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[bookmark: _Toc119403965]4.06 Assessment, Planning & Review Policy & Procedure
[bookmark: _Toc119404273]Purpose and Scope 
The aim of this policy and procedure is for Amwrelle Cleaning & Home Care Services to establish and maintain a method for assessing, planning, and reviewing any participant support plans after they have been approved. This includes all disability-specific participants of Amwrelle Cleaning & Home Care Services, as well as their families, carers and advocates.
Amwrelle Cleaning & Home Care Services will ensure they are abiding by the planning criteria found in:
· Disability Act 2006
· Department of Human Services and Disability Services Planning Policy 2009
· NDIS Act 2013
This extends to all workers and meets relevant laws, regulations, and standards.
[bookmark: _Toc119404274]Definitions
	Planning
	Framework to encourage an individual with a disability to discover their needs, goals and expectations and the aspects in which they can be assisted in fulfilling them. For everyone, the planning will have a different goal and focus.

	Assessment
	Evaluate or estimate the nature, ability, or quality of.

	Review
	A formal assessment of something with the intention of instituting change if necessary.
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Detailed planning support is offered by service workers, to provide planning or case management services, with knowledge in developing confidential, community and disability-specific approaches as one of their key functions. The NDIA may fund this. For relevant contact details see Amwrelle Cleaning & Home Care Services’ Referral Database. Amwrelle Cleaning & Home Care Services will offer its participants specific preparation support, such as by providing advice, details and recommendations concerning service delivery. However, if Amwrelle Cleaning & Home Care Services does not encompass the correct resources to assist the participant in planning, Amwrelle Cleaning & Home Care Services’ workers will refer the participant to an appropriate service provider, this takes between 3-5 working days.
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Procedure
Participants will be presented with guidance and support to help them access the service by a person of their choosing, such as an advocate. Management must take into consideration the desires of the participant on acceptance or rejection of specific support services. Service providers offering current or similar services to participants will be included in the assessment, planning and review practices of participants. If physical access concerns are identified, Amwrelle Cleaning & Home Care Services’ Management will consider if the premises are accessible to the individual and, if it is not, how they can be made accessible. Where required, an interrupter or advocates may be used to confirm the participants verbal understanding. The Management will discuss the rights and responsibilities of participants with them for all assessment, planning and review activities. See Amwrelle Cleaning & Home Care Services’ Decisions Making and Choice Policy and Procedure.
All persons of Amwrelle Cleaning & Home Care Services are responsible for safeguarding and retaining all documentation of participants. Documentation will be stored and retained in the individual participant's file. Depending on whether the file is a hard copy document or electronic document, workers must follow correct document retaining protocol. Privacy and confidentiality of participants will be treated with respect and protection. They will be reinforced frequently, verbally and in writing to support the services offered by Amwrelle Cleaning & Home Care Services in accordance with Amwrelle Cleaning & Home Care Services’ Privacy and Confidentiality Policy and Procedure.
[bookmark: _Toc119404278]Assessment
After the intake interview where a participant is provided services and agrees that Management will engage with the individual to determine their expectations and establish a service agreement that both the management and participant agree on. Amwrelle Cleaning & Home Care Services Management must consult with the participant and conduct all assessment and planning interviews within 5 working days or as soon as possible after their acceptance.
The following information must be considered during the assessment process:
· Participants age, gender, sexual identity, culture, religion and capability.
· How, when, and where the participant requires the supports to be delivered and by who.
· Participant’s difficulties and potential resolution methods.
· The preference of gender/cultural backgrounds for relevant workers.
· Participant’s goals and needs.
· Participant support system


The interview process will take into consideration information already given about the participant in their NDIS Plan. Management will recognise and provide resources and linkages to other services, events, activities and services where appropriate that will increase the involvement of the participant in the community. Amwrelle Cleaning & Home Care Services will provide support to assist participants in accessing those activities. Amwrelle Cleaning & Home Care Services’ support will assist the participant in establishing, sustaining and improving independence, problem-solving, social and self-care skills, relevant to participant age, developmental stage and cultural surroundings. Support from Amwrelle Cleaning & Home Care Services will help participants gain control and responsibility for their decisions and improve their independence and community involvement.
[bookmark: _Toc119404279]Planning
Management must collaborate with the participant to formalize the supports and services provided in a Service Agreement by Amwrelle Cleaning & Home Care Services. Amwrelle Cleaning & Home Care Services’ Service Agreement Templates can be customized to each participant’s needs.
The Service Agreement Includes:
Participant aspect
· What the participant’s responsibilities are in accordance with the Service Agreement.
· The timeframe the participant requires the supports to be provided and how, when and where the supports will be delivered.
· How the participant and Amwrelle Cleaning & Home Care Services will handle any problems or questions that arise, including the handling of complaints and dispute resolution.
· Management must ensure the participant understands their service plan and is provided with a copy of the plan. A copy must be stored in the participant’s file, and key components must be identified in the Participant Management system of Amwrelle Cleaning & Home Care Services.
· The participant must sign the Service Agreement before Amwrelle Cleaning & Home Care Services can commence the delivery of any service.
Service agreement
· Service Agreements will be provided to participants prior to the commencement of services.
· How often the Service Agreement will need to be reviewed.
· Which timeline the notice is required for the participant or Amwrelle Cleaning & Home Care Services to amend or terminate the service agreement and how that will be done.
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Review
The terms of the supports will be reviewed every 6 months with the participant by the Operations Manager or Owner/Director: the participant’s short-term and long-term goals, needs and preferences. Amwrelle Cleaning & Home Care Services also puts a high value on the participants choice, control and involvement in their care and service provision, therefore workers always aim to include participants in their care and service provision which assists them in living a fulfilling life in accordance with their goals, needs and preferences
Amwrelle Cleaning & Home Care Services also utilised satisfaction surveys for participants. It allows them to voice their opinions, likes, dislikes and recommendations in either a named or anonymous format.
Flexibility will be provided based on the timing of review assessments, depending on the participant’s needs and expectations. If a participant wishes to change their service delivery before the 6-month review process, the individual can request a review or complete a change of booking form.
Factoring information in the participant’s NDIS Plan, if any changes to the services are required, the participant will need to complete a change of booking form, and the form must be attached to the participant’s service agreement.
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Documents relevant to this policy and procedure include:
· Records and Information Management Policy and Procedure
· Decision Making and Choice Policy and Procedure
· Service Access Policy and Procedure
· Providing Information, Advice and Referrals Policy and Procedure
· Feedback, Compliments and Complaints Policy and Procedure
· Participant - Service Agreement
· Privacy and Confidentiality Policy and Procedure 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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