Management of Care and Services Policy and Procedure
(G1)
Policy Statement
The purpose of the Management of Care and Services Policy at Banksia Care is to acknowledge our commitment to meeting our regulatory requirements in relation to staffing and affirm our belief that our staff are our most valuable asset in assuring the provision of high-quality care in our service. Banksia Care is committed to supporting our staff by ensuring an informative orientation program, ongoing professional development, a supportive, inclusive and safe work environment, and providing guidelines for conduct.
Scope
This policy applies to management, auxiliary staff, volunteers and contractors of Banksia Care.
Background
To comply with the Aged Care Services National Regulations, Banksia Care has developed this policy document to outline staffing and professional development procedures.
Legislative Requirements
· The Aged Care Act 1997
· Occupational Health and Safety Act 2004
· Occupational Health and Safety Regulations 2017
· Aged Care Quality and Safety Commission Act 2018
· Aged Care Quality and Safety Commission Rules 2018
· Accountability Principles 2014
· Code of Conduct for Aged Care – information for workers
· National Code of Conduct for Health Care Workers
· Guide to the Aged Care National Quality Standard
National Quality Standards (NQS)
	Quality Standard 7: Human Resources

	1
	Consumer Outcome
	I get quality care and services when I need them from people who are knowledgeable, capable and caring.

	2
	Organisation statement
	The organisation has a workforce that is sufficient, and is skilled and qualified to provide safe, respectful and quality care and services.

	3
	The organisation demonstrates the following:

	3a
	The workforce is planned to enable, and the number and mix of members of the workforce deployed enables, the delivery and management of safe and quality care and services.

	3b
	Workforce interactions with consumers are kind, caring and respectful of each consumer’s identity, culture and diversity.

	3c
	The workforce is competent and members of the workforce have the qualifications and knowledge to effectively perform their roles.

	3d
	The workforce is recruited, trained, equipped and supported to deliver the outcomes required by these standards.

	3e
	Regular assessment, monitoring and review of the performance of each member of the workforce.


Principles that Inform our Policy
All decision-making about our Management of Care and Services Procedure is carried out in accordance with the principles of our Management of Care and Services Policy.
· It is recognised that every member of our team impacts the health and wellbeing of others.
· We all have a role to play in creating an environment that supports and promotes this within the care community as a whole and as individuals.
· Staff who are safe, well and working in supportive environments are able to provide the best attainable care to recipients.
· Our commitment to governance and leadership is enabled through our service philosophy, policies and procedures.
General Considerations
· By developing and upholding quality practices for all key staff, we strive to ensure the safety and wellbeing of all stakeholders at all times.
· All staff (including volunteers) are guided by professional standards at the highest level.
· Position descriptions serve to guide all staff in their requirement to adhere to all relevant standards, including the code of conduct and code of ethics. In addition, we provide an opportunity for reflection and regular professional development training across all areas.
· We appoint our responsible person in alignment with regulatory requirements and ensure the service is well managed with quality supervision.
· Volunteers and care recipients are valued and encouraged. All training is provided by experienced staff with reference to all policies, procedures and industry expectations.
· The responsibility for staff wellbeing is shared between the care community and individual staff.
· Everyone in the workplace has a responsibility to promote and maintain a healthy workplace.
· The responsibility for staff wellbeing also rests with leadership.
· Leaders will act to improve the mental health of all staff by looking at the cultural, structural and environmental factors within the care community that might support or hinder staff wellbeing.
· Confidentiality in the management of any employee matter must be maintained.
Considerations for Safety and Hygiene
· Provide a smoke-free work environment and encourage and support staff to quit smoking.
· Staff may be experiencing domestic and family violence, and its aftermath may impact their attendance at work or their ability to perform work duties.
· The pandemic can affect the mental health and wellbeing of staff, so strict adherence to COVID safe practices is critical.
· Provide healthy eating choices in the workplace by addressing healthy physical settings, such as food storage and preparation areas.
· Provide an opportunity for engaging socially with peers through the provision of staff rooms, break-out areas or outdoor seating areas.
· Provide access to information and resources that increase worker knowledge and awareness around key health areas.
· Banksia Care will ensure they are meeting its Workplace Health and Safety (WHS) requirements to avoid injury or illness.
· Information on various support services will always be readily available such as the Black Dog Institute, Beyond Blue and Lifeline.
Key Terms
	Term
	Meaning
	Source

