
1. GO V ERNANCE P OLICY  AND  P RO CED U RE

Po licy  Code CDC.01.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 23rd April 2023

1. PUR POS E AND SCOP E

This pol i cy and procedure demonstrate Cosmos Divine Care Pty Ltd’s commitment to sound governance and describes
how the organi sati on’s governance i s ca rri ed out and reviewed.
This poli cy and procedure appl y to  the Di rec tor, an d a ny addi ti onal staff, where empl oyed.

2. RISK

This poli cy and procedure respond  to  organi sati onal ri sk related to governance. Specifi call y:

 Failu re to c learly defi ne manag eme nt res pons ib il it ies may res ult in no n -compl iance with NDIS and s t at e 
reg ulati ons and ex pos es t he org anis at ion t o the malfeas ance and a buses t hos e reg ulat io ns are des igned t o
p rotect.

 Failu re to ens u re manag eme nt hav e, o r can s ourc e, adequate ex pertise to fulf il t heir ro les , may res ult in
po or manag eme nt a nd potent ially  res ulting  in poorly  delivered, inter rupted  or ev en hazard ous s erv ices .

 Failu re to a rrang e v iab le rep lacem ent s t aff f or c irc ums t ances w here key pers onnel become unav aila ble
may res u lt in disc o ntinuity of s erv ices t o partici pants , p otential ly putt ing t he ir wel lbei ng at risk and
reflect ing po or ly on the o rganisat ion  as  an NDI S p rov ide r.

 Failu re to de fine a clea r pos ition on con fl icts of int eres t ex poses t he org anis at ion t o mal feas ance
and  dis repute.

Ri sk treatment i ncl udes:

 C lear s t at eme nts  of the organisat io n’s g overnance  pol icy
 Ensuring t hat relev ant s t aff have acces s t o, read a nd un ders t and the p olicy
 Rev iewing t he po licy  regular ly or as  circumst ances requ ire.

3.  DEF INITIONS

Gov e rnance i s the process by whi ch org ani sati ons are di rected, contr ol l ed, and hel d to account. I t
encompasses authori ty, ac countabi l i ty, stewardship, l eadershi p, di rections, an d control exerci sed i n the
organisation   ( Aust r alian  N ation al  Audit  Office,  1999).

4.  PO LICY

Cosmos Divine Care Pty Ltd has effective systems and processes in place to gui de and support its overal l di rection,
effectiv eness, supervisi on processes and i nternal and external accountabil i ty. Accountabl e and transparen t
governance arrangements ensure C o s m o s   D i v i n e   C a r e   P t y   L t d :

 compl ies w ith re levant leg is lat io n, reg ulatio ns, and  contractua l ar rangeme nts .
 s upports  and  dev elops  its  s t aff (where s t aff are e mploy ed); and
 delivers qua lity and  s afe s erv ices  t o its  pa rticipant s .

The Di rector has the qual i fi cations and experience to d eal wi th i ssues relating to financial and l eg al matters, human
resources, servi ce manag ement and service promotion and/or busi ness partnershi ps i n pl ace to achi ev e these
requi rements.

Where the Di rector i dentifies the need or desi re to add Directors to the company stru cture, consi derati on w i ll be
g iven to  a n  appropriate person  r epresentative of the communi ty  of need and diversi ty i n the l eadershi p structure.

5. PROC EDURE
Overview



 Cosmos Divine Care Pty Ltd o perates  in a ccor dance wit h the  t erms  s et out in  its cons t itution.
 Cosmos Divine Care Pty Ltd o perates in a ccor dance wit h the ‘ Replaceable Rules ’ outli ned i n the

Co rpo ratio ns Act 20 01 (Cwlth) , wh i ch  out line the  met hod  of g overnance fo r the o rg anis at ion.
 Cosmos Divine Care Pty Ltd o ffers c ontract s hi ft to c ompany’ s w orkforce ; theref ore, al l acknowledge and

ag ree that t hey mus t com ply wi t h the Labou r H ire L icens ing Act 2018 (V ic) a nd Lab our Hi re Li cens ing
Reg ulati o ns 2018  (V ic).

 The Direct or has res ponsib ility fo r al l as pects of th e bus ines s inc lud ing partici pants and s erv ice del ive ry,
huma n res ou rce s , pro perty maintenance and f inances .

 The Direct or w ill ens ure that  pro ces s es  are in p lac e  to receive feed back about:
 people ex erc is ing thei r  r igh t s and  res pons ib il ities
 us e of adv ocacy s ervices w ith  parti cipants
 alleg at ions o f mis co nduct/a bus e or qua lity of  care  or s up po rt conce rns
 implementat io n o f res t rict iv e practi ces w ithin  t he  s ervice

Cosmos Divine Care Pty Ltd v al ues stakehol der participation a nd acknowledg es the i m portance of feedback in
i m proving outcomes for peopl e ac cessi ng the servi ce.

Responsibilities

 The Direct or is res pons i ble for Cosmos Divine Care Pty Ltd’s NDIS -s pecific s ervice delivery, inc lud ing:
 C omplian ce mon it or ing – ensur ing com pl iance wit h the object iv es , pur pos es and v alues of t he o rganisa t ion ,

and  w it h  it s const i t ution.
 Organisa t iona l g overnance – s et t ing or ap provi ng policies , plans an d b udget s to achieve thos e o bjectiv es ,

and m onito ri ng perf o rman ce ag ainst them.
 St rateg ic plann ing  –  reviewing and a ppr oving s t rateg ic dire ct ion  and initiat iv es .
 Reg ulatory mon itor ing – ens ur ing that the organis at ion c ompl ies w ith al l relev ant law s , reg u lat ions,

an d reg u lat ory re qui re ments .
 Financ ial m onito ri ng – rev iew ing t he org anis at io n’ s budg et , mon itor ing manag eme nt and fina ncia l 

pe rfo rmance to e ns ure  t he s olvency, f inanc ial s t rength ,  and g ood  perf ormance  of the  org an is at io n.
 Financ ial repo rting – p repar ing , cons ide ring, a nd a pprovi ng annua l f inanc ial s t at eme nts and requ ired

repo rts .
 Organisa t iona l s t ructure  – s et t ing and mai ntain ing a frame w o rk of  deleg at ion and i nternal contr ol.
 Bus ines s contin uity pla nni ng – ens ur ing app rop ria te proces s es are in place t o ens ure bus ines s cont inu ity for

part icipa nt s .
 Ris k manag eme n t – rev iewing and m onito ri ng the effectiven es s of r is k manag eme nt and comp liance in

t he o rg anis at ion ; ag reeing or ratifyi ng all pol icies and decisi ons o n mat t ers w hich might cre at e s ignificant
ris k to the org anis at ion , f inanc ial or otherw is e; and

 D ispute manag eme nt – dealing w ith and ma nag in g conflicts t hat may aris e within the org anis at i on, inc lud ing
c onf lict s ar is ing  betw ee n s t aff, contract ors, v olunteers , s t udents,  o r part ici pants .

 

Continuity of S erv ice

Cosmos Divine Care Pty Ltd w i ll del iv er s erv ices as des crib e d under “Res p ons ib ilit ies of the Prov ider” in t he
part icipa nt ’s NDI S S ervice Agreem e n t .  That is,  to:
“Provide [the pa rtici pant ] w ith the s upp orts we ha v e ag reed to prov i de, at the ag reed time, an d i n a man ner
c ons is t ent with al l r elev ant laws , inc lud ing t he Na t ion a l Disabilit y I n su ran ce S c h em e Act 2013 an d ru les , and
t he Aus t ral ian C ons umer Law; kee p our s ched uled app ointments w ith [the part ic ipant ] or g iv e… a min imum
o f 12 h ours ’  noti ce i f  we need to  ma k e  a chang e to a  s cheduled ap po intment. ”

Cosmos Divine Care Pty Ltd wi ll dev elop pr oces s es t o provide conti nuity o f services if unab le to meet t he above
requ irements , inc lud ing (b ut n ot lim it ed to) : arrang ing f or contract ors t o provi de s erv ices ; o r s ig ning
M emorandums  of U nderst anding w ith oth er lo cal service  pr ovi ders t o provide  s erv ices .

Note: T h e Director must en sure continuity o f ma nagement b y d ocu men ting a system of d eleg a ted responsibility
in the event of th eir ab sen ce.

Th e Director is r esp onsible to check th a t replacement staf f h a ve undergone mandatory criminal h istory checks,
h a ve appropriate qualifications (where n ecessary to d eliver th e service), a nd h a ve b een indu cted such th a t they
ca n d eliver service s o n Cosmos Divine Care Pty Ltd’s b eh alf (see Human Re sources Policy an d P rocedure ). Co nf lict
of Interest

 The pers o nal interes t s of s t aff, and th ose of a ny as s ociated pers ons , mus t n ot be all owed to tak e p recedence



ov er those  of  Cosmos Divine Care Pty Ltd g enera lly.
 St aff shoul d s ee k to av oid con fl icts of interest wherever pos s ible. Fu ll and pri or dis cl os ure o f any c onf lict,

potentia l c onf lict, or the ap pearance of a potential conf li ct mus t be made t o the Di rector. Once the co nflict
has been declared , the Di rector mus t deci de wh at act io n to  t ak e to manage the confl ict .

 Failu re to res pond t o actual or potent ial c onf lict s of i nteres t can damag e the reputation of and commun it y
conf idence  in  Cosmos Divine Care Pty Ltd. I t may  als o have leg al rami ficat i ons .

 St aff mus t not tak e advantag e of the i r p os ition t o g ain, d irect ly or ind irect ly , a pers onal benef it, or a benef it
fo r any as s ociat ed  pers on (e. g ., a family mem ber or  anothe r o rg anis at ion).

      St aff must not mak e us e of ins i de i nfo rmat ion.
      When mak i ng decis i ons , st aff s ho uld  cons i der:
 D o I hav e a ny pers ona l o r p rivat e interes t s in a ma t t er that may confl ict o r be perceiv ed to con fli ct with my

d uties in  t he o rg anis at ion?
 C ould the re be a  benef it fo r me, my  family,  or fr ie nds into  t he futu re i f I inv olv e my s elf i n a mat t er?
 How will my i nvolve m e nt  be v iew ed by  others ?
 Does my  involveme nt in the  decis i on  being made  appear fa ir a nd  reas onable?

POLICY AMENDMENT RECORD
DATE BRIEF DESCRIPTION OF

AMENDMENT
AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



2 .   S T RATEGIC AND O P ERATIONAL  P LANNING P OLIC Y AND  P ROCED U RE

Po licy  Code CDC.02.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 13th April 2023

1.  PUR POS E AND SCOP E

Strategic and operational pl ans i denti fy the organi sati on’s speci fi c objectives and the requirements for
achiev i ng these objectiv es. The operati onal pl an g ui des the organi sation’s acti ons, determi nes servi ce delivery
m odel s,  and  al l ows  m onitoring  of  prog re ss  and achi evem ent.

This poli cy  and procedure appl y  to the Di rector, and a ny  add it ional staff, where empl oyed. 

2. RISK

Wi thout a Stra teg i c and Operational Pl an, organisational ri sks i nclude:

 fail ing t o recognise capac ity -related pro blems t hat are obst acles t o the s afe and re liab le de liv ery
o f s erv ices operat io nal lia bi lity operat io nal ex pans i on the organisat io n’s rep utation in t he NDI S
commu n ity .
 being i ll-e qui pped to  rec og nise  and s erv ice  need a s  it arises .
 being un prepare d to ex pan d s ervices w hen  o ppo r t unity aris es .
 being unab le to commun icate the o rg anis at ion ’s g oals t o s t aff an d partici pants , who are the refore

unab le to  contr ib ute v aluable  feedback.
 being unab le to  as s es s  feedback ag ains t a s t able set of object iv es .

Ri sk treatment i ncl udes:

 dev eloping a  St rateg ic and  Operati onal Plan . 
 communicating o rg anis at iona l object iv es  t o s t aff and  part icipants , as appro priate.
 s eek ing s t aff and part ic ipant  feedback.
 rev iew ing the Plan  reg ular ly i n  l ine w ith:
 org anis at iona l an d othe r r is k as s essments
 s t aff and part ici pant feedback
 s ervice outcomes  dat a
 s t aff capacity and av ai lab le res ou rces
 leg is lation a nd  reg ulatio n
 current  need

3.  DEF INITIONS

Strate gic Plan – A set of s tatements describi ng the purpose and ethical conduc t for the org ani sati on, together
wi th the specific strategies desi gned to achi eve the targets set for each of these.

Ope rational P lan – A pra ctical plan used t o outl i ne ho w strategies will be achi ev ed.

4. PO LICY

 Cosmos Divine Care Pty Ltd is committed to w orki ng to an ag reed o rg anis at iona l v is io n and s et of v alues,
and t o us ing t hes e  to  inf orm  pla nning an d s erv ice de livery. 

5. PROC EDURE

 Cosmos Divine Care Pty Ltd’s Di rector dev elops, w orks t o an d annua lly rev iews a three -y ea r Strateg ic Plan,
w hic h i dentif ies t he key outco mes t hat the org anis at ion wants t o achieve, i n l ine w it h the ag reed v isi on
an d v alues of the org anis at ion.

 I n rev iewing t he Strateg ic Pla n, the D irect o r wi ll s e ek input f rom parti cipants and other s t ak eholders, as
appr opr iat e.

 The Direct or w ill fo rmal ly review and update the S t rateg ic Plan each fi nancia l y ea r and at times of s ig nif icant



an d una ntic ipated  change. 
 Annual Operati onal Plans f orm the bas is of the D ir ect or’s ex pect at ions o f each y ea r and are s ubject to

regu lar m onito r i ng and rev iew .

POLICY AMENDMENT RECORD
DATE BRIEF DESCRIPTION OF

AMENDMENT
AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



3. COM P LIANCE P OLI CY AND  P RO CEDU RE

Po licy  Code CDC.03.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 24th April 2023

1. PUR POS E AND SCOP E

This poli cy and procedure ensure that Cosmos Divine Care Pty Ltd compl i es with the rang e of leg i sl ative, regul atory,
and  contractual  requi rem ents  that  appl y  t o  i ts  operations  and  ke eps  abreast  of chang es to these requirements.

This policy and procedure appl y to t he Director, and any addi ti onal staff, s tudents, contractors, and
vol unteers.

2. RISK

C ompliance wi th state, c omm onweal th and N DI S reg ul ations i s fundamental to servi ce deli very under the
N DI S. Rel yi ng on external audi ts t o i dentify compl i ance i ssues and non -conformance wi th the N DIS Practice
S tandards may re sul t i n critical i ssues goi ng un detected , poor quali ty or dang erous servi ces and the possi bl e
deregistration of the organi sati on.

Where org ani sati ons attend to compl i ance at the servi ce manag ement l evel but fai l to trai n and moni tor staff, the
organi sati on risks del i v eri ng services that  are non- compli ant.

Ri sk management i ncl udes:

 des ig nating res pons ib il it y for ens ur ing comp lia nce  w ith al l leg is lat ion a nd reg ulation .
 training and m onito ring s t aff in comp liance -aware nes s includ ing how pr oces s es are des ig ned

to ens ure comp liance, how pr oces s es capture dat a as ev idence of c ompli ance, how to n otify
manag eme nt and  repo rt n on -c ompl iant s ervice -de livery.
 record ing an d rep orti ng non -comp lia nce, a nd  rectifying p roces s es  accord ingly
 reg ularly  rev iewing p roces s es  ag ains t legislation, r eg ulations,  and  t he NDI S

Practice Standar ds t o i dentify a reas of n on - comp liance, cha ng es in compl iance requi reme nts
and ens u re co ntinu ing c ompliance.

3. PO LICY

 Cosmos Divine Care Pty Ltd is committed to maintai ning c om plian ce with a ll reg ulato ry , leg is lativ e and
c ontractua l req ui reme nts , and to  u s ing t hes e to inf orm plann ing and  s ervice del iv ery .

Specif ic Compliance Re quireme nts

 Cosmos Divine Care Pty Ltd w i ll comp ly w ith a ll data co llecti o n, s ervice deliv ery an d financ ial repo rt ing
requ ireme nts  of a ll relev ant V ic t orian  and Comm o nwea lt h g overnment ag encies .

NDIA Re gistered NDIS Prov ider Compl iance

 As a NDI A Reg iste red NDI S Prov ider , Cosmos Divine Care Pty Ltd mus t comp ly w ith the ND I S Term s of
Bu sin es s and  t he NDI S G u ide  to S u ita b ilit y .

 Cosmos Divine Care Pty Ltd w i ll cont inue to as s es s its compli ance with the Term s of Busin ess and G u ide to
S u itab ility  as  part o f it s ann ual s elf-as s es s ment ag ains t the NDIS Practice Standa rds.

4. PROC EDURE

O v e rv ie w

 The Direct or  is res pons i ble  for ens ur ing  Cosmos Divine Care Pty Ltd is , an d rema ins , compl iant.
 The Direct or ( or delegat e) w ill mo nito r cha ng es t o leg is lat ion and s ervice s t andards and ens ure reg ulato ry

comp lian ce via o ng oing contact w ith relev ant government ag encies , webs ites , and me mbership of peak
org anis at ions , and v ia i nternal rev iew s and ex t ern al aud its . Polic ies and proced ures w il l be updated
acco rdi ng ly as  comp li ance requ ireme nts chang e. St aff wil l be  imme diately a dvis ed of a ny changes .

 The Direct or ( or deleg at e) w ill f os t er a com plia nce -aware work p lace by incl udi ng updates to relev ant



requ ireme nts and re g ular i nfo rmation s haring s es s ions on ag endas for s t aff mee t ings , ens uri ng s t aff
unde rs t and their compl iance  res pons ib il ities .

 The Direct or ( or  deleg at e) is res po ns ible  fo r ens ur i ng all ex t erna l rep orti ng requi reme nt s are met .
 The Direct or ( or deleg at e) is res po ns ible fo r i ntern al rev iew s and ex t erna l audits , i n acc orda nce with the

at t ached  I n t ern a l Review a n d Extern a l Au d it S c h edule.  Thes e will be tracked  in the  Co m p lia n c e Register .
 All s t aff a re res po ns ible  fo r ma nag ing c ompl iance  w ithin the ir a reas  of infl uence.

Re porting Compliance Fa ilure

 Cosmos Divine Care Pty Ltd enc ourag es pr oactive rep orti ng o f comp lian ce fai lu res , breaches , is s ues ,
inc idents and c ompla ints . 

 All s t aff mus t n otify t he Di rect or on ce they becom e aw are that a comp lia nce failu re has o ccur red or is l ik ely
t o o ccur ,  or that a  compl iance - relat ed compla int has been  made.

 The Direct or m us t addres s compl iance fai lures o r compl iance - relat ed compla ints upo n bec oming aw are of
them ,  i n o rd er to re -es t ablis h compl iance an d p rov ide  pr otect ion t o the o rg anis at ion as qu ickly as p os s ible.

POLICY AMENDMENT RECORD
DATE BRIEF DESCRIPTION OF

AMENDMENT
AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



04. V EH ICLE SAFETY PO LI CY AND P ROCED U RE

Po licy  Code CDC.04.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 13th April 2023

1. PUR POS E AND SCOP E

To ensure tha t the  use of mot or vehicles i n the course  of performi ng work duties with  Cosmos Divine Care Pty Ltd i s 
safe and com pl i es with legisl ative requi rements.

This policy and procedure appl y to t he Director, and any addi ti onal staff, s tudents, contractors, and
v ol unteers.  I t  shoul d  be  read  i n  conju nction  wi th  the  Wo r kp l a ce  H ealth  and  Sa fety P ol i cy a nd P roced ure.

2. PO LICY
The  heal th  and  safety  of  al l  Cosmos Divine Care Pty Ltd staff,  v olunteers,  contra ctors ,  participants,  and vi si tors are of utmost   
i m portance,   i ncludi ng   when service deli v ery  requires the use of vehi cles.

3. P R O C E D URE

O v e rv ie w

 All v ehi cles  us ed o n Cosmos Divine Care Pty Ltd b us ines s mus t be maintained  in  a roadwo rthy 
con diti on.

 St aff are re qui red to s ig n the Pri va t e Mo t o r Veh icles Det a ils Fo rm f or eac h privat e v ehicle us ed on
Cosmos Divine Care Pty Ltd bus i nes s t o conf irm  t he v ehic le is reg istered and  roadwo rthy.

 St a ff s hall  not d rive a veh icle  on C o s m o s   D i v i n e   C a r e   P t y   L t d   bus ines s  unles s  they hol d a current D riv er’s 
L icence.

  There a re no circu m sta nces  unde r  whic h s t aff s h ould  not c omp ly with al l road a nd traf fic  ru les w hen 
u ndertaking w o rk duti es .

 St aff mus t advis e their s upe rv is or in w riti ng of a ny motor ing of fences w hich may dis qual ify them f rom 
d riv i ng leg ally as s oon  a s pos s ible after  noti ficati on by t he relev ant autho rity.

Compliance with Ro ad Rule s

Staff  m ust  be  aware  of,  and  compl y  wi th,  al l  road  and  traffi c  rul e s  when  dri vi ng  a  company vehi cl e, or dri v i ng a 
private vehi cle for  Cosmos Divine Care Pty Ltd busi ness includi ng :

 w ea ring of s eat belts ,  inc lud ing ex pander  belts  w h ere requ ired  (both  dr iv er and pass eng ers);
 obs erv ing s peed l imits ,  tra ffic  l ig hts  and r oad s ig n s .
 not dr iv ing w hen  unde r  the i nfl uence  of a lcoh ol, d rug s , or pres cr ipti on medication  w hic h  may affect  driv ing abi lity .
 not us ing a  hand- held  mob ile p hone  or electr onic  dev ices  w hile the v eh icle is moving o r is s t at iona ry but n ot park ed.
 Nev er operate the v eh icle  under  t he i nfl uence o f  drug s  or a lco hol.

Staff are responsi bl e for any traffi c or parki ng i nfri ng ements they i ncur while dri v i ng a pri v ate vehi cl e on Cosmos Divine Care Pty 
Ltd busi ness.

Emergency T ransport
C ompany  or  private  vehi cles  shoul d  not  be  used  for  e merg ency  transport.  A n  ambul ance  or other emerg ency 
response vehicle shoul d always be cal l ed i n an emergency.

Participa nt Transport

Participants should not be transported i f there i s any concern f or t he safety of the dri ver or passeng ers, for exam pl e,
concern rel ated to a par ti ci pant di stracting t he dri ver. The dri v er i s i n charge of the vehi cl e and takes responsibi lity
for how peopl e behave in the vehicle. Where there i s any concern about the behavi our of passeng ers, staff should
p ul l  over  and  park  the vehi cl e.

A s the driver of the v ehi cle, staff may determi ne the num ber of passeng ers they are comfortable
transporting, however this must not exceed the all owabl e number for the vehi cle bei ng dri v en. The v ehi cle m ust
hav e seat restrai nt s for al l passeng ers carri ed. Where appropriate restraints are no t fitted (e. g . baby capsul e or
bol ster seat f or parti ci pant’s chi l d), staff must not transpor t the participant, ra ther, t hey should organi se a taxi or
publ i c   transport.



Breakdowns and Ac cide nts

I n  the event of any accident which invol ves i njury or property damag e, staff shoul d i nform the Director as soon  as 
prac ticable.

A n Incident Report must be  compl eted for al l m otor vehi cl e accidents, i ncludi ng mi nor ones.

Staff  are  encourag ed  to  com prehensi vely  i nsure  their  v ehi cl e  as  Cosmos Divine Care Pty Ltd does  not accept 
responsi bi l i ty for any damag e whi ch mi g ht occur to staff  vehi cles.

I n  the event of a  breakdown, staff  shoul d con tact thei r Roadsi de Assi stance provi der and i nform their 
supervi sor as soon as practicable. Shoul d t he staff mem ber experience a breakdown while provi di ng a service 
for a  parti ci pant,  the staff mem ber wi l l di scu ss the appropriate action wi th t hei r supervisor.

Smoke Fre e Environme nt

Smoki ng i s prohi bi ted i n company and private vehi cl es when transporting passeng ers on Cosmos Divine Care Pty Ltd
busi ness. Where staff do sm oke i n thei r p ri v ate v ehi cl e, they are responsi bl e for ensuri ng the ai r is clear of smoke
prior to transpor ti ng passeng ers.

POLICY AMENDMENT RECORD
DATE BRIEF DESCRIPTION OF

AMENDMENT
AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



5. FINANCI AL MANAGEMENT  AND  D ELEGAT IONS ’  P O LICY AND P ROCED U RE

Po licy  Code CDC.05.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 23rd April 2023

1. PUR POS E AND SCOP E

The Fi n a n c ial Ma nag ement a n d Del egations P ol i cy g ui des how Cosmos Divine Care Pty Ltd safeg uards and makes
the best use of the funds i t manag es by provi di ng gui del i nes for who can approv e expenditure; ensuri ng that financial
records  are  kept  to  a  pr oper  standard;  and  preventi ng fraud or mi sm a n a g ement.

This poli cy and procedure appl y  to the Di rector, staff, students, contra ctors, and  volunteers.

2. RISK

Cosmos Divine Care Pty Ltd i s responsi bl e to:

 t heir pa rtic ipant s  – to ens u re that the s ervices t he y  purchas e are  del iv ered as per the Servi ce Ag ree ment.
 t he NDIS – to ens ure that  invoi ces  lodg ed  ac curat ely repres ent the s erv ices delivered.
 to other ag enc ies  – to ens ure  t hat fi nancia l res p o ns ibi lities are met .
 to s taff – to ens ure  that st aff un ders t and thei r  res pons ib il it ies  t o the

org anis at ion , the  NDI S and to the ir  part ic ipant s .

Fraud, corruption,  and the  m i sm a n agem ent of funds  m ay threaten:

 the finan cial v iabi lity o f the  organisat io n
 the reputat io n of  t he o rganisat ion
      the s ecurity of  t he org an is at ion ’s personne l
      the rights of the  org an is at ion’s  partic ipant s .

Ri sk treatment i ncl udes:

 clear de legat ions of  res pons ibi lity and  autho rity .
 transparent fi nanc ial reco rd kee pi ng .
 clear p olicy, ac ces s ible to  relev ant s t aff.
 reg ular  rev iew of  reco rds and  s t aff perf orman ce a s approp riate.
 reg ular  rev iew of  ris k treatm e nt mea s ures .

3. DEF INITIONS

Asse ts - non-c onsumabl e i tem s of tangi bl e property  (i n cludi ng  f ixtures) that  have  a service l i fe greater than one 
year. A ssets can i ncl ude:

 non-med ical equipment.
      equipment  or a ids t o s up port  partic ipant s .
      electron ic equ ipment  (s uch as com puters);
 furn iture;  and
 motor v ehic les .

Fraud – di shonest ac ti v i ty causi ng actual or potential fi nanci al l oss to any person or entity includi ng theft of money
or o ther property by staff m em b e r s or peopl e external to the entity and where deception i s used at the time,
i m m ed i ately before or i m m edi a tely fol l owing the activi ty. This al so includes the del i berate fal sifi cation,
con ceal ment, destruction or use of fal si fi ed documentation used or i ntended for use for a non -busi ness purpose or
the i m proper use of information or posi ti on for  fi nancial benefi t (AS  8001- 200 8 Fr aud  an d  C o rrup t ion  Co nt ro l).

Corruption – di shonest activity i n which a director, executi v e m anag er, m anag er, staff mem ber or contra ctor
of an entity a cts con trary t o t he i nterests of the entity and ab uses hi s/ her posi tion of trust i n order to achiev e 
g ai n  or  advantag e  for  themselves  or  for  another person or enti ty  ( AS  8001- 200 8 Fr aud  an d  C o rrup t ion  Co nt ro l).

4. PO LICY

Cosmos Divine Care Pty Ltd i s committed to effecti ve manag em ent of i ts finances and the preventi on of fraud or



m i sm a n agement of i ts funds. Cosmos Divine Care Pty Ltd wi ll m aintain fi nanci al m anagem ent and accoun ting systems
that:

 are trans parent a nd acc ountab le.
      allow  for t he kee ping  of f ul l and  accu rate reco rds .
      allow  budget ing and  rep orting  on an  accr ual bas is .
 mee t applica ble Aus t ral ian A ccou nting St andards;  and
 are cons is t ent with the  fi nancia l c om pl iance an d r eporting  requ ireme nts  
fo r any of the  org anis at io n’s g overnment f und ing ar rang eme nts .

Cosmos Divine Care Pty Ltd will:

 prepare  fina ncia l s t at eme nts  according to  t he Aus t ralian  Accou nting St andards ; an d
 have its accounts and  reco rds aud ited  in  acc orda n ce wit h Aust ral ian Au diti ng St andards .

5. PROC EDURE

Approvals and Delegations

 Cosmos Divine Care Pty Ltd c ompl ies  w ith the  Au stra l ian Ac c o u n t ing Standards  is s ued by t he Aus t ralian  
Acco unting St anda rds Boa rd. T h e Director w ill keep  u p -to-dat e with chang es  to thes e st andards to 
ens u re co mpliance.

 The Direct or w ill mainta in a C ha rt of  Accou nts for  t he entire b us ines s  t hat ens ures a consistent rep orting 
s t ructu re,  mee t s  budget manag eme nt needs and co nfo rms w ith the Nat iona l Aus t ral ian St anda rd Chart  
of  Acc ounts .

 The Direct or w ill co ntinu ous ly mon itor t he f inanc i al posit ion  of the org anis at ion  t o  mi nim is e the 
ris k o f f raud a nd ens ure that ex pend iture compl ies w ith the b udg et , is acc ounted  for  co rrect ly , and
is p rope rly authoris ed  pr ior t o ex pend iture  bein g  incu rred.

 The Direct or w ill mainta in a  Reg ist er of Ba nk Acco unts  for the  ent ire bus ines s , conta ini ng hol ding  bank 
det ai ls , o pen an d cl os e dates , interes t rat es , fees , cred it and  deb it card  ho lders an d ex pi r y dat es  for 
c redit ca rds .

 The Direct or  has res p onsib ility fo r al l ex pend it ure.
 Acces s t o  I nternet Banking and  EFT  t rans fers is  res t rict ed to the  D irect o r an d contro lled  by a user  I D and 

pas s w ord , b oth of  w hi ch mus t remain confi dentia l, a nd u nder  no  cir cums t ances be div u l g ed to any one 
els e.

 Receipts  for al l ex pend iture mus t be  prov ided to  a nd retai ned  by the Direct or.
 The Direct or w ill autho ris e and  mak e reim bursem ent  payments  for s t aff work-related ex penses .
 The Direct or w ill mainta in a Pet t y C as h float  of  $2 50.00. T his w i ll be kept in  a s afe or l ockable  cabi net. 

Receipts  mus t accompan y all c laims f or ex pend iture.

Ba nk Accounts

 The Direct or  is t he s ig natory f or C o s m o s   D i v i n e   C a r e   P t y   L t d ’ s   bank acco unts .
 The Direct or ( or  deleg at e) w ill mai ntain a  C onting ency Bank Accou nt fo r the org anis at ion , to  pr ovide cas h

i nteres t and to  dep o s it: s t aff accruals ;  s urplus f unds ;
 long s erv ice  leave, s ick leav e and  accumu lated an nual leave  entitleme nts .
 as s ets replacement fun ds .
 training funds ;  and
 maintenance f unds .
 The Direct or ( or  deleg at e) will ens ure  t hat al l debt s  are s et t led in a  t imely manner and  w ill  not al low  

ord inary  operati ng ex pens es  t o become undis cha rg ed debts bey ond  a three -m onth pe ri od  from  t he 
time they w ere incu rred.

 The Direct or w ill manag e the C onti ng ency Accoun t . I t w ill be  reconc ile d monthly, and  fu nds can  only  be 
acces s ed with the  s ignature of  t he D irect o r.

Assets

 D et ails of al l as s et s owned by  Cosmos Divine Care Pty Ltd w i ll be rec orded  in  t he As set Reg ister .
 When an  as s et is s old o r othe rwis e dis p os ed of  th e details of  t he d is pos al (s uch as s ale pr ocee ds ) wi ll b e 

rec orded  in  t he f in ancial reco rds and  reco rded in the A sset Reg i ster .
 Where an  as s et is los t , damag ed, or des t royed  Cosmos Divine Care Pty Ltd w i ll  repa ir or replace the as s et 

if  it is s t i ll requ ired.
 As s et depreciation w il l be  reco rded  in acc or dance  w ith  Au stra lian Ac c o u n t ing S t a nda rds.



Insurances

 The Direct or is res pons i ble  for ens ur ing al l peo ple  and equ ipment as s ociat ed with Cosmos Divine Care Pty 
Ltd’s operations a re covered  by  relevant ins ura nces .

 The Direct or w ill mainta in an  I n sura n ces Register , noting t he ty pe  o f ins urance , the name a nd  
number  of  t he po licy , th e annual prem ium an d ex piry dat e of  t he cu rrent  pol icy .

 The Direct or w ill ens ure that c ost s  of i nsurance  re flect the  mark et s ituatio n and that po lic ies are  
renew ed no les s t han 1 4 day s  before ex pi ry. 

Bu dget processes

 The Direct or w ill pre pare an  annua l  itemised budg et for the  fo rthcomi ng financ ial y ea r in  
co ns ult at ion  w ith  an  in dependent  accountant.

 The bu dg et w ill  be dev elo ped based   on ana ly s is of  the  cur rent and  previ ous y ea r's income an d 
ex pend iture,  t ak ing into  co ns id erat ion a ny known c hanges to fund ing ar rang eme nts .

 The Direct or w ill s et annual bu dg et s  for the p rog r ams  under thei r c ontr ol, accord ing t o the av ai lab le 
fu ndi ng.

 All mo nies rece iv ed by the o rganisat ion  mus t be r ecorded.
 The Direct or w ill pre pare a  quarter ly rep ort  of ex p endit ure ag ai ns t t he budg et .
 The Direct or ( or  deleg at e) will p repare F inan cial  St at eme nts  for s ubmis s ion  t o  fund ing bo dies at req uire d 

i nterv als as s pecifie d i n   any fund ing c ontracts . Thes e will be en dors ed  by the Direc t o r an d i ndepe ndent 
acco untant p rio r to s ubmis s ion where  requ ired.

 The Direct or ( or  deleg at e) w ill c ondu ct a f inanc ial  reconc iliation  annua lly  in cons ult at io n with the  
in dependent ac countant a n d prepa re a F inanc ial Report f or the  D irecto r.

 The Fi nancia l  Rep ort wi ll  in clu de:
 Profit &  Los s  y ear to date.
 Balance Sheet f or  t he year to  dat e.
 G eneral Ledger f or the  y ear to date;  and
 Budget v s . Actual for the  y ea r to date.
 I n  each new f inanc ial yea r , the Di rector  w il l ens u r e that the prev io us year's financ ials are  doc umented, 

a rch iv ed, and  label led.
 Other s pecif ic a reas  of f inan cial  manag eme nt, s uc h as As s et M anag ement and Pay roll, w ill be  manag ed

in  acco rdance  w ith g eneral p ol icies  an d proced ures fo r thes e areas .

Repo rting

 Cosmos Divine Care Pty Ltd w i ll comp ly w ith the A us t ralian  E quiv alents  t o Internati ona l Financ ial 
Re port ing St andards (AI FRS).

Pa yroll

 Where s t aff a re co ntracted,  payro ll pro ces s es  w ill be oversee n by the Direct or. St aff  w ill s ubm it the req ui red 
d ocument at ion p ri or to  t he c losing o f the payroll pe rio d  in o rder  fo r s alar ies  t o be  paid.
 Pa y ment adv ice will be is s ued to  s t aff by ema i l f ol l owing t he p roces s es  of the w eek ly  pay .

Frau d and Corru ption Control

 Cosmos Divine Care Pty Ltd f raud  and c or rupti on  prev entio n   activities inc lude:
 The Direct or w ill ra is e g eneral awarenes s amongs t  s t aff (where app licable) about what f raudu lent 

p ractices are , i dentifyi ng p otent ial f raud , h ow t o  report  frau d and  t o make it very c lear that  frau dul ent 
practices w ith in  C o s m o s   D i v i n e   C a r e   P t y   L t d   wi ll not be  t ole rated.

 Cosmos Divine Care Pty Ltd’s employment s creening proces s es  (s ee  Hum an Resources Po licy an d 
Pro c ed u re ); and

 s t aff training. 
 All instances of s us pect e d f raud  or  co rrupt ion  rep ort must be  report ed  to:  the Direct or  (un les s t hat
pers on may be  imp licat e d); o r
 Police.
 All repo rts of f raud  or  co rru ption  s hou ld be  t reat ed in  con fide nce.
 When a  repo rt o r al leg at ion  of  fraud  o r co rru ptio n  is receiv ed , ev ery eff o rt mus t be made to dea l with 

s uc h  rep orts qu ick ly a nd dec is iv ely .
 The Direct or ( or  deleg at e) will re cord  al l re ports o f actual a nd s uspected fraud  or cor rupt ion , n oting t he 

natu re o f the  repo rt, the time  receiv ed, an d reme dial act io ns plan ned and  t ak en. A  copy  of the s e  



records s hal l be provide d  to the  relev ant autho rit ies  upon  t hei r re ques t .
 I n  ex amining cas es  of s us pected f raud , manageme nt and s t aff mus t ens ure that their inqu iries  do  not 

p rejud ice any s ubseque nt  inv es t ig at ion. I f  in  do ubt, do n ot pu rs ue any fu rther  inves t igat ions and the  
D irector s hall contact the Police.

 All cas es  s hould be t reat ed in  con fide nce and  on  a  need -to-kn ow bas is . Fals e rumou rs and  inn uendo  mus t 
be av oided to  protec t reputations  of  inn ocent people. I t is als o  imp ortant to  av oid  a lerti ng any p ers on 
who may  be s us pected of fra ud, or w ho is un der  inv es t ig at ion. This is  neces s ary to minim is e the chance  of 
a  cover  up o r  of v ital  ev ide nce being  des t royed.

 All d is cip line o r  mis co nduct  inves t igat ions relati ng to  Cosmos Divine Care Pty Ltd s t aff will be co nducted  
in  acco rdance w ith the  Hu m a n  Resou rce s Po licy an d Pro c ed u re.

National Disability Insuran ce Scheme (NDIS)

 The Direct or w ill ens ure that a ll of C o s m o s   D i v i n e   C a r e   P t y   L t d ’ s   financial  ar rangements reg arding NDI S 
s ervice de livery c omply with :

 t he NDI S Act 2013 (Cwt h ) , t he NDI S Rules , al l re lev ant NDI S g uidel ines , and al l pol icies is s ued by the NDIA
inc lud ing t he  NDI S Ter m s o f Bu sin es s an d G u ide  to S u ita b ility; an d

 any other  relev ant C ommonwea lt h  or St at e law or other  requ irements .
 The Direct or w ill de v elop  pr ic ing s t ructures  f or C o s m o s   D i v i n e   C a r e   P t y   L t d ’ s   services that align  with  t he 

pr ice c ontro ls and  quot ing req uireme nts in  pla ce fo r ND I S s upports , in acc or dance with  t he  NDI S 
VIC/NSW /QLD/TAS Price G u ide .

 The Direct or ( or  deleg at e) will mai ntain  ful l an d ac c urate acco unts and financ ial reco rds o f the s upp orts 
del iv ered to  NDI S partic ipants , a long w ith records  of a ll Se rv ice Ag reem e nts .

 All f inan cial  t ransact io ns, i ncl udi ng receipts  and  p ay ments  relat ed NDIS  s ervice prov is i on, mus t be c learly  
identi fiab le and  ea s ily t racked withi n  Cosmos Divine Care Pty Ltd’s  f inanc ial acco unts .

 Cosmos Divine Care Pty Ltd’s accounts  and  fi nancia l  recor ds  w ill be mai ntained  on a reg ular  bas is and  in 
s uch  det ail t hat the Nati onal  D is ability I ns uran ce Ag ency (NDIA) is able to  accu rat ely as certain the  
quantity ,  t y pe and du ratio n o f s upport de livered.

 

 Financ ial  recor ds and ac cou nts  relat ing to  NDI S service pr ovis io n wi ll be retained f or a per iod  of  no  
les s  t han 7  y ea rs from  t he date of is s ue.

 The ret ent i on  of al l  recor ds wil l als o  comp ly with a ll  relev ant s t at utes , reg ulations, by -laws  and  
req uireme nts  o f any C om monwealth, St at e  o r Lo cal Authority .

Serv ice Agre eme nts

 A ND I S Serv ice Ag reement w il l be  us ed to f ormal is e the s uppo rts  Cosmos Divine Care Pty Ltd will pr ovide 
NDI S pa rtic ipants .

 Cosmos Divine Care Pty Ltd w i ll w ork c ol labo ratively with  pa r t icipant s and  t heir s upporters t o  
dev elop the ir  Service Ag reement.

 Cosmos Divine Care Pty Ltd w i ll decla re p rices t o a ll  partic ipa nt s  before p rovi ding s ervices  and inc lude  al l 
fees  Serv ice Ag ree ments  a long with  det ailed info rmat io n abo ut the s upp orts  t o be  pr ov ided. Fe es  charg ed 
will n ot ex cee d the price  cont rols s et by t he NDIA.

 No othe r cha rg es  w ill be added  t o the  cost of s up ports  pr ov ided , i ncludi ng credit ca rd s u rcharg es , 
ad diti onal fees  s uch as ‘g a p’ fees ,  late payment fees or can cellat ion  fees .

 Serv ice Ag reements  w ill clear ly s et out the c ost s  to be  pa id  for s uppo rts  when del iv ery of s up ports  is to  be
pe rfo rmed an d  t he met hod o f payment requi red. See the As ses smen t ,  Pla n n ing a n d Review Po licy an d 
Pro c ed u re  for more i nfo rmation  on  w hat the  S ervice Ag reem en t  w ill contai n.

 The part icipant mus t s ign the S ervice Ag reem en t  before s erv ice  deliv ery ca n comme nce.
 Thro ug h its  i nv oic ing and s t at eme nt arra ngeme n ts ,  Cosmos Divine Care Pty Ltd w il l ens ure that 

parti cipa nt s  are reg ula rly p rovide d wit h det ails  of s erv ices delivered a nd the am ount c harg ed f or 
th ose  s ervices .

 Serv ice Ag reements  w ill be co ns is t ent with the ND I S’ pricing a rrangeme nts , g uideli nes, and the  
requ ireme nts of  t he  A New Tax  S ystem  (G o o d s an d S ervice Tax ) Ac t 1999  reg ard ing the app licat ion  of the  
G ST.

      Participa nt s , their  s uppo rters, and  other s t ak ehold ers  hav e acces s  t o the org anis at ion ’s feedback , 
com plime nts  and com pla ints  pro ces s es  t o rais e is s ues about fina ncia l  manageme nt of  t heir  s uppo rts  
w ithout fear of retribut ion.

Fee Pa ymen ts

 Accounts  are ca lcu lated each week and  are to  be  paid wee k ly.



 Receipts  w il l be  prov i ded at time  of  payment and  repri nts provi ded u pon reques t .
 Fees  are to be pa id by  cheque , EF TPOS,  online,  d irect bank transfer  or cred it card, weekly as s upport s are 

p rovi ded. C as h will not  be kept on  t he premises  and Cosmos Divine Care Pty Ltd w i ll not acce pt cas h 
payments .

 Cosmos Divine Care Pty Ltd w i ll s ubmit c laims  f or  payment to the NDI A within  a reas onable t imeframe,  
and  no  later than  60  days for the en d o f the s upp ort booking .

Ou tstanding Accounts

 Failu re to make fu ll payment of  t he I nv oice  by t he  due date wi ll c ons t itute a default o f th is Ag reement.  I n 
the ev ent  of s uch a  d efault, a ny unpa id am ounts owing to C o s m o s   D i v i n e   C a r e   P t y   L t d   wi ll , after  21  days , 
beco me a debt owi ng t o it  by  the Participa nt .  Cosmos Divine Care Pty Ltd may t hen , with o ut furthe r  n otice,
s e ek t o recover thes e amounts .

 Where a  partic ipant  has di ffic ulty pay ing t he ir fees , they are enco urag ed to dis cus s  t his w ith Cosmos 
Divine Care Pty Ltd s o that mutua lly  acceptable  payment arrangeme nts can be p ut i n p lace.

POLICY AMENDMENT RECORD
DATE BRIEF DESCRIPTION OF

AMENDMENT
AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



6. CONTINU O U S IM P ROV EMENT PO LICY AND  P ROCED U RE

Po licy  Code CDC.06.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 13th April 2023

1. PUR POS E AND SCOP E

The Co n tinuous I mp r ov emen t Policy g ui des how Cosmos Divine Care Pty Ltd constantly assesses the org ani sati on
and services to ensure that Cosmos Divine Care Pty Ltd i s provi di ng the best possi bl e quality of services to participants
and  the most  effi ci ent and a ccountabl e manag ement practices.

This poli cy and procedure appl i es to al l staff, students , contractors and  vol unteers.

2. RISK

Wi thout  proper  attention  to  continuous  i m provement,  org ani sati ons  m ay  not  respond appropriatel y to:

 chang es  in ev idence -in formed  pra ctice;
 chang es  in pa rtici pant needs ,  prefe rences  and ex p ect at ions;
 chang es  in leg islati on a nd  reg ulatio ns; 
 s t aff and part ici pant feedback a nd c ompla ints ;
 chang es  t o partic ipant an d o rganisat iona l risk ;  an d
 outcomes -related  data.

Fai l i ng to respond appropriatel y to  these factors  creat es the risk of:

 deliveri ng out -m oded s ervices;
 reducti on  in pa rtic ipant s at is factio n;
 non-c ompl iance w ith the NDIS Pract ice Standar ds ’  requ ireme nts ;
 increased pa rtic ipant  ris k ;
 org anis at iona l d is repute;
 reducti on  in s ervice  refer rals and  fi nanc ial los s .

Ri sk treatment i ncl udes:

 es t ablis hing and ma intai ning a  conti nuo us improv eme nt plan;
 reg ular  rev iew of s erv ices  in  line  w ith:
 ev idence-in forme d p ractice;
 feedback and  comp laints ;
 outcomes dat a;
 leg is lation a nd  reg ulatio n, a nd;
 risk.

3. DEF INITIONS

Continuous Improve me nt describes the ong oi ng effort of an organi sation to i m prove services, systems,  processes  or  
produ cts  to  m axi m i se  benefi ts  for  i ts  parti ci pants.  Thi s  al so  m eans adapti ng to changi ng needs of i ts c ommuni ty or  
participants (N at ion al St andards  fo r D isab ility  Ser vices,  D ep artmen t o f So cial Ser vices).

Evidence :  I nformation  and  m aterials  that  demonstrat e  the  organi sation’s  achiev ements,  i ts openness to parti ci pant  and 
staff  feedback, and  i ts c o m m i tment to im provement.

4. PO LICY

Cosmos Divine Care Pty Ltd i s  com mi tted  to  qual i ty,  i nnov ati on  a nd  promoting  a  cul ture  of  co ntinuous 
i m provement in i ts governance, service manag ement and service deli very.

Cosmos Divine Care Pty Ltd v al ues feedback and i nput from s taff, participants and o ther rel evant stakeholders
i n i ts continuous i m provement activities to ensure servi ces remai n of a hi g h quali ty and conti nue to m eet
participant need.

5. PROC EDURE

O v e rv ie w



 The Direct or w ill s pecif ical ly fo cus on  cont inuo us i mprove m e nt by rev iew ing the organisat io n’s 
per forma nce ann ual ly .

 The Direct or is res pons i ble  for instigat ing, m onit or ing and  impleme nt ing internal rev iews  and ex t erna l 
aud its , i n acc ordan c e with it s  I n t e rn a l Review a n d Extern a l Au d it S ched u le .

 St ak eholder  repres entat ive s ( partic ipant s , the ir families ,  fr iends ,  carers an d advocat es ) will be i nclu ded  
in each  fo rmal  rev iew  or au dit p roced ure undertak en by the  org anis at io n.

 All Po lic ies and P roced ures w ill be  review ed acc or ding to the  QMS D o c u m ent Review S ch ed u le  and 
inc orp orat e s t aff an d s tak eholder  feedback  (where appro priate).

 St aff are res p ons ib le fo r  identify ing and act ion ing  oppo rtunit ies  for contin uous im prov eme nt. Th is 
res ponsi bi lit y w ill b e discuss e d in the ir  fo rmal induct ion ,  in tra ini ng pr oces s es , and in  ong o ing w ork place  
pract ices .

 The ag enda f or tea m meet ing s w ill  incl ude a s t and ing item o n co ntinu ous improveme nt ( inc lud ing 
s t aff and  partic ipant  feed back and c ompla ints ).

Continuous  Improv e me n t  Plan

 All c ontin uous  impr ov ement is s ues or o ppo rtunit i es  identif ied wi ll be reported  t o  and  t racked by 
the  D irect o r ( or deleg at e)  in the  Co n t inu o u s I m p rovem en t Pla n.

 The Con t inu o u s I m p ro vem en t Pla n  is a 'liv ing doc u ment', updated  as improve m e nts are  ident if ied. Fo r 
any s pec ific  imp rovement identi fied ,  the Plan i nclu des t he:

 improveme nt  identif ied;
 action to  be tak en.
 pers on res p ons ib le fo r acti oning .
 s t aff, parti cipant,  or other  s t ak eholder  partic ipati o n requ ired  and  unde rtaken.
 dat e of c ompleti on; and
 implementat io n rev iew date.
 The Con t inu o u s I m p ro vem en t Pla n  w ill als o track  i mprovements  identif ied  in reg ular  rev iew s  of:
 feedback, c ompla ints and  dispute  res oluti on p roc es s es inv olv ing  pa rticipants , their fam il ies , care rs and 

a dvocat es , s t aff (where  applicable) , othe r  s ervice provide rs ,  the NDI A an d the V icto rian  G overnmen t , as 
reco rded  in the C omplaints  Reg ister.

 feedback and  imp roveme nt activ it ies  of fered t o  p art icipa nt s , fami lies ,  carers, and adv ocat es .
 plann ing,  s ervice  del ivery, p lan  rev iew , ex it ,  s ervic e refus al an d re ferra l info rmat io n.
 res ults  from  inter nal  rev iew s  and ex t ernal a udit s .
 organisa t iona l pe rfo rmance ag ains t  Cosmos Divine Care Pty Ltd’s Vision, Mis s ion  and KPI s  as  w ell as the

NDI S  Pra c t ice Sta nda rds .
 s t rateg ic and operat iona l  p lann ing .
 learni ng and  reflect ion opp ortun ities  f or s t aff.
 records  of  inc idents in clu ding any  involvi ng   parti ci pant s  or Workp lace Hea lth and Safet y .
 s t aff s uperv is ion a nd pe rfo rmance a ppra is al p roce s s es  and outcomes .
 analysis of  interna l rep orti ng and  data pr ov ided to  t h e NDI A, the V icto rian g overnment, and othe r 

ag encies .
 learning s from  col labo rativ e re lat ions h ips with s i milar  org an is at ions and net w orks .
 s pecific  pr og ram and  pr oject reviews   and ev aluati ons unde rtaken at the directi on  of the D irecto r; 

a nd
 on the jo b and  fo rmal t rain ing and  pr ofes s iona l de v elopment unde rt ak en by s t aff.
 All s ervice  plan ning ,  del iv ery and ev aluat ion  act iv i t ies w ill inc lude  s t aff , participant and  other  

s t ak eholders an d thei r feed back.
 Pa rticipa nt s  are enco uraged to  provi de feedback  i n relat io n t o s erv ice dev elopment and  org an is at ional 

manag eme nt. Th is may  incl ude c ontr ibuti ng feedback, hav i ng comp laints hear d, consu ltation  p roces s es , 
and i nv olveme nt in c ommitt ees .

POLICY AMENDMENT RECORD
DATE BRIEF DESCRIPTION OF

AMENDMENT
AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



7. RECORD S AND  INFO RM AT ION MANAGEMENT P O LICY AND P ROCED U RE

Po licy  Code CDC.07.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 18th April 2023

1. PUR POS E AND SCOP E

This  pol i cy  and  procedure  g ui de  the  manag ement  of  i nformation,  both  pa per based  and electroni c,  t o  m eet  
the  acco untabi l i ty  and  compl i ance  requi rem ents,  and  ensure  effi ci ency and busi ness conti nui ty.

This poli cy  an d procedure appl y  to the Di rector, and  a ny addi ti onal staff,   students ,   c ontrac tors, and vol unteers.

2. RISK

Pe rsonal I nf ormation: The o rganisation faces ri sks where it col l ects, stores, shares or di sposes of personal 
i nformati on about staff and  participants. Ri sks i nclude the mi suse of informatio n, the il l egal publi cation of 
information and the de struc ti on of i nformation legall y required to be hel d.

Ri sk treatment   i ncludes clear poli cy   on   the collection,   st orage,   sharing   and   di sposal of personal i nformation  
(this  poli cy;  for  par ticipant  i nformation  security,  see  the  P ri v a cy  a n d  Co n fidentiali ty Policy and  
Pro cedure ) . 

Docume nt  Control: The  organisation  faces  ri sks  where  i t p roduces  doc uments  and  processes determini ng  the  
organisation ’s  vi si on,  values,  pol i cies,  pro cedures,  and  pro cesses.  Ri sks include:

 the unautho rised mo dif icati on  of the  org anis at io n ’s pol ic ies and p roced ures.

 the unautho rised  intro ducti on  of p roces s es , fo rms, and d ocuments  i nto the s y stem.

 the retention  of s u pers eded d ocuments  w it hi n th e s y s t em; the fail ure  of the
s y s t em to prompt  rev iews  of  doc uments .

Ri sk treatment i ncl udes:

 Clear des ignati on  of auth or it y t o int rod uce do cum ent s into the s y s t em.
 Clear p ol icy enco urag ing s t aff to  cont rib ute to the  formu lat io n of  do cuments , a v ers ion c ontro l 

s y s t em for a ll a uthor is ed do cum ents . 

 Uncontr olled when  pr inted a lert s on  documents .

 A Quality M anag e m e n t  Sy s t em reg is t er lis t ing all a uthorised  doc uments  and thei r dat e for rev iew .

 Clear p ol icy ens ur ing t he rem oval of  s upers eded  d ocuments  from  ci rcu lation ; an d

 Regular  review of  inf ormat i on manag eme nt p roce s s es  as per the I nternal Rev iew and Ex t erna l Aud it Sched ule.


3. DEF INITIONS

Docume nts  –  all  m anuals, reference  books, registers  and  fi l es in  hard  copy  or  el ectronic data format.

Forms  –  al l  si ng l e  or  m ul ti -part  paperw o r k   that  ha s  an  ap prov ed  l ayout  used  to  re cord i nformati on.  When 
data i s recorded  on forms,  they bec ome records.  Forms may be  computer generated or pre-printed.

Re cords  –   Records  are  g enerated  as  a  resul t  of  some  activity  and  are  a  statem ent  of  facts exi sti ng  at  the  time  
and  cannot  be  revi sed.  Superseded  documents  (or  revi sed  documents) can become records.

Re cords  Manage me nt  –  the  effi cient  and  systematic  co ntrol  of  the  creation ,  recei pt , mai ntenance, use  and
di sposal  of  records, includi ng  pr ocesses  for  capturing  and  m ai ntai ni ng evi dence of and i nformation about busi ness 
ac ti v i ties and transactions i n the form of records.

Inf ormation  –  Knowl edg e  communi cated  or  received.  The  resul t  of  processi ng ,  g atheri ng , mani pul ati ng, and 
org ani si ng data i n a way that adds t o  the knowl edg e of the receiver.

Inf ormation man age me nt – supports effecti ve and efficient manag em e n t  of information and i s  concerned  wi th  
the  creation,  produc tion,  c ol l ection,  organi sation,  storage,  pro tection, retriev al and di ssemi nation of i nformati on
resources that may be i n any format and avai l abl e from internal or external sources.

4. PO LICY

Cosmos Divine Care Pty Ltd i s  com mi tted  to  m ai ntaini ng  cl ear  and  accou ntabl e  i nformati on  sy stems  to support  and
record  m anag em ent  processes  and  service  del i very  to  participants,  and  whi ch protect rig hts of  staff and  



participants with regard t o  p ri v acy and confi denti al i ty.

5. PROC EDURE

Policies and Pro cedu res

 Cosmos Divine Care Pty Ltd mai ntains a  reg ist er of  polic ies , p rocedu res , and  fo rms , that have been 
approved fo r us e by the  D irecto r ( Qua l i t y Ma n a g em en t S ystem Do c um en t Review S c h edu le).

 Only t he Di rector may ame n d o r app rov e thes e do c uments .
 St aff and  partic ipant s are en cou raged  to i dentify  i mproveme nts t o  appr ov ed pol icies . Any s ug g es t ed 

improve m e nt will be c onsi dered by the D irect o r (o r delegat e) and where a pproved, the Di rector w ill 
e ns ure the p oli cy is up dat ed and al l s t aff are  in formed  of  t his cha ng e.

The Q MS Docu men t Regi ster  will be updated to  refl ect any approv ed amendments and mai ntai n versi on control 
of ap proved documentation.

 Superseded d ocuments  mus t be imme d iat ely rem oved from  ci rcu lation  and des t royed.

Person al Inf or ma tion

 All d ocuments  and  electr onic  rec ords that c ontain  privat e and  con fide ntial info rmat io n abo ut part icipa nt s , 
st aff, or the  org an isat ion, wil l be  ret ained  in locked cab inet s  w it h acces s  res t ricted  t o the Di rec t or (o r de leg at e).
A s ecure  filing s y s t em for paper  and  electro nic  doc uments  and rec ords w i ll be mai ntained.

Storage and  Acce ss

 All ha rd  copy  recor ds are kept i n  app rop riate c ond itions an d p rotected f rom known r is k s , deg radation  
and  unautho ris ed ac ces s .

 Elect ro nic  reco rds are  s t ored s ecure ly, pas s w ord  p rotected and  are backed up regula rly.
 Where pa rtic ipant  f iles  a re trans po rted o ut of the  office , the  reco rds s hou ld be moved s ecurely  in a  non -

trans pare nt contai ner  ( e. g .   locked br iefcas e).
Archiv ing

 Cosmos Divine Care Pty Ltd w i ll maintai n a s ecure  arch iv e s y stem for recor ds and info rmat io n no 
l onger i n  us e.  C ontents  of  ind ividu al  arc hive  boxes  w ill be at t ached to the outs ide  of  ea ch b ox and 
kept  for t he peri od s pec ifie d  i n relev ant leg is latio n.  Pa rtic ipant f iles w i ll be kept  f or a  period  of s ev en 
(7) y ea rs and g eneral c or res pondence  and  document s for tw o  (2) y ea rs .

 Financ ial  recor ds wil l be  arch iv ed i n o rder  of  fina n cial y ea r  in  which  t hey occur and kept  for  a 
mi nimum  per iod  of s ev en  (7 )  y ea rs .

      Participa nt reco rds, fi les  and  info rmat io n wi ll be s t ored, a cces s ed and us ed  in accordan ce with C o s m o s   
D i v i n e   C a r e   P t y   L t d ’ s   policies  on  priv acy and conf identia lity.
 St aff fi les  (inc lud ing pa id s t aff a nd v o luntee rs ) wi ll be s t ored s ecure ly with acces s  limited to the  

D irecto r. Pe rsonne l f iles  o f  e x -st aff members w ill be kept on f ile f or a per iod  of  s ev en  (7) y ea rs .
 Records wh ich may be  requ ired  fo r the fe deral Ro y al Commis s ion  into I ns t itutional Res po ns es  t o Child  

Sex ual Ab us e must not be dest royed ev en  if there is a d is pos al auth or is at ion  in  plac e.
 Obs olet e doc uments  contain ing pe rs onal inf ormat ion w il l be s h redded  or dis pos ed o f i n s uch a  w ay 

t hat no identi fying in fo r mat ion  is v is ible.

Free dom of Inf ormation

 Cosmos Divine Care Pty Ltd w i ll pr ov ide pa rtic ipant s and g ov ernment ag encies acces s t o  records  in 
ac cor dance wit h  any app lica ble  leg islati on, inc lud ing Free d om of I nformat io n leg islati on.

POLICY AMENDMENT RECORD
DATE BRIEF DESCRIPTION OF 

AMENDMENT
AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



8. RISK M ANAGEM ENT P OLI CY AND  P ROCED U RE

Po licy  Code CDC.08.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Releas ed

Dat e L ast  Upd at ed 27th April 2023

1. PUR POS E AND SCOP E

This poli cy and procedure g ui des how Cosmos Divine Care Pty Ltd assesse s and responds t o ri sks
whi ch are inev i tably encountered i n manag i ng and del ivering servi ces.

This poli cy and procedure appl i es to the Di rector, staff, students, contra ctors and  v ol unteers.

2. DEF INITIONS

Risk – “a possi bl e effect on an expected outcome. ” More speci fi cally, ‘risk’ i ndi cates a
potential danger to the organi sati on, to the su ccess of i ts services, strategies, projects and
processes, its fi nanci al viabi lity, its reputation, or  the h eal th and safety of  i ts  parti ci pants a nd staff.

Risk asse ssme nt – the pro cess i n whi ch risk is identifi ed, anal ysed and eval uated.

Risk Manageme nt  –  coordinated  activities  to di rect and  control  an org ani sati on  wi th reg ard to risk.

Risk tre atme nt – a measure, process or system that eliminates a ri sk where possi ble or, i f not
possi bl e, reduces the risk so far as i s reasonably practi cable.

3. PO LICY

Cosmos Divine Care Pty Ltd i s c omm i tted to the responsi bl e i denti fi cation and m anag em ent of
ri sks whi ch m ay ar i se duri ng the deli very of services and the g eneral m anage m e n t of the
org ani sati on, i ncl udi ng risks relating to com pl i ance, finance, safety and heal th, environmental ri sk
and operational ri sk.

The Di rector i s ul tim atel y responsi bl e for i dentifying and m an a g i ng ri sks that i m pact the
org ani sati on. Nonetheless, Cosmos Divine Care Pty Ltd

 ex pects all s t aff (where emp loyed) t o res po ns ibly minim is e ris k s t o thems elves and
others , and  rep ort hazar ds and  other r is k s as  s oon as t hey are noti ced;

 v alues t he ris k as s es s ments , ev aluations and reco mmendations g at hered from
interna l an d ex t ernal a udits  and fr om s t ak eholder  feedback.

Cosmos Divine Care Pty Ltd’s a p p r o a c h to ri sk m anag ement, i ncludi ng i ts Ri sk Manag ement Model
and Principles, i s ali g ned with A ustra li an and New Z eala nd Sta n da r d A S/N ZS I SO 31000:2009 (Ri sk
Manage ment Principles a n d Gui deli n es) .

4.PROC EDURE

Overview

 The Ris k M anag eme nt Proces s  inv o lv es  fiv e s t eps :
 I dentify: I dentify t he risk ev ents t hat may prevent or de lay t he ach iev eme nt of s t rateg ic

g oals and  objectiv es .

 Analy s e: Outli ne the caus es , impacts and ex ist ing treatments in or der to as s es s t he
cons equence and  likel ih ood  of the  r is k and determi ne the r is k  rat ing .

 Treat : I mplement ex is t ing an d futu re treatments t o elim inat e , m itigat e or contro l the
ris k .

 M onitor : Cont inua lly mon it or and ev aluate the r isk s and treatm e nts t o maintain the
effectivenes s  and app rop riatenes s of  t he org anis at i on’s  ris k manag eme nt.

 Report: P rov ide reg ula r rep orts and updates i n o r der to as s ure the org anis at ion and its



s t ak eholde rs t hat r is k s  are bei ng appro pr iately manag ed and treat ed.

Identifying an d Analysing Risk

 I dentifying r is k mea ns consider ing:
 factors t hat impact  positiv ely  or neg at ively; and
 factors that mak e Cosmos Divine Care Pty Ltd’s strategic prio rities and g oals s usceptible

to risk.
 St aff are enc ouraged to ide ntify hazar ds and to re port them to s uperv is ors an d the Direct or.
 Cosmos Divine Care Pty Ltd mo nito rs the following categ orie s of r is k : 

 Human Res our ces and Safet y – r is k s t o s t aff healt h and wel lbe ing , incl udi ng (but not
lim ited to)  w orkp lace i njury,  s t aff turn over, Ind us t rial  Relati ons is s ues .

 Finance/As s et s inclu ding ( but n ot l imited to) red u ced inc ome o r i ncreas ed costs ,
damage to as s et s , fraud and co rrupt ion , lon g er term v iabi lity , phys ical/p rope rty ris k s ,
admi nist ratio n an d IT 

 G ov ernance inc lud ing (b ut not lim ited to) bus ines s continu ity, eme rg ency plann ing,
leg al is s ues

 Pa rticipa nt care – inc ludes al l as pects of s erv ice provis ion to part icip a nts , incl udi ng
manag eme nt and ope ratio ns , s ervice de livery, hea lt h impacts on partici pants , areas o f
i dentif ied need to improve i nternal qual ity , adv ers e ev ent s t hat may impact on the
trus t o r c redibility  of the o rg anis at ion  w it h partici pants and  other s t ak ehol ders.

 St rateg ic – inc ludes any ris k s of re putat iona l or rel a t ions hip damag e, cha nges in
c ommunity/pa rtic ipant need  in flue ncing s t rate g ic directions,  changes   in fund ing

 C omplian ce and Leg al – i nclu ding ( but n ot l imit ed t o) non -comp lia nce o r n on-confo rmance
with cu rrent pol icies /p roce dures ; c h ang es in loca l, St at e or Federal g overnment
reg ulat io ns /leg is lat io n; comp liance w ith i ndus t ry s t andards; l it ig at ion of lia bil ity cost s ; and
a ny iden t ified  risk  of  impa ct on contractual o r comme rcia l ope ratio ns . 

Cosmos Divine Care Pty Ltd uses the fol l owi ng 3 Step risk assessm ent:

 I dentify t he degree of  r is k in a  partic ula r s ect or  of  operatio ns
 Estimat e the lik el iho od  of an  ev ent occu rr ing
 calculate a  Ris k  Rating

Cosmos Divine Care Pty Ltd will not a c cept a re sidual risk ra ting above the bold line.

Imp lemen ting Controls and Trea tmen ts:

 With the ris k rat ing det ermine d, it is neces s ary to cons ider t he effectiven es s of the
c ontro ls t hat are a lready in p lace to manag e the risk , a nd whether additi onal contr ols
may be  requ ired.

 Cosmos Divine Care Pty Ltd w i ll accept and  mon itor lower  pr i ority r is k s .
 For thos e ris k s identi fied as m oderat e o r h ig her, w e need to c ons ide r the appro priate

ris k t reatment opti ons that wi ll reduc e the ris k rat i ng t o an acceptable lev el.
 C ontrols a re s t rateg ies t o manag e ris k balance d ag ains t t he cos t and

inco nvenience  of the c ontr ol. C ommon  co ntro ls in clude:
 s t aff training
 provisio n o f i nfo rmatio n
 the us e of s afe o r s afer e qui pment.
 maintain ing adequate  ins urance ;
 chang es  in p roced ures  or pra ct ices ; and
 pers onal checks inc lud ing refe ree checks , driv er ’s licences , motor v ehic le

reg is t rat ions , p rofes s io nal reg ist rations,  crim ina l h is t ory checks  et c.
 All identi fied  ris k s  and ap pr opr iat e cont rols mus t  be reco rded  on the  Ris k Reg is t er.

Monitoring and Reporting Risk

 Reg ular mo nit o ring an d rev iew of the perfo rmanc e of the ris k manag eme nt s y stem is



conducted , and  i nclu des changes   t o bus i nes s  initiatives   and  other internal pr oces s es :
 Ris k regis t er – the o rg anis at iona l r is k reg is t er is a l iv ing doc ument that is updated

reg u larly  by t he Directo r
 Ris k as s essments s hould be com plet e d q uarterly ( s ee I nternal Rev iew and Ext ernal Au dit

Sche dule). C o ntro ls are mo nito red for ef fectiv enes s ag ains t the impact and l ik eli hoo d
rati ng s . Risk as s ess ments are als o re qui red to be completed f or each pa rtic ipant o n the
c ommence ment of s erv ice. T hes e risk as s ess ments s hould be rev iewed, at a min imum , 
q uart erly .

 All s t aff a re res po ns ible  fo r managing r is k within  t heir a reas of  inf luence.
 Upon c ommencement, a ll  s taff, s t udents  and  cont ractors wi ll underg o

I nduction , wh ich w ill i nclu de r is k manag eme nt  t raining .
 Where s t aff a re empl oyed, reg ular Pe rfo rmance R ev iew s w ill as s es s staff aw arenes s of this

po licy a nd p roced ure a nd the ir r oles and responsib ilities in res pect to ris k manag eme nt.
Additi ona l  on -the-jo b and forma l tra ining  w ill be provide d  where  requ ired.

 The Direct or w ill ens ure that a ll neces s ary ins uran ce polic ies are i n p lace to protect
Cosmos Divine Care Pty Ltd as an organisat io n, as we ll as its D irector , s t aff, v olunteers ,
pa rtic ipants, c ontracto rs and v isit ors.

 The Direct or w ill foster a ris k aw are s erv ice cultu r e by inc lud ing r is k aw arenes s
and identi f icati on  on ag endas f or s t aff  mee t ing s (where applicable).



9 .   H U M AN RESO U RCES P O LICY AND  P ROCED U RE

Po licy  Code CDC.09.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 27th April 2023

1. PUR POS E AND SCOP E

This poli cy and procedure set out recrui tment and sel ecti on, staff manag ement and exi t procedures and demonstrates Cosmos Divine Care Pty Ltd’s c o m m i t m e n t to effec ti v e,
transparent  and fai r human resources practices.

This poli cy and procedure appl y  to  the staff, students , and vol unteers.

2. RISK

Mul ti pl e  ri sks  are  associ ated  wi th  em pl oyi ng  or  contracting  staff.  These  ri sks,  and  thei r  ri sk treatments, i ncl ude the foll owi ng :

Risk to part icipants  (abuse ):

 P eopl e wi th di sabil i ti es a re more vul nerabl e to abuse, neg l ect and expl oi tation than the g eneral popul ati on. Participants are put at ri sk where staff are not sui tabl e for thei r
roles. The risk treatment strategies to ensure par ti ci pant saf ety i ncl ude compl i ance with mandatory staff screeni ng and rol e risk assessm ent requirem ents under the NDI S,
speci fi ed below. Participants are al so at risk of neglect and the effects of staff mi sconceptions about what i s reasonable i n interpersonal interactions. The Beha vi ou r Su pp o r t 
an d Restri ctiv e In terv en tio n s Po li cy a nd Procedure , Sta ff Co d e of Co n duct and Du ty o f Car e Pol i cy a nd Procedure outli ne prohi bi ted practices and establi sh expectations for
personal conduc t and l ev el s of care. Encouragi ng parti ci pants to speak ou t ag ai nst mi streatment i s encouraged and the processes for m anag i ng complaints are addressed i n
the Feedb a ck and  Co mplaints Pol i cy a nd Pro ced ur e . The processes for manag i ng staff mi sconduct are ou tli ned in thi s pol i cy.

 I n compl i ance wi th Chapter 8 of the Worki ng with Children (Ri sk Management and Screening ) Act 2000, Secti on 3 of the Worki ng wi th C hi l dren (Ri sk Management and Screening )
Regulation 2011, a nd Sec tion 49 of the Di sabi l i ty Services Act (2006), Cosmos Divine Care Pty Ltd maintains the fol l owi ng processes as part of a ri sk manag ement strategy for
the promotion of participant  wel l bei ng and protection fro m abuse, negl ect and expl oi tation:

◦ C hi l d  Safe C ode of Conduct

◦ C hi l d  Safe Pol i cy
◦ Preventi ng and Respondi ng to Abuse, Ne glect, and  Exp l oi tati on Poli cy
◦ Incident Managem ent Policy
◦ Maintenance of a Hum a n  Resources  compl i ance database, whi ch captures  the sta tus of a staff mem ber’s clearances, i ncludi ng thei r expi ry date.

◦ Inclusi on of thi s risk manag ement strategy i n Inducti o n.

 Where staff/vol unteers have comm enced their engagement wi thout a posi tiv e notice, the Di rector wil l ensure that t he foll owi ng processes are in place to mi ti g ate risk
while awai ti ng the outcome of the  Mandatory C heck:

◦ A National Police Check must have b een completed pri or to  com m encement of empl oyment and any participant  conta ct.

◦ Reg ul ar supervi si on, i ncl udi ng shadow shi fts are to o cc ur to ensure that the new staff mem ber/volunteer i s aware of, and understands thei r obl i g ati ons and responsibili ties



i n  relation to safety and for  thei r behavi or to be moni t ored to ensure  compli ance wi th the Ch i l d Safe Co de o f  Co ndu ct.

◦ Reg ul ar feedback will be soug ht from  participants to a ssi st the assessm ent of new staff/vol unteers.

 Shoul d there be a po tential , perceived or ac tual breac h of the ri sk manag em e n t strategy, the Di rector must be i nformed i m m edi ately. The Di rector wil l address the i ssue as per
the I n cident Manage ment Po licy , thi s H u man Resources Pol i cy  and any other relev ant procedure.

   A ny identified hi g h risk activities and special ev ents must hav e a specifi c Ri sk A ssessment compl eted.

   Thi s ri sk manag ement strategy wi ll be comm uni cated t o relev ant parti es, includi ng partici pants, parents/fami l y members and staff/v ol unteers.

   These processes are revi ewed annual ly .

Risk to part icipants  (injury):

   Ri sk of i njury to participants ca n be mi ni m i zed by ensuring staff are adequately trained to perform their rol e (this poli cy).

Risk to staf f :

 Staff are at risk of unfai r all eg ations. See the Preventing and Responding to A buse Pol i cy and Procedure for guidance on procedural fai rness an d confidential i ty in inv estigating
clai ms of abuse.

Risk to the orga nisatio n:

Fai l i ng to correctly source and manag e staff presents potential l y seri ous ri sk to the org ani sati on. Risk, here, refers to both the possi bi l i ty of negative effects (above)
and the fai l ure to real i se opportunity by appropri atel y m anagi ng tal ented staff. Staff m oni tori ng , traini ng and oppor tuni ti es for advancement (as appro pri ate) are addressed i n 
this pol i cy.

3. DEF INITIONS

Victorian W o rker Screening Def initions

Criminal history re cord check – a full -di sclosure, Austr al i a -wide crim i nal hi story record check i ssued by a poli ce force or other authori ty of a state or territory, or the
C omm onweal th.  I t may al so be referred to as a Nati onal Poli ce Certificate or Poli ce Records C heck.

Disability  W orker  (under  the  Di sabi l i ty  Worker  Exclusion  Scheme)  m eans  a  person  engaged by a disabi l i ty service provi der who:

   P rovi des, or supervi ses or manag es a person who provides, di rect suppor t t o a person wi th a di sabi lity; and

   has direct con tact or a ccess t o a person  wi th a di sabi l i ty.

Disability W orke r Exc lusion List – a l i st of persons dee m ed unsui tabl e to del i v er supports to peopl e wi th di sability. A person m ay be consi dered for i ncl usi on on the Exclusi on
Li st  i f   they have been found g ui l ty of an offence  that:

◦ inv olves bodi l y harm, vi olence or threats of  viol ence ◦ i s of a sexual nature
◦ inv olves dishonesty, or

◦ inv olves neglect of a person li v i ng i n a disability residential servi ce.

Indi vidual s who are assessed on reasonable grounds as presenting an unac ceptable ri sk to the heal th, safety or wel fare of peopl e wi t h di sabi l i ty for reasons outsi de those above



may  al so be consi dered for i ncl usi on on t he Li st.

Disability W orker Exc lusion  Sche me : 

◦ compl em ents other pre-em pl oyment screeni ng processes, such as  poli ce checks and reference checking ;

◦ generates the Li st of peopl e who, because t hey have been assesse d as posi ng a threat to the heal th, safety or wel fare of peopl e wi th di sabi lity, shoul d be excluded from
undertaki ng Excl uded Work i n a disabi l i ty service; and

◦ provi des for l i mi ted shari ng of relev ant i nformation b etween the Disabi l i ty Worker Excl usi on Schem e uni t (the DW ES uni t) and di sabi l i ty service provi ders or authorised
l abour hi re agencies.

The  Schem e  appl i es  to  ev ery  Di sabi li ty  Worker  (see  defini tion  above)  who  i s  eng ag ed  i n   a  di sabi li ty service in the foll owi ng ways:

◦ ful l -ti me, part-time or casual empl oyees.

◦ contrac tors.
◦ persons engag ed through labour hi re agencies.
◦ students on  pl acements; and
◦ vol unteers.

Victorian D isability Worke r Registration  Scheme :

The Disabi l i ty Worker Regul ati on Scheme (the Scheme) was establi shed by the Disabili ty Service Safeg uards Act 2018 (Vi c) and i nv ol v es the reg ul ation of regi stered and
unregi stered di sabi li ty workers i n Vi ctoria.

The  Scheme  wi l l  appl y  to  al l  di sabi li ty  workers  i n   Vi ctori a.  U nregistered  workers  wil l  be requi red to abi de by a C ode of C onduc t.

Regi stration will commence on 1 Jul y 2021, and i s vol untary. U nder the Act, disabi l i ty workers who don't hav e regi stration as a di sabi l i ty worker are c al l ed 'unregistered di sabi lity
workers'.

From 1 Jul y 2020, thi s wi l l  be al l di sability workers.

NDIS Wo rker Screen ing Def in itions

Child-related work – work i n providi ng respi te care or other support services pri ma ril y f or chil dren with a disabi li ty unless the w ork does not ordinarily i nv olve contact with
chi l dren for extended peri ods without other adul ts bei ng  present .

Clearance – a decision i n response to an application for an NDI S worker screening check that cl ears the appli cant to work with peopl e with di sabil i ty i n a ri sk assessed rol e,
when  that decisi on is current and operative. (See also Exclusion)

Confidential I nf ormation/data – Records and i nf ormati on about a chil d are conside red conf i denti al if they are of a sensi tive nature i n relati on to thei r heal th and wel l -
being and the i nformation has been provi ded i n conf idence. W here i nf ormation held i s si m ply the nam e, address or other contact detail s of children they are not consi de red
conf i dential.

Contact – all ways of interacting with a person with d i sabi lity, i ncludi ng physical contact (such as touch), f ace-t o-f ace contact, oral communication, written communi cation
and electronic communication.  ( See also More  than incidental contact)

Exclusion – a decisi on (however described) under the NDI S worker screening legislation of a jurisdi ction, i n respons e to an application for an N DIS worker screeni ng check,
whi ch has the effect th at the appli cant is e xcluded f rom working i n a risk assessed role with peopl e with di sability. Thi s means that, even if a person i s subject t o an exclusi on,
they are not excluded from  working  wi th  peopl e  with  di sabili ty  i n  roles  other  than  ri sk  assessed  roles  with  a registered NDIS provi der.  ( See also Clearance)

Interim bar – an interim deci si on m ade under the NDI S work er screening l egislation of a jurisdi ction to bar a person from work i ng with people w i th a di sabi li ty, while the



person’s application for an NDI S worker screening check i s bei ng processed.

More than incidental contact – contact with peopl e with disabi lities whi ch i nv olves:

   P hysi cal contact
   Bui l di ng  a  level of rapp ort wi th  the person wi th  di sabi l ity as an  i ntegral or  ordi nary par t of duties

 H aving contact with mul tiple peopl e with di sabi l i ty, e i ther as par t of the di rect del i v ery of a speci al ist di sabi l i ty support or service, or i n a speci al i st disabil i ty accommodation
setting .

W hether co ntact i s m ore than incidental i s often linked to the l e vel of opportuni ty a rol e woul d ordi naril y provi de to work ers or other pe rsonnel to harm – i ncludi ng
g room – a person with disabili ty. The l i keli hood that contact i s more than i nci dental increases with the i ntimacy, frequency, and regul ari ty of the contact with a person wi th
disability.

Risk Assessed Roles – A saf eguard based on the opportuni ties a rol e provides to do harm. Under the N DI S Quality and Saf eg uards, s ervice providers are responsible to assess
every rol e i n term s of i ts degree of contact with peopl e with disabili ties and therefore the opportuni ti es the rol e affords (see Definitions: Mo re than i n cidental contact).
Some  services and  supports  are  autom ati call y  considered  Risk  Assessed  Roles  (s ee  Definitions:  S p eci fi ed Supports/Services).

A Risk Assessed Role fal l s  i nto one of t hree categories.

   A ny rol e which i s a key personnel rol e. “Key personnel” i ncludes those peopl e who are responsible f or executi v e deci si ons of a se rvi ce provi de r.

   A ny rol e wi th duties whi ch  i nv ol ve the di rect del i v ery of  parti cul ar kinds of  servi ces or supports  to a perso n wi th di sabi l i ty (see Def i ni tions  – Specifie d Supports/ Se rvice s).
   A ny rol e f or which the  norm al d uti es are likel y to requi re more than i nci dental con tact with a p erson wi th disabi l i ty.

Note: while the N DIS C omm i s s i on offers the above g uidance, the service provi der i s responsi ble to assess the ri sk posed i n any p arti cul ar role. (See also Definitions:
More  than incidental contact, and Specif ied Supports/Services).

Specif ie d Supports/Se rvices – A f urther clarif ication of Ri sk Assessed Roles. A ll work ers eng ag ed i n a rol e f or which the normal duties incl ude the di re ct delivery of
specified supports  or  speci fi ed  services  to  a  person  with  disabili ty  m ust  ha v e  a  clearance.  W orkers providing the foll owing  services Specif ied supports are:

◦ assi stance to access a nd m ai ntain empl oyment or higher education

◦ assi stance i n coordi na ti ng or man agi ng  l if e stages, tran s itions and supports

◦ assi stance wi th dai l y pe rsonal acti vities
◦ speci al i st posi ti v e behavi our support
◦ comm u n ity nursi ng  care
◦ assi stance wi th dai l y l i f e tasks i n a group or shared li v ing  arrangement
◦ innovative com m uni ty participati on
◦ development of  dai l y l i ving and l ife skil l s

◦ earl y intervention supports for early chi l dhood

◦ speci al i sed heari ng se rvices
◦ interpreting and transl ating

◦ partici pati on i n com m uni ty, soci al and ci vi c a cti vities

◦ exercise physi ol og y and personal traini ng
◦ m anag e m e nt of  fundi ng f or supp or ts i n parti ci pant pl ans
◦ therapeutic  supp orts
◦ speci al i sed dri ver traini ng

◦ speci al i sed support coordi nation



◦ speci al i sed supported employment ◦ heari ng se rvi ces
◦ custom i sed prosthetics

◦ g roup and centre-b ased activities

◦ assi stance with t ravel/transport arrangeme nts, ( but on l y if the services are with respect t o speci al i sed transport to school/educa tional f acili ty/e m ployment/ comm u n ity –
i . e. , n ot p ubli cly  avai l abl e services such as taxi ,  bus and  train services, even if  specif i cal l y modif ied for use by peopl e with di sabi l i ty).

Worker – any empl oyee; sel f-empl oyed person, contractor or subcontractor; vol unteer; student ( other than as a secondary or tertiary student undertaking formal work
experience); m i nister,  pri e st,  rabbi , mufti  or other  l i k e reli gious leader  or  spi ri tual off i cer of  a   religion  or other member of  a  reli gious organi sation.

4. PO LICY

Cosmos Divine Care Pty Ltd i s comm i tted t o re cruiting staff mem bers who are sui tabl y qual i fi ed and experi enced and who hav e the competence and appr o pri ate qual i ties to
undertake thei r rol e wi thin  our  org ani sati on.  Recrui tment  and  sel ecti on  p rocedures  wi l l  be  i n  accordance  wi th empl oyment l eg islation.

5. PROC EDURE

IMPORTANT NOTE: Vi ctori a has interim worker screening arrangements i n place, namel y the i nteri m Safety Screeni ng Pol i cy for registered N DIS provi ders operating i n Vi ctoria
(Safety Screening P ol i cy) i ssued by the Secretary to the Depar tment of H eal th and H u m a n Servi ces. The Safety Screeni ng Policy i s i n force from 1 J ul y 2019 unti l the N DI S Worker
Screening  U ni t i s operational i n Vi ctoria.

C ompliance wi th the Safety Screening Policy is a requirement for NDI S regi stered prov i ders i n Victoria. See details bel ow.

General Recruitment

   The Di rector wi l l confi rm the identity (through pho to i denti fi cati on) and qual i fi cations (through sighting a copy ) of al l prospective staff prior t o thei r appoi ntment.

 The Di rector is responsi bl e for mai ntai ni ng a record for al l Cosmos Divine Care Pty Ltd staff includi ng their qual i fi cations, traini ng and worki ng screening status and WWC check
s tatus. The Director must ensure these hav e been sighted and  mai ntai n the detai l s on ea ch  staff record.

   Employm ent contracts  wi l l stipul ate that al l staff are obli g ated to:

advi se the Di rector i f they are charged wi th a cri m i nal offence which i s punishabl e by i m pri sonment or, i f found gui l ty, could reasonabl y affect t hei r abil i ty to meet the i nherent
requirements of thei r job; and di sclose any formal discipl i nary action taken ag ai nst them by any current or former empl oy er. Thi s includes any fi ndi ng of i m proper or unprofessi onal
conduc t by any C ourt or Tribunal of any ki nd and any i nvesti g ati ons that the staff m em ber has been subject of by an empl oyer, l aw enforcement ag ency or any integrity body or
si m i l ar i n  A ustrali a or in another country.

Re cruitme nt and selection

   Cosmos Divine Care Pty Ltd staff wi ll meet the mi nimum qual i fi cati on and experience requirements set down by the  N DI A for the del i v ery of supports to  N DI S participants.

   Cosmos Divine Care Pty Ltd staff wi ll al so meet the mi n imum experience requirements set down by the NDI A ’s Gui d e to Sui tabili ty.

   Mi ni m um qualifi cation and experience requi rements will be i ncl uded i n recruitment docum entati on and Posi ti on Descriptions.

 The Di rector  (or deleg ate) i s responsi bl e for recrui ting staff and wil l :

–  dev el op Posi ti on Descriptions and selection cri te ri a for each posi ti on based o n the requirements for each posi ti on;

–  advertise posi ti ons through local networks (whi ch may i ncl ude onl i ne job advertisem ent sites such as ‘Seek’), respond to enqui ri es and emai l application forms i f requested;

–  conv ene a selection and interview panel appropriate to the posi tion bei ng recruited to;

–  contac t appli cants and  arrange interviews (includi ng interview panel s);

–  speak with nomi nated referees and seek opi ni on about the appli cant ’s qual i ties, ski l l s and capacity  to ful fi l  the rol e;



–  support selected appli cants  throug h the ap poi ntment  process, i ncl udi ng mandatory checks and  contract negotiations; and

–  notify unsuccessful appl i cants i n writing or verbal l y , offeri ng feedback on appl i cation.

   Selection wi ll be fai r, transparent an d  based on meri t a nd hav e respect t o the  Equity , A n ti -Discrimina tion and Wo r kpl a ce H a rass ment Pol i ci es an d P rocedu r e .

Man datory Checks

NOTE: The N DI S Worker Screening U ni t commences operati ons i n Vi ctori a after J ul y 1, 2019. Exi sti ng state requi rements under the Di sabi li ty Worker Exclusi on Schem e wi ll
continue unti l notifi ed. N DI S provi ders must compl y wi th both schemes unti l notified. While current clearances under sta te requi rements remai n v al i d , the ri sk
assessm ent of al l rol es may require clearances for previ ousl y exempt staff.

