and feedback monitoring and adapting policies, if necessary. This is done monthly at a minimum, by the Owner/Director and a management team if there is one.
[bookmark: _Hlk128391331]There is a quarterly governance report required to be made to Management. This will cover all aspects of the business, such as services, participant management, risk management and feedback for both workers and participants, IT management, maintenance of human resources and any financials of the Amwrelle Cleaning & Home Care Services.
[bookmark: _Hlk128391409]Furthermore, there is also an annual report summary submitted to Management on the Amwrelle Cleaning & Home Care Services’ financial and performance status.
Shift Care is used for service delivery recording, monitoring, and reporting. This system makes Management for Amwrelle Cleaning & Home Care Services much more efficient and reduces administrative work.
Xero is the system that is utilised throughout Amwrelle Cleaning & Home Care Services to maintain all financial aspects. This system keeps record keeping simple, the program is easily accessible on any device and includes automatic updates without the need for purchasing software updates.
[bookmark: _Toc119403855]Organisational Chart:
Operations Manager

Owner/Director
Internal Audit
Human Resources
Finance
Risk Management
Service Support

Amwrelle Cleaning & Home Care Services’ Owner/Director will be responsible for making major business decisions, Operations Manager will be responsible for managing the overall operations and resources of Amwrelle Cleaning & Home Care Services, acting as the main point of communication between management and corporate operations and being the public face of the Amwrelle Cleaning & Home Care Services.
Owner/Director will elect the Operations Manager as a representative in case of their absence. This shall be communicated to all staff members and documented in the “delegation of authority” form.
[bookmark: _Toc119403856]Qualifications and Experience of Management, Teaching and Personal Growth Skills
With reference to the Human Resources Policy and Procedure, all Amwrelle Cleaning & Home Care Services workers will be required to partake in an orientation, which is continuously maintained through ongoing training and support, external training opportunities and opportunities for advancement. To keep a record of workers performance, assessments will be made to assist in their ongoing improvement and development. Management of Amwrelle Cleaning & Home Care Services will complete orientation and induction.
Prior to recruitment, all workers and Management will need to have their qualifications viewed as well as necessary experience sought upon by either Management or the Owner/Director. It is preferable that any new Management personnel of Amwrelle Cleaning & Home Care Services has had previous Management skills or extensive knowledge in their specific work area. However, this will be decided upon by the Owner/Director or existing Management – such as a Human Resources Manager.
Amwrelle Cleaning & Home Care Services will ensure to conduct a service with professionally trained workers, equipped to deal with relevant situations. The management team must ensure that they are able to efficiently meet the duties of the team, such as NDIS knowledge, services and feedback from participants and workers.
To ensure that the performance and abilities of the Owner/Director and Management are continuing to improve and develop, performance reviews will be conducted by the management team (or external source if no team). If there is a management team, they must also have their performance reviewed; this can be done by the Owner/Director or external source. This limits the possibility of corruption within the business and allows for authority improvement and development.
[bookmark: _Toc119403857]Conflict of Interest
Workers should avoid any dispute with their personal interests or any other individual's interests and their duties to Amwrelle Cleaning & Home Care Services. To monitor and enforce this, Amwrelle Cleaning & Home Care Services will require all workers to partake in training specific to conflicts. This includes conflict of interest and dealing with disputes. Training will consist of how to appropriately report and deal with conflict issues, as well as diffusion methods. This training must be continuously updated and managed to ensure relevant training is being conducted. As conflicts can lead to legal consequences, this aspect of training is crucial to ensure the safety of all workers and participants.
[bookmark: _Toc119403858]Supporting Documents
Documents relevant to this policy and procedure include:
· Governance - Organisational Chart, Position Descriptions and Risks Associated
· HRM - Staff Training Plan
· HRM - Conflict of Interest Declaration
[bookmark: _Toc119403859]Policy Review
Amwrelle Cleaning & Home Care Services may make changes to 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 and carers and workers every year.
All activities related to service planning, delivery, and evaluation will include workers, participants, and other stakeholders, and their feedback.
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