	Code of Conduct
	Together with a code of ethics, the code of conduct helps guide interactions between management, aged care workers, and staff and inform the service decision-making processes relating to professional standards.
	Guide to the NQF (Quality Standard 7 – Human Resources)

	Code of Ethics
	Together with a code of conduct, a code of ethics helps guide interactions between management, aged care workers, and staff and inform the service decision-making processes relating to professional standards, especially when there are conflicting obligations or responsibilities.
Code of Ethics, although compliance with the code is not mandatory under the National Law and Regulations.
	Guide to the NQF (Quality Standard 7 – Human Resources)


Links to other Policies
· Communications Policy
· Duty of Care Policy
· Safety and Risk Management Policy
· Performance Management Policy
· Workplace Health and Safety Policy
· Staff Health and Wellbeing Policy
Induction and Ongoing Training
Banksia Care requires that induction and ongoing training of all staff include the Management of Care and Services Policy to enable staff to fulfil their roles effectively. In addition, Banksia Care promotes information sharing at staff meetings, sharing of information received from industry trends or changes in legislation, and in consultation at policy review sessions.
Policy Created/Reviewed
	Policy Created/Reviewed
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Monitoring, Evaluation and Review
This policy will be reviewed annually or on the occurrence of any relevant legislative Management of Banksia Care will conduct reviews in consultation with educators at staff meetings.
Staff Management and Professional Development Procedure
Management will ensure the following:
· Appoint a nominated supervisor for periods when the service or the approved provider is absent.
· Ensure all staff in charge are fully aware of obligations related to guardianship and human rights laws.
· Ensure the nominated supervisor has displayed the name of the nominated supervisor at the main entrance.
· In writing, advise regulatory authorities of any changes to the nominated supervisor.
· Detail the name of the nominated supervisor on all records for each occasion care recipients attend the care service.
· Ensure that no staff member, volunteer or practicum placement student is affected by drugs or alcohol whilst attending the service.
· Provide an opportunity for regular professional development, including training on the Charter of Aged Care Rights and National Quality Standards.
The nominated supervisor/responsible person will ensure the following:
· Ensure that they meet their obligations in relation to the regulations affecting staffing arrangements.
· Ensure they are present whenever the approved provider is unavailable or absent.
· Never be affected by drugs or alcohol whilst at the service, and ensure the same applies to their staff, practicum placement students and volunteers.
· Be fully aware of obligations related to the Charter of Aged Care Rights and National Quality Standards laws and complete any jurisdictional requirements for training.
· Undertake any professional development training as directed by management to ensure currency of knowledge.
· Display at the main entrance the name of the nominated supervisor.
· In the event the name or details of the nominated supervisor change, advise the approved provider immediately.
· Meet all responsibilities in relation to the delivery of all service programs, including but not limited to supervision, welfare intent, safety, health, wellbeing, medication, collection and delivery to service, ratios of staff, and professional development opportunities.
· Record the name of the nominated supervisor for every session care recipients are cared for at the care service.
Aged care workers/staff will ensure the following:
· Be aware of and follow the Management of Care and Services Policy and Procedure.
· Ensure the State requirements concerning education and care qualifications, first aid qualifications, immunisation history statements and police clearances, or the Australian College of Care Workers (ACCW) registration details (jurisdiction dependant) are met and always maintained.
· Attend any professional development identified as required by management.
· Not consume or be intoxicated by alcohol or drugs while employed or engaged by the service and in control or supervision of children.
· Abide by the Code of Ethics.
· Adhere to the Code of Conduct.
· Ensure quality staffing practices are implemented in line with the National Quality Standard (especially Quality Standard 7 – Human Resources).