NOTE: The Victorian Di sabi l i ty Worker C omm i ssi on com mences  operations on 1 Jul y 2020.

The Vi ctorian Disabi l i ty Work er Registration Scheme wil l commence on 1 Jul y 2021. Whi l e regi stration i s not mandatory, on ce the registration sc heme comm ences, Cosmos
Divine Care Pty Ltd requi res all staff to be  registered as a condition of  their empl oyment .

U nder the A ct, di sabi l i ty workers who don't have reg i stration as a di sabi lity worker are cal l ed 'unregi stered di sabi li ty workers'. From 1 Jul y 2020, thi s wil l be all di sability
workers.

Further information may be found at : ht tps://www. v dwc.vic.gov.au/registration

Note: penalties may appl y where:

–  staff do no t upda te thei r personal details attached  to  Worki ng Wi th C hil dren Checks

–  org ani sati ons do not veri fy staff clearances
–  org ani sati on do not assess the  ri sk of al l rol es wi thin thei r  organi sati on
–  org ani sati ons do not keep proper re cords includi ng :
–  records of how  ri sks are assesse d
–  records of staff  clearances
–  records of sub contra ctor arrangements

–  org ani sati ons do not suppl y records  when requested

–  org ani sati ons empl oy indi vi dual s whose o nline verification outc ome i s  b a r r ed, interim barred or not found.

Pre liminary Checks

   The Di rector wi l l confi rm the identity (through pho to i denti fi cati on) and qual i fi cations (through sighting a copy ) of al l prospective staff prior t o thei r appoi ntment.

 I f qual i fi cati ons are a mandatory requi rement of the ro l e, orig i nal qual i fi cations must be copi ed, certifi ed as bei ng a true c opy of the ori g i nal and dated by the relev ant deleg ate
then returned  to the  appl i cant.

NDIS Wo rker Screen ing
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   Where Cosmos Divine Care Pty Ltd provi des servi ces to NDIS-m anaged participants, it must:

 conduct  ris k as s es s ments for al l p os itio ns not aut o mat ically s peci fied  by t he NDI S Commis s ion.

 ens ure that workers i n r oles i dentif ied  in  risk as s es s ments hold v al id a nd appro priate emp loyment checks .
 record  and  s t ore r is k as s ess ments  and the reas ons for  requ ir ing checks  f or any nominated  ro le.

   U nder the  N DI S, servi ce prov i ders are responsibl e for determi ni ng which workers must be screened accordi ng to  the fol l owi ng indi cators:

–  A l l workers provi di ng services i n desi g nated specif i ed  supports  or  specif i ed servi ces (se e Defini tions: Speci fi ed Supports/Services) must hol d clearances.

–  Servi ce provi ders must assess the risk to participants p resented by ALL rol es wi thin the operation.

–  A l l workers i n Ri sk Assessed Rol es requi re clearances. A Risk  A ssessed Rol e fall s into one of  three categ ori es.

   A ny rol e which i s a key personnel role. “Key personnel” includes those peopl e who are responsi bl e for executive decisi ons of a service provi der.

 A ny rol e with duti es whi ch invol ve the di rect deli v ery of particul ar ki nds of servi ces or supports to a person with di sabi l i ty (see Defi ni tions – Specified
Supports/Services).

 A ny rol e for which the normal duti es are l i ke l y to require more than incidental contac t with a person wi th di sabi l i ty, includi ng access to partici pants’ personal and
sensi ti v e i nformati on.

 A s a NDI A Registered Provider, Cosmos Divine Care Pty Ltd must screen new and exi sting staff, vol unteers, students and con tractors who work di rectl y with peopl e with di sabi li ty
before they are empl oyed or appoi nted.

 The Di rector is responsi bl e for mai ntai ni ng a staff reco rd for al l Cosmos Divine Care Pty Ltd staff includi ng thei r quali fi cations, traini ng and crimi nal hi story and WWC check
stat us. The Director must ensure these hav e been si g hted and  m ai ntai n the detail s on each  staff record.

   Employm ent contracts  wi l l stipul ate that al l staff are obli g ated to:

– advi se the Director i f they are charg ed wi th a cri m i nal offence which i s puni shabl e by i m pri sonment or, i f found gui l ty, could reasonabl y affect t hei r abil i ty to meet the
inherent requi rem ents of thei r job; and

– di sclose any formal disciplinary acti on taken agai nst them by any current or former empl oyer. Thi s includes any findi ng of i m proper or unp rofessi onal conduct by any C ourt
or Tri bunal of any ki nd and any investigations that the s taff mem ber has been subject of by an empl oyer, l aw enforcement agency or any integrity body or si mi l ar i n A ustral i a
or i n another country.

   Where Cosmos Divine Care Pty Ltd provi des servi ces to NDIS-m anag ed participants, it must:

–  conduc t ri sk assessm ents for al l posi tions not automati cally prescribed by the NDI S C ommi ssi on;

–  ensure that workers i n roles i denti fi ed i n risk assessments hold val i d and appropriate empl oyment checks;

–  record and st ore risk ass essm ents and the reasons for  requi ri ng checks for any nomi nated role.

   Cosmos Divine Care Pty Ltd must ensure workers hol d valid and appropriate screening checks where requi red.

Contractors

   Where contractors are empl oyed as part of  the ordi na ry activ i ti es of service delivery operati ons, Cosmos Divine Care Pty Ltd wi ll veri fy, as necessary:

–  crimi nal history screening status

–  i nsurances
–  qual i fi cations



   I n engaging contractors  to perform ri sk assesse d ro l es, Cosmos Divine Care Pty Ltd will :

–  i dentify each risk assesse d rol e to the sub/contra ctor;

–  enter into an appro pri ate contra ct wi th  the sub/co ntra ctor; a nd

–  take reasonable steps to ensure  that the sub/con tractor has an appro pri ate clearance.

   A n appropriate contra ct (abov e) includes the f ol l owi ng obl i g ati ons. The contractor  m ust:
–  ensure that t hey, or  thei r subcontra ctors , hav e an appr opriate clearance; and

– onl y al l ow a subcontractor to eng ag e i n a risk assesse d rol e i f the subcon tractor m ay di sclose, to Cosmos Divine Care Pty Ltd, i nformation about a ri sk assessed role, i ncludi ng
but not li mi ted to i nformation about:

   the maki ng of an appl i cation for an NDI S worker scree ni ng check;

   an interim bar.
   a suspensi on.
   an exclusi on.
   the closure of an  appl i cation for a worker s c reeni ng clearance.
   the revocation of  a  clearance.
   the expi ry date of a  clearance.

– cooperate with any reasonabl e request from the registered NDI S prov i der for i nformati on relating to whether a mem ber of other pe rsonnel has a clearance, or i s subject
to  an exception  i n  thi s Divisi on; and

– cooperate with any reasonabl e request from the registered NDI S prov i der for assistance to investigate any compl ai nt made to the N DIS provi der about the condu ct of, or
any  reportabl e i ncident i nvol v i ng , any mem ber of other per sonnel eng ag ed i n a ri sk assesse d role; and

– cooperate with any reasonabl e request from the registered NDI S prov i der for i nformati on relating to whether and how i t i s compl yi ng with i ts obl i g ati ons under the
appropriate contra ct; and

– i m pose the above obl i g a tions on any other party wi th whom the subcon tractor enters an arrang ement, which inv ol ves or al l ows for the provisi on of services by the other
personnel to  the NDI S prov i der.

Responsibilities

   Cosmos Divine Care Pty Ltd will :

– screen new and exi sting staff, v ol unteers, studen ts, sel f -em pl oyed people/contractors and board mem bers (where appli cable), who work directly wi th peopl e with di sabi lity
before they are empl oyed or appointed, irrespective of how that  their l abour i s sourced or depl oyed (se e Defini tions –  Ri sk A ssessed Ro l es ).

–  confi rm the i dentity (through pho to identifi cation) of a l l prospectiv e staff pri or to their appoi ntment.

–  (where quali fications are a mandatory requi rement of  the rol e) store certifi ed copi es of ori g i nal quali fi cations documents i n the staff mem b er’s fi l e.

–  determi ne risk assessed rol es by consi deri ng :

   the degree of conta ct the role affords or  requi res (see Defi ni ti ons  – Co n ta ct and More than incidental co ntac t)

   whether the worker provi des a Speci fi ed Servi ce or Support (see Defi ni ti ons  – Specifi ed Supports/Servi ces)

   whether the worker has ac cess to  confi denti al  participant i nformation (see Defi ni tions – C onfi dential I nformation/data).

–  ensure that all workers occupying risk assesse d rol es have appropriate clearances:

   at l east one referee check and  crimi nal record check pr i or to empl oym e n t  (for new staff); and



   subsequent crimi nal record checks at l east once every  four years. –  acquire a N DI S Worker Screening U ni t clearance for ri sk assessed roles. 
–  m ai ntain a record each staff  m em b e r  i ncl udi ng their qual i fi cations, traini ng and crimi nal hi story and WWC check status  (see bel ow);

–  m ai ntain a record of al l ri sk assesse d rol es as requi red – includi ng subcontracted posi tions (see bel ow – Record Keepi ng )

–  requi re workers to disclose circumstances as they ari se whi ch may i m pact on thei r abi l i ty to retain cri mi nal hi story clearances.

   Cosmos Divine Care Pty Ltd will not:

–  al l ow a person to work in a risk assessed rol e if:

   they hav e been convi cted of  a “prescribed crimi nal offence”.

   thei r clearances are subject to a bar  or interi m bar.
   they cannot be located  i n  the onl i ne veri fi cati on process.
   Staff wi l l :

–  update personal detai l s attached  to  their Working with C hi l dren C heck within three months of c hanges in circumstances i nformation;
– advi se the Director i f they are charged wi th a crimi nal offence which i s puni shabl e by i m pri sonment or, i f found gui l ty, could reasonabl y affect t hei r abil i ty
to meet the inherent requi rem ents of thei r job; and
– di sclose any formal disciplinary acti on taken agai nst them by any current or former empl oyer. Thi s includes any findi ng of i m proper or unp rofessi onal
conduct by any C ourt or Tri bunal of any ki nd and any investigations that the s taff mem ber has been subject of by an empl oyer, l aw enforcement agency or
any integrity body or si mi l ar  i n  A ustral i a or i n another country.
– i nform Cosmos Divine Care Pty Ltd wi thi n seven days i f they have been i ssued with an Interim Neg ative Notice or Negative Notice, or i f they have a r el ev ant
chang e in ci rcumstances; and
–  not eng ag e i n  chi l d-rel ated work i f they ha v e been i ssued wi th a Negative Notice.

DHHS Sa f ety Screen ing

Prov i ders are responsible for assessi ng whether workers need to be s creened under the Safety Screening Poli cy. Workers assesse d as exem pt under both the DH H S Safety Screening
Pol i cy are not necessari l y exempt under the NDI S C omm i ssi on’s requi rem ents.

Workers may be exempt from screening i f they have onl y i nci dental contact with peo pl e wi th di sabi li ty as a normal part of thei r job.

Cosmos Divine Care Pty Ltd may still require such workers to und erg o wo rker screeni ng.

Prospective workers must si g n a Pre -empl oyment Screeni ng Statutory Decl aration, avai l abl e at: ht tps://providers. dhhs . vic.g ov.au/statutory -declaration-pre-empl oyment-
screening -disabi lity-workers-dwes-word

Safety Scree ning Checks

   The mandatory checks  appl i cabl e to Cosmos Divine Care Pty Ltd staff under the  DH H S Safety Screening Policy are:

–  i dentity checks;

–  the Victorian Pol i ce National Police Records C heck; –  I nternational Poli ce C hecks (where appli cable)
–  the Victorian Working wi th C hi l dren Check, i f requi red (renewed every 5 years);

–  checks cond ucted  by the Di sabi l i ty Worker Excl usi on Schem e agai nst the Disab i l i ty Worker Exclusi on Li st.

 The DHHS Safety Screen ing p ol icy requ ireme nts a pply t o a ll  pers ons eng ag ed by an NDI S reg is t ered p rov ide r o perating  in  Victo r ia who:
–  are i nv ol v ed in the direct del i very of supports to  perso ns wi th disabi l i ty
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–  are l i kely to hav e more than incidental conta ct wi th  peopl e wi th di sabi li ty as part of their rol e

–  are key personnel such as those h ol di ng executive, governance, or seni or manag ement posi ti ons.

 New w ork ers mus t be s cree ned  unde r the Safet y  Scree ning Po licy  pri or t o an offer  of emp loyment o r engag eme nt in a  s pecif ied  ro le bei ng made.

 Workers eng ag ed in s pecif ied ro les at 30 Ju ne 2 01 9, an d who hav e a v ali d clearance under V ict or ia’s s t at e -bas ed worker s cr ee ning po lic ies , are cons idere d clea red to
w ork u nder the  inter im wo r k er  s creening p ol icy .
 Worker  cleara nce u nder the  inter im Safet y Screen ing Pol icy are v al id  only  in Victo ria.

Statutory De clarations

 Prospective workers must si g n a Pre -empl oyment Screening Statutory Declaration, av ai l abl e at: https://providers. dhhs. vic.g ov.au/statutory - d eclaration-pre-employment-
screening -di sability-workers-dwes-word

   The Statu tory Declaration records (i ncludi ng by attachi ng responses) the appl i cant’s declaration to Cosmos Divine Care Pty Ltd:

–  of charges lai d ag ai nst them by pol i ce concerning any offence committed i n A ustralia or in another  country i n  the past;

–  any offence of which  they have bee n found guil ty, c om m i tted i n Australi a or i n another coun try in the  past;

–  any formal di scipli nary action taken ag ai nst them by a ny current or  former empl oyer;

–  any fi ndi ng of i m proper or unprofessi onal conduct by  t hem by any C ourt or Tri bunal of any kind;

–  any i nvesti g ations by an empl oy er, l aw enforcement agency or any integrity body or si milar i n A ustrali a or i n another coun try, of  whi ch the y have been the subject.

 The Declarat ion  w il l be kept  on the a ppl icant’s s t a ff f ile.

Disability W orker Exc lusion  Sche me (DWES)

   The DWES i s a mandat ory additional check on  al l Disabi l i ty Workers.    Cosmos Divine Care Pty Ltd compl ies with the requirem ents of th e DWES.
   Cosmos Divine Care Pty Ltd will check staff names agai nst the Di sa b ili ty Wo r ker Excl u si on Li st , of: –  al l current Di sabi l i ty Workers and thei r Managers/Supervisors; and

–  al l prospective empl oyees for posi tions as Di sabi lity Workers.

 Where Cosmos Divine Care Pty Ltd’s pre-empl oyment screening, (e. g . , a pol i ce check), raises i ssues that may mee t the criteria for plac ement on t he Li st, Cosmos Divine Care
Pty Ltd wi ll noti fy the DWES uni t.

   Fol l owi ng an all egation:

– Where preliminary inquiries identify that an incident m eeting the Li st criteria has occurred and a worker has been removed from exclud ed work, a no ti fi cati on shoul d be
provi ded to the  DWES uni t.

–  A n inv estigation must be undertaken, and  the DW ES u ni t shoul d be advi sed of the outcome of  the investigation and any di scipl i nary process.

   Shoul d a worker resi g n before the end of an  i nvesti g ation:

– The DWES uni t shoul d be advi sed i f a worker has resigned pri or to the i nv esti g ation bei ng compl eted. Cosmos Divine Care Pty Ltd shoul d then compl ete the i nvestig ati on
on the basi s of the avai l abl e informati on and adv i se the DWE S  uni t of  the out come.

– I f the worker does not participate i n the inv estigation or i t i s otherwise not possi bl e to compl ete the investigation, the DWES uni t m ay sti l l place a worker’s name on the Li st.
The worker wil l subsequently be given an opportuni ty to show  cause why thei r name should not be pl aced  on t he Li st.

International  police che cks
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 Prospective staff have resi ded continuously i n an ov erseas country for 12 mon ths or more i n the last ten years, must con tact the relev ant o v erseas pol i ce force to obtai n a
crimi nal or poli ce record che ck. Thi s is not appli cable i f:

–  they were travel li ng through, for exam pl e, backpacking and onl y stayi ng i n some countries for very short peri ods.

–  i f they were a mi nor when they were overseas.

 Where an international poli ce records check cannot be obtai ned, (some co untries wi l l not rel ease i nformati on), a statu tory declaration and chara cter reference checks m ust be
conduc ted wi th at least two indi vi dual s who personal ly knew the i ndi v i dual while they were residi ng i n the other coun try. Thi s shoul d be und ertak en as a very l ast resort i f the
international poli ce check i s actual l y unavai l abl e and cannot be ob tai ned.

– The appli cant must be i nformed tha t referees wi l l be asked whether they have knowl edg e or information concerning the appli cant, w hi ch woul d adverse l y affect the
appl i cant from performi ng the job, includi ng any relevant cri m i nal offences.

–  The credentials of persons ac ti ng as referees must be veri fi ed and can i ncl ude previ ous empl oyers, governme nt offi ci al s and fam i l y mem bers.

–  Overseas appl i cants shoul d not c omm ence empl oym ent unti l thi s pro cess is satisfactoril y com pl eted and this decision should be si g ned off by the  Di rector.

– I n the case of asyl um seekers and refugees who may be unabl e to prov i de character references to accompany a statu tory decla ration, the s tatutory de claration wil l suffi ce
wi th proof of s tatus. H owever, el i gibili ty to work shoul d be confi rmed as part of t he recrui tment process by the funded organi sati on usi ng the Department of I m migr a tion
and Border Protection ’s Vi sa Entitl em ent Verifi cation Onl i ne (VEVO) checking system at Department of I m m i g rati on and Border Protection ’s Vi sa Enti tlem ent Verifi cation
Onl i ne (VEVO) checking system  http://www. border.g ov. au/ Busi/ Vi sa  or thei r faxback servi ce.

Police che cks f or student pl ace me nts

   Secondary school st udents on  a  formal work experience pl acement wi ll not need a  check to work i n  the  N DI S.

 A police check is requi red for students ag ed 1 8 years a nd ol der. These checks mus t be admi ni stered by the relev ant course coordinator i n t he educati onal i nstitute or the
student can  obtai n a  poli ce check  through the Vic tori an Poli ce websi te.

W orking with Children Check

 Where staff hav e any conta ct wi th chi l dren i n the cour se of thei r duties, al l Cosmos Divine Care Pty Ltd staff must have and mai ntain a cl ear Worki ng with C hi l dren (WWC )
check.  Thi s includes contact by telephone or  other form of  el ectro ni c conta ct.  Thi s requirement appl i es to al l vol unteers and students unl ess:

– they are working under the direct supervi si on of an ed ucator who i s over 18 years of ag e and hol ds, or i s ac tiv el y working towards, an appro v ed Di pl oma -level educati on
and care qual i fi cation;

–  parents, fam i l y mem bers and guardians closel y rel ated to  children attending the servi ce.

   The Di rector wi l l :

–  ensure staff or volunteers i ssued wi th a Negative Notice do not undertake chi l d -rel ated work; and

–  periodi cally check the sta tus of al l staff mem ber s and v ol unteers wi th WWC  C heck cards usi ng Check Status fun ction on  the  Department of Justice  WWC  C heck website.

   Staff and volunteers must:

– i nform Cosmos Divine Care Pty Ltd wi thi n seven days i f they have been i ssued with an Interim Neg ative Notice or Negative No tice, or i f they hav e a r el ev ant change i n
ci rcumstances; and

–  not eng ag e i n  chi l d-rel ated work i f they hav e been i ssued wi th a Negative Notice.
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Record Keeping: Role Risk Assessments

 Cosmos Divine Care Pty Ltd will maintain a written l i st of risk assessed rol es in  the organi sati on, includi ng :

–  the title used for  the rol e and a des cription of t he rol e –  the reasons why the role i s a ri sk assesse d rol e
–  the date t he rol e was assessed and the name and  title of the person who  made the assessm ent

 Cosmos Divine Care Pty Ltd w i ll maintai n a wr itt en  l is t of a ll w orkers w ho eng ag e in  ris k as s ess ed roles .
 The l is t mus t incl ude:
–  the name, date  of bi rth and  address of  the worker

–  the risk assesse d rol e i n whi ch the worker engag es

–  whether or not the worker i s eli g i ble for an exem pti on, the start and end  date of  the exem pti on and the name of the  worker’s supervi sor duri ng thi s peri od

–  the worker’s appli cation number or  check number and  outcome expi ry date

–  records relating to an interi m bar, suspensi on, exclusi o n or any ac ti on taken by  the provi der in relation to those decisi ons

–  al l egations of mi sconduct ag ai nst a worker wi th a  clearance and the  acti on  taken by the prov i der i n response to  that al l eg ati on.

 Cosmos Divine Care Pty Ltd will:

–  update the rec ords as required.

–  ke ep the records for  sev en years from the date  the rec ord was made.

– ke ep the records i n an org ani sed, accessi bl e and leg i ble manner such tha t the N DI S C ommi ssi on or quali ty audi tor may know which workers were engag ed i n a risk
assessed rol e on any gi v en d ay i n the past seven years.

Person al Information

Collection and Storage of  docume ntation an d confide ntiality

   The Pr e-Emp l o y ment Co ll ecti on Fo r m  will i nform the potential staff member: –  that i nformation i s bei ng coll ected;
–  the purposes for  coll ection;

–  who wi l l have access to the i nformation;

–  the rig ht to seek ac cess to , and/ or  correct , the i nformation; and

–  the rig ht to make compla i nt or appeal decisions about  the handl i ng of thei r i nformati on.

Person al inf o rma tion

   Personal i nformation may include: –  name,
–  date of bi rth, –  g ender,
–  current and  previ ous addresses, –  resi dency status,
–  tel ephone numbers and e -m ai l addresses, –  bank accoun t detai l s,
–  dri v er's licence number, –  C entreli nk i nformati on,  –  photog raphs,
–  race or ethnicity, and



–  m edi cal hi story or i nformati on provi ded by a heal th servi ce.    Personal i nformation i s collected to assi st i n:
–  assessi ng employment appl i cati ons;
–  processi ng payment of Services.

–  obtaini ng rel evant security clearances;

–  provi di ng a duty of care in your empl oyment, particula rl y i n relation to any di sclosed medi cal condi ti ons;

–  contac ting fami ly, carers, or  other  thi rd parti es as and i f required; and

–  ensuring you hol d a current drivers li cence and private motor vehi cl e regi stration as requi red to perform your role wi thin Cosmos Divine Care Pty Ltd.

Further,

–  staff wi l l be advised, duri ng the i nduction pro cess, whe re this policy i s located on t he Cosmos Divine Care Pty Ltd i ntranet (or hard copy ).

– al l personal staff i nformati on wil l be pl aced o n thei r personal fi l e, hel d in both electroni c and hard copy formats. Both formats wi l l be securel y hel d, with access li mi ted
to staff mem bers where needed i n the performance of t hei r rol es or duties.

 A l l staff shall noti fy Cosmos Divine Care Pty Ltd of any chang e s to thei r personal i nformation such as address, bank detail s, or a private motor vehi cle bei ng used for work
purposes.

   A t regul ar interval s Cosmos Divine Care Pty Ltd will issue all staff, v i a em ai l , a staff details form to compl ete and return t o ensure personal i nformation i s up to  date.

Acce ssing pe rsonal i nf ormation

   Staff can request and be  granted access  to  thei r personal i nformation, subject t o exceptions all owed by l aw.

   Requests to access personal i nformation must state: –  the i nformati on to be a ccessed
– the preferred means of accessi ng the i nformati on, and should be forwarded t o the Director i n writing to: 26 Laura S t, C l ayton South
VI C 316 9

The Director wi l l assess the request to access i nformation, taking i nto c onsi derati on current i ssues that m ay e xi st wi th the staff m em b e r , and wh ether these i ssues rel ate to
any  l awful exceptions to granti ng access  to personal i nformation.

Shoul d  the  Director  decide  that  access  to  personal  i nformation  wi l l  be  deni ed,  they  m ust, wi thin 30 days of receipt of  the request , i nform the s ta ff mem ber i n writing of:

   the reasons for denyi ng access and

   the mechanis m s avail abl e to compl ai n or appeal .

Shoul d access be granted, the Di rector wi l l contact t he staff mem ber wi thi n 30 days of receipt of the request  to arrange ac ces s to thei r personal i nformation.

Shoul d Cosmos Divine Care Pty Ltd be unabl e to provi de the i nfor m ation in the means requested, the Director wi l l discuss wi th the staff mem ber alternative means of accessi ng
their personal i nformati on.

Complaints

Questi ons  or  co ncerns  abou t  Cosmos Divine Care Pty Ltd’s   privacy  practices  should  be  br ought,  i n  the fi rst instance, to  the  Di rector’s  attention.

Staff may directly email the Director at cosmosdivinecare@gmail.com

I n   i nv esti g ating  the  complai nt  Cosmos Divine Care Pty Ltd m a y ,   where  necessary,  con tact  t he  staff mem ber making the compl ai nt to obtai n more information.

The  staff  m em ber  wi l l  be  advised  ei ther  i n  wri ting ,  or  i n  a   face- to-face  m eeting,  of  the outcomes and a ctions arisi ng from the inv estigation.

I f concerns cann ot be resolved and the staff mem ber wi shes to formal l y compl ain about how their personal i nformati on i s m anag ed, or i f they bel i eve Cosmos Divine Care Pty



Ltd has  breached  an A PP and/or I PP, they may send thei r con cerns i n writing to:

Offi ce of the Vi c tori an I nformation C omm i ssioner Emai l : privacy@cpdp.vic.g ov.au
Phone: 1300 666  444

or  through  the  onl i ne  form  avai l able  at  https :// www. cpdp.v i c.g ov. au/menu -pri vacy/privacy -publ i c/privacy-publ i c-make -compl ai nt

Training and Development

 Records of i nduc tion, traini ng and organi sati onal and p rofessi onal development provi ded to al l staff wi l l be kept on each s taff record as we l l as in Cosmos Divine Care Pty Ltd's
Traini ng a nd Dev elo p men t Regi ster.

Induction

 U pon commencement and pri or to eng ag i ng with parti ci pants, Cosmos Divine Care Pty Ltd wil l prepare new staff mem ber and/or volunteer wi th ti m el y and appropriate
orientation to their rol e, the service and org ani sati on. Where any specifi c traini ng and/or support needs are i denti fi ed during the recruitment and sel ecti on, Cosmos Divine
Care Pty Ltd wi ll ensure these are met for the new staff  mem ber/v ol unteer.

 The Di rector i s responsibl e for ensuring staff and vol un teer induction includes (but is no t li mi ted to) the prov i si on of t he foll owi ng information. The Director i s suppor ted by
the manag ement team i n del i v ering traini ng and i nformation i n:

–  Cosmos Divine Care Pty Ltd’s  Mi ssi on and Vi si on and Strategic and Operati onal Pl ans;

–  Cosmos Divine Care Pty Ltd’s  compl i ance responsi bili ties, i ncl udi ng obl i g ati ons under rel evant l egislation, regul ations and standards and  i ts Poli cies and Procedures;

–  staff rol es and responsi bil i ties and  Cosmos Divine Care Pty Ltd’s  Staff C ode of Conduc t;

– Cosmos Divine Care Pty Ltd’s organisational and governance struc tures, team pro cesses, comm uni cati on channel s, staffi ng , supervisi on arrang ements and
acco untabi l i ti es;

–  continuous im provement, risk manag ement and WH S, includi ng , incident reporting and emerg ency procedures;

–  staff entitl em ents and working condi ti ons;

–  participant rig hts and responsi bil i ties and Cosmos Divine Care Pty Ltd’s  Pa r ti ci pa n t Charter; –  obtaini ng feedback and handl i ng compl ai nts;
–  privacy and confidential i ty and Cosmos Divine Care Pty Ltd’s  records and i nformation manag ement processes;

– supporting participants to activel y participate i n thei r servi ce deli very, i ncl udi ng family mem bers and supporters i n servi ce del iver y and alternative com m uni cation needs
and ai ds;

–  cul tural , l i ng ui sti c and di sabili ty di v ersi ty;

–  the needs of vul nerabl e peopl e includi ng children, peopl e wi th complex needs, and cul tural l y and l i ng ui sti call y di v erse and Aboriginal and Torres Strait Isl ande r  peopl e;

–  responsibi lities under anti -di scrimi nation l egi sl ati on; –  use of interpreters and transl ators ;
–  the service’s access and  exi t/transi ti on processes;

–  referral processes, includi ng target response and referral timeframes and how to make appropriate referral s;

–  Cosmos Divine Care Pty Ltd’s  servi ce network, Referral Database and appropriate referrals for comm on i ssues;

–  Cosmos Divine Care Pty Ltd’s  assessm ent, pl anni ng and review processes;

–  evi dence-based, person-centred approaches  to service deli v ery and how to  use a streng ths-based approach  to identifyi ng  participant needs and l i fe goal s;

–  Cosmos Divine Care Pty Ltd’s  fi nancial management processes, i n cludi ng supporti ng  participants’ control ov er thei r finances;

–  Cosmos Divine Care Pty Ltd’s  servi ce delivery and participation processes; –  Duty of C are requi rements;
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–  chi l d protection and  interacting appropriately with children.

–  how to respond  to  actual or  potential si g ns of abuse a nd negl ect, includi ng thei r responsi bi liti es for respondi ng .

–  particula r  risks that may be experienced by peopl e with  di fferent needs; and –  posi ti v e behavi our support strateg i es.
   Where possi bl e, cultural awareness traini ng will be deliv ered by l ocal A&TSI and C A LD g roups to ensure i t i s tai l ored to  the organi sati on's ser vi ce areas.

   Ong oi ng traini ng will be provi ded i n thes e areas where required.

Feedback  on  the  i nduction  pro cess  wi l l  be  sought  to  contribute  to  Cosmos Divine Care Pty Ltd’s continuous i mprovement.

O ngoing Trai ning and De v e lopme nt

   Cosmos Divine Care Pty Ltd i s commi tted to ensuring staff and  volunteers have the necessary ski l l s and knowl edg e to competently undertake thei r duties.

Cosmos Divine Care Pty Ltd will provi de:

–  ong oi ng traini ng and development opportuni ties for st aff –  opportuni ti es for advancem ent wi thi n the organi sati on.
   Reg ul ar staff Performance Reviews will:

–  i dentify traini ng and devel opment needs i n consultation with thei r manager –  encourag e staff engag em ent i n thei r ong oi ng development.
   The Di rector wi l l be responsi bl e for overseei ng trai ni ng and devel op m ent needs for Cosmos Divine Care Pty Ltd. They will:

–  track traini ng undertaken and fut ure needs i n  Cosmos Divine Care Pty Ltd’s Staff Trai ni ng and Devel opment Register; and

–  pl an and publ i ci se, to al l staff, up comi ng trai ni ng and devel opment opportuni ti es usi ng a Traini ng and Dev el opment C al endar distributed.
 Where Cosmos Divine Care Pty Ltd’s capacity and resources all ow, staff wi l l be supported t o pursue further education or trai ni ng that wi l l contribute t o th ei r professi onal

devel opment, but whi ch may not be a requi rement directly relev ant to th ei r current posi ti on.

 Cosmos Divine Care Pty Ltd will provi de equi ty of access to profes si onal devel opm ent opportuni ties for all staff, taki ng i nto ac count the organisation's nee ds and the needs
an d ski l l s of staff.

Staf f manageme nt and rete n t ion

   Staff performance and reten tion are suppor ted by the  foll owi ng organi sati onal poli cies and procedures:

–  H um an Resources.

–  Fi nancial Management;

–  C ontinuous Im provement; –  Staff C ode of C onduc t;
–  Staff C ompl ai nts;

–  Equi ty, A nti -Di scri mi nation and Workplace H arassm ent; and –  Workpl ace H eal th and Safety.
   Staff are expected  to at tend regul ar team m ee ti ng s, where they wi l l hav e access to i nformati on shari ng , traini ng and d ev elopment, and de bri ef opportuni ties.

   A l l staff will receive supervisi on (debri ef and mentori ng ) sessi ons monthly with thei r i m m ediate supervi sor.

Staf f supe rv ision

 Supervi si on processes will be i n pl ace i n order to meet organi sati onal , professi onal and personal objectiv es for staff, includi ng access to t hei r supervi sor by phone and em ai l
for i nformal and formal supervi si on and support.

   A l l staff will receive operati onal supervisi on i n the cour se of their duties,  through indi vidual contact wi th  thei r supervisor, team meeti ngs and group supervi si on.

   P rofessi onal allied heal th staff should engag e the services of a pr ofessi onal supervi sor (external to the org ani sati on) to ensure  practice sta nd ards are uphel d.

Perf ormance Re v iews and Mana geme nt

 Performance Reviews will be conducted for al l staff on a regul ar basi s. These will assess staff capabi l i ty to perform thei r rol e and thei r underst andi ng and appl i cati on of Cosmos



Divine Care Pty Ltd’s policies and procedures and provi de an op portunity to  set future  professi onal g oal s.

   Performance Reviews will seek to:

–  cl ari fy any i ssues relevant to the staff  mem ber’s job de scription and performance standards.

–  i dentify the staff mem ber’s strengths.

–  i dentify areas where the staff mem ber needs to i mprove.

–  i dentify and confi rm the actions  to be  taken to  mai ntai n, enhance  or i m prove performance; and

–  set future professi onal g oal s.

   The supervisor will compl ete a S taff Perfo r mance Review . Thi s wi ll be si g ned by them and the staff member.

 Where strategies for performance i m provement are requi red, a S taff Perfo r mance I mp r ovement Pla n m ust be compl eted and si g ned by the staff mem ber and Seni or
Manag er.

   A copy of t he compl eted Performance A ppraisal s wil l be pl aced on the  staff mem ber’s fi l e and a copy gi ven to  the staff  m ember.

 I f a staff mem ber beli eves that they hav e been directly or i ndi rectly discrimi nated ag ai nst i n the performance revi ew, they should take ac tion i n accordance with Cosmos
Divine Care Pty Ltd’s Disputes and  Grievances Po licy an d Pro ced u r e.

Termination of Emp loymen t

 Shoul d staff ch oose to end their empl oyment with the organi sati on, they are required to g i v e the Di rector written notice in advance, as sta ted in the relev ant industrial A ward or
i nstrument.

   The Di rector has  the di scretion  to pay  the staff member their notice peri od i n l i eu of havi ng them attend work for the  noti ce peri od.

   A l l salary and entitlements are pai d  to the staff mem b er wi thi n 14 days of  the end of their empl oyment wi th the organisation.

Disciplinary Action

   Staff may face di sci pl i nary action i f they:  –  they are not performi ng satisfactoril y.
–  preventing other staff mem bers from carryi ng out their dut i es; or

–  are not c om pl yi ng with Cosmos Divine Care Pty Ltd’s Code of C onduct, Poli cies and Procedures or their Empl oyment C ontract.

 Cosmos Divine Care Pty Ltd’s management staff are responsi bl e for i denti fyi ng problems as soon as they ari se and taki ng action. They must mai n tai n recor ds of al l performance -
rel ated di scussi ons and counsel l i ng sessi ons and keep these o n staff records.

   I f manag ers i denti fy unsati sfactory performance of a s t aff mem ber, they must advi se the staff mem ber.

 A n opportuni ty must be provi ded for the s taff mem ber to i m prove thei r performance wi thin a reasonable ti m efram e. Traini ng may be required to im prove the standard of the
staff mem ber’s performance.

 I f the staff mem ber’s performance does no t im prove t o the required standard after assistance and trai ni ng has been prov i ded wi thi n the specifi ed ti m e, the supervi sor must
docum ent specific performance problem s.

   I f mi sconduct oc curs, the Di rector  m ust do cument the  i ssues wi th the staff mem ber, detai l i ng relevant i nci dents and behavi ours.

   The supervisor will meet with the staff mem ber and i nform them that a  report wi l l be written, and they wil l be provi ded wi th a copy.



   The foll owi ng di scipl i nary process wil l then be foll owed:

– Di scussi on/C ounselling – between the supervi sor, Director and the s taff mem ber. The probl em wil l be expl ained, and the staff member asked to respond. The staff mem ber
i s entitled to have a support person present. I f mi scon duct or non -performance is proved, the Di rect or wi l l advi se the staff mem ber of the corrective action they need to
take. The Di rector wi l l record detai l s of the discipl i nary sessi on. All parties present must si g n the report. Where this report i s presented b y email, the staff mem ber may
acknowl edg e the report as true by  return emai l . 

–  Fi rst warning - i f the incident of mi s conduc t i s repeated or performance does n ot i m prove, the Di rector wil l i ssue a first written warning. I f the case i s c onsi dered severe

enough, the fi rst warning can be  reg arded as the fi rst a nd fi nal warni ng.

– Fi nal warni ng - i f the probl em persi sts, the Di rector wi l l i ssue a fi nal written warning to the staff member. I f the i ssue i s not resol v ed, the Di rec tor wi l l take action to di sm i ss the
staff member.

 The Di rector wi l l mai ntain formal records of each coun sel li ng /di sci pli nary sessi on and keep them confi denti al . All records must be sighted and si g ned by the relev ant staff
mem ber as true. Such records wi l l provi de i m portant evidence i f the matter proceeds t o the Fai r Work C omm i ssion.

I n al l processes the pri nci pl es of natural justice must b e fol l owed. Thi s means the staff mem ber must hav e an opportuni ty to state thei r poi nt of vi ew before action is taken
and that t he decision maker must not be  bi ased.

Dismis sal

   Staff mem bers may be dismi ssed on the basi s of: –  thei r conduc t, capacity or  performance.
–  operati onal requirements, e. g. the posi tion is no l onger required; or –  other reasons suffi ci ent to  justi fy termi nation.

 I f a staff mem ber engag es in seri ous mi sconduct so t hat i t i s unreasonabl e for Cosmos Divine Care Pty Ltd to continue their empl oyment, they may be dism issed i nstantl y . Such
ac ti on must  be supported by a  hi g h l evel of evidence. Exampl es of seri ous mi sconduct include theft, assaul t and fraud.

 Cosmos Divine Care Pty Ltd must compl y wi th all State and Federal l egi sl ati o n and the staff mem ber’s Empl oyment Contract in relation to di scipl i nary action and
empl oym e n t  termi nation.

   Cosmos Divine Care Pty Ltd must ensure:

–  di sm i ssal i s not for an unfai r reason;

–  the staff member knows the reason for  di sm i ssal and has an opport uni ty to res pon d i n rel ation to that reason; and

–  i t gi ves the staff mem ber appropriate notice or compe nsation in l i eu of notice.

Leave Entitlements

Ful l time and part time em pl oyees are entitled t o pai d leav e. Generally, casual empl oyees are not enti tled to pai d l eav e, wi th the excep tion of l ong servi ce l eav e, as their
hourl y  rate incorporates l oadi ng i n l i eu of l eave.

The l eav e that y ou are enti tl ed t o i s g overned by the N ational Empl oym ent Standards (N ES), your em pl oym ent contrac t, the l ong servi ce l eave l eg i slation of the state where
you work and/or by any relevant A ward. You shoul d check these documents to understand what l eav e you are entitled to. Where a term or condi ti on sta ted here i s i nconsi stent
wi th  the  N ES  or rel evant Award, then the NES or  A ward shal l appl y to t he extent of  the inconsi stency.

Ap plying f o r a nnua l leave: Requests wil l be consideredbased on i ndi v i dual circumstances and busi ness needs. Di scuss wi th your manag er y our i ntention to take l eav e and obtai n
v erbal approval. Then submi t your formal request. C asual empl oyees are not entitled to paid annual l eav e however are sti l l requi red to notify thei r manag er of peri ods of abse nce.



Unpaid persona l lea ve: A s a casual empl oyee, i f y ou are unabl e to work because of personal i l l ness or i njury y ou are entitled to take unpai d si ck /personal l eav e. I f y ou are
unabl e to provi de pri or notice, y ou or a fam i l y m ember m ust noti fy y our m anag er by tel ephone, preferably wi thi n one hour of your s tart time. You wi l l need to provi de a
m edi cal  certificate from  a   registered  heal th  practitioner  for  eac h  peri od  of  unpai d  si ck/personal  l eav e  greater than two  days/ shi fts.

There  m ay  be  other  types  of  leave  that fall  outsi de  the l eav e enti tl ements  m entioned  above. These are outli ned in the NES or  the relev ant A ward.

Hours of W o rk

I n order to ensure qual i ty servi ce del i very to our cli ents, our services operate beyond a standard 9-5 basi s. A s a resu l t, you m ay work nights, weekends and publ i c
hol i days, and reasonabl e hours over and above y our rostered hour s. I n order t o carry out specific work during busy ti m es, some em pl oyees may work si g ni fi cant addi ti onal
hours  ag reed i n advance (overti m e).

We acknowl edge i t’s our duty to protec t the heal th a nd safety of our staff by ensuri ng that they do n ot work excessi ve hours and that addi ti onal hours and monitored
appropriately. We al so want manag ers to di scuss and c onstruc t ways of p romoting fl exi bi li ty wh ere appropriate, so em pl oyees can work thei r hours i n a way that suits them
whi l st al so m eeti ng busi ness needs. The rel evant A ward covers hours of work a nd related al l owances i n detail , and empl oyees who are covered by those i nstruments
are advi sed to refe r to those provi si ons. Where a term or condi tion sta ted here i s i nconsistent wi th the N ES or rel ev ant A ward, then the NES or Award shal l appl y to the extent
of  the inco n si stency.

Overtime means ap proved hours worked i n excess of y our ordi nary ros tered ho urs (i ncludi ng reasonabl e addi ti onal hours) as indi cated i n the relev ant Award. You will need to get
approv al from  y our  m anag er  pri or  to  performi ng  any  overtime.  Overtime  performed  wi thout  pri or manag ement  approval wi l l not be pai d.

Overtime i s performe d at t he di recti on an d pre -a pproval of a manag er (or del eg ate). Overtime can occur at any time, i ncludi ng weekdays, weekends and on p ubl i c
hol i days.  A ll ti m e worked as approved overtime wil l be paid as per the rel evant Award.

A rrivi ng to your shi ft and fini shing your time on ti me are i mportant aspects of your work. You wi ll be pai d ac cording l y to y our roster whi l st the ti m esheet reports wi l l be used to
confi rm this data. A ny anomal i es will be confi rmed with your manag er to beg i n wi th.

A s a casual emp loy ee, you wi l l be offered varyi ng hours of work a t any time over any days of the week, Monday to Su nday i ncl usi v e, as determi ned by the needs of the busi ness.
C asual empl oyees are pai d an hourly rate which i s calculated to i ncl ude compensation for al l annual l eav e, personal / carer’s l eav e, notice of termi nati on, penal ti es and overtime
and the ot her entitlem ents of ful l ti m e or part -ti m e em pl oym ent. Rosters for casual em pl oyees m ay be chang ed at any time pri or t o the commencement of a shi ft and once
a shi ft has c omm enced, a casual can be requested to extend thei r shi ft or be di rected t o fi ni sh a shi ft earl y due to busi ness requi rements. On each oc casi on a casual empl oyee i s
requi red  to  attend  work  they are entitled to a mi ni mum payment for three hours’ w ork.

POLICY AMENDMENT RECORD

DATE BRIEF DESCRIPTION OF
AMENDMENT

AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



10. CH ILD S AFE COD E OF  COND U CT

Po licy  Code CDC.10.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 27th April 2023

1. PUR POS E AND SCOP E

This C ode of C onduc t outli nes the expected standards of behavi our with and i n the c ompany of chi l dren, includi ng
onl i ne conduct.

This policy and procedure appl y to t he Director, and any addi ti onal staff, s tudents, contractors and
volunteers.

2. COD E  OF  CONDUCT

A l l personnel are required to observe chil d safe principles and expectations for appropriate behavi our towards and
i n the  com pany of  children, as  described bel ow.

A l l personnel are responsi ble for suppor ting the safety, par ticipation, wel l bei ng , and empowerment of
chi l dren by :

 adhering t o the Chi ld S a fe Po licy at a ll t imes
 tak ing all  reas onable st eps t o p rotect ch il dren  fr o m abuse
 treating ev eryone wit h res pect
 listening and res pon ding t o t he views and c oncer n s of ch ild ren, part icula rly if they are telli ng y ou that they

o r an other c hi ld has  been abused  an d/o r are worrie d abo ut thei r s afet y or the s afet y of  anothe r
 promot ing t he cu ltura l s afet y , part icipat ion and e mpowerment of Abo rig ina l chil dren (fo r ex ample, by

ne v er  quest ion ing an Ab orig i nal c hi ld’s s elf -identif icatio n)
 promot ing t he cu ltura l s afet y , part icipat ion and e mpowerment of ch ild ren with cultu rally and/ or

li ng uis t ical ly diverse backgr ounds (f or  ex ample,  by hav ing a zero to leran ce of  dis c rimi nation )
 promot ing t he s afet y , parti cipat ion a nd emp ower m e nt of ch il dren w ith a disability (fo r ex ample , du ri ng

pers ona l care  act iv i t ies )
      ens uring as  far as  practi cable t hat adults  are  not  l eft alone w it h a c hi ld.
 report ing any al leg at ions of ch ild abus e to the D irect or a nd ens ure any alleg at ion t o rep ort ed to t he

p ol ice o r ch il d p rotec t ion.
     report ing any ch ild  s afety concer ns t o the Di rect or.
 if an  alleg at io n o f ch ild  abus e is made , ens ure  as  q uickly as pos s ib le that the chil d(ren ) are s afe
 encourag i ng chi ldre n to ‘hav e a s ay ’ and part icipat e in a ll relev ant org anis at iona l activ it ies w here

pos s ib le, es pec ial ly on  is s ues t hat are important t o them.

Sta ff and volunteers must no t:

 dev elop any ‘special’ relatio ns hips w ith chi ld ren t hat coul d be s ee n as favourit ism (fo r ex ample, t he of feri ng
of g i fts  or s pecial t reatment for s pecif ic chil dren)

 ex hibit behav i ou rs w ith ch il dren wh ich may be co ns t rued as unneces s arily phy s ical (f or ex ample
i napp rop riate s itting o n la ps . Sitting on laps co uld be appro priate s omet ime , fo r ex ample w h ile read ing a
s t ory book to a  s mall c hi ld in an  open  pla n area)

 put child ren at r is k  of a bus e (fo r ex ample , by  locki ng doo rs )
 do thi ng s of a  pers onal nature  t hat a ch ild  can  do f or thems elv es , s uch as toilet ing  or c hang ing c lothes
 eng ag e in open dis cus s ions of a mat u re o r adu lt n at ure in t he pres ence of chil dren (fo r ex ample,

pers o nal s oc ial  activities )
 us e inapp rop riate  languag e  in the  pres ence o f ch il dren
 ex pres s  pers onal v iew s on  cult u res , race  or  s ex uali t y in the p res ence of chil dren
 dis crim inat e ag ainst   any ch ild ,  inc lud ing becaus e o f cultu re,  race, et hnic ity ,  or disability
 have contact with a chi ld or the ir fami ly outs ide of our organ isat ion w ithout our c hi ld s afety off icer ’s

knowledge an d/o r co nsent (fo r ex ample, no baby s itt ing ). Accidental contact, s uc h as s ee ing pe ople in the
s t ree t , is appro priate)

 have any onl ine c ontact wit h a chi ld or t heir fami l y (unles s neces s ary, for ex ample provi ding famil ies
w ith  e - new s let t ers )

 ignore  or dis reg ard a ny s us pected or  discl osed ch ild abus e.



By observi ng these sta ndards, you acknowledg e your responsi bi lity to immediately report any breach of t hi s code t o
the  Director.

I f you bel i eve a chi l d  i s at im m e d i ate ri sk of abuse pho ne 000.

POLICY AMENDMENT RECORD
DATE BRIEF DESCRIPTION OF

AMENDMENT
AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



11. STAFF C ODE OF C ONDUC T

Po licy  Code CDC.11.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 27th June 2023

1. PUR POS E AND SCOP E

This pol i cy and procedure provi de ethi cal g ui del i nes for s taff, vol unteers and studen ts eng ag ed i n Cosmos
Divine Care Pty Ltd busi ness.

This policy and procedure appl y to t he Director, and any addi tional staff, s tudents, contractors and
vol unteers.

2. RISK

Two m ai n forms of ri sks are associated wi th staff c onduct: ri sks associated wi th staff as representativ es of the
org ani sati on  and  the  particular  ri sks  associated  wi t h  worki ng  with peopl e wi th di sabili ties.

A s representativ es of the organi sation, staff condu ct can i nfl uence publ i c perception, the standi ng of the
org ani sati on withi n the com m uni ty and the success of the org ani sati on. Ri sk treatment beg i ns with clear g ui delines
for staff conduct (this pol i cy). This must be reinforced wi th: a culture of pr ocedural fai rness i n i nformal an d formal
di scussi ons abou t condu ct; a cul ture of no retribution for responsi bl y reporti ng su spected i nfri ng ements of the
code of conduc t (P r ev en ti ng a n d Responding to A b u se, N e g lect a n d Exp loi tation P ol i cy a n d P rocedure ) ; and a cul ture
that promotes a sense of mutual responsi bi l i ty between the organi sati on and its staff.

A s workers in the di sabi lity sector, staff must be abl e t o disting ui sh between appropri ate and i nappropriate care
between themselv e s and participants and be abl e to express the partici pant/worker rel ationship
appropriately. The g ui dance thi s pol i cy provides shoul d be reinforced wi th a cul ture of openness and sup port t o
assi st  workers  di scuss  and  m anag e  rel ationshi ps with participants.

3. PO LICY

Cosmos Divine Care prides itsel f on i ts professi onal i sm and on i ts staff’s abi l i ty to m eet parti ci pant and other
stakeholder needs. The organi sati on strives to be a leadi ng servi ce provi der and to provi de a safe, heal thy and happy
workplace. This C od e of Conduc t i s desi g ned to ensure tha t al l staff, parti ci pants and other stakeholders are treated i n
a manner that reflects the Mi ssi on, cul ture and l eg al obl i g ations of the service.

4. PROC EDURE

NDIS Co de of Conduct  a nd Victorian Disability Service Saf eguards Co de of Condu ct

Cosmos Divine Care Pty Ltd adheres to t he N DI S and the Victorian Disability Servi ce Safeguards C ode of C onduct
(hereafter referred to as the “NDI S C ode of Conduct”)  f or providers and work ers.

The Vi ctorian Di sabi l i ty Service Safeg uards C ode of C onduct has adopted the N DI S C ode of C onduct. From 1 J ul y
2020 , this C ode of C ondu ct appl i es to al l di sabi l i ty workers i n Vi ctoria, regardl ess of whether they are funded throug h
the N DI S or other pr ovi ders. Di sabil i ty workers funded through t he NDIS are al ready bound to foll ow the NDI S C ode of
C onduct.

Further information on the Vi ctori an Di sabi l i ty Servi ce Safeg uards C ode of Conduct may be found here:
ht tps://www. v dwc.vic.g ov. au/rights -and-responsi bi lities/disability -worker-code-of-conduc t

Staff , s tudents and vol unteers are r equi red to o bserv e the  N DI S C ode of Condu ct

The  N DIS C ode  of  C on duct  requi res  workers  and  provi de rs  del iveri ng  N DI S  supports to:

1. act wit h res pect f or i ndiv id ual rig hts t o f reedom of expres s ion, s e lf -det erm inat ion , and dec is ion -mak ing
in  acco rdanc e wit h  relevant  laws and conventions

2.  res pect t he pr iv acy of  peo ple with  dis abi lit y
3. prov ide s upp orts a nd s ervices in a s a f e and compe t ent m anner w ith ca re and s k il l 4. act wit h int eg r ity , hones t y , 
and t rans parency
5. prom ptly t a k e s t eps t o raise and act on con cer ns about mat t ers that m ight hav e an impact on the qua lity and

s af ety  of  s upp ort s  pr ovided  t o  peo ple w it h  dis abi lit y
6. t ake all reas onab le s t eps t o prev ent and r es pond t o al l f orms of v io lence , explo itat io n, neg lect , and ab use of
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pe ople with dis ability (s ee the I n ciden t Ma n a gem ent Po licy , and t he Preven t ing a n d Respo n d ing to Abuse,
Exp lo it a t io n , a n d Neg lec t Po licy, fo r f urther  g uidan ce)

7.  t ake all reas onab le s t eps t o prev ent and r es pond t o s e x ual  miscondu ct.

I n determi ni ng whether a person's cond uct i s i n breach of t hi s C ode, a range of fa ctors, includi ng the nature of
the  c onduc t and  the  circumsta nces  i n   which  the  co nduct  takes  pl ace, wi ll be considered.

Supervi si ng staff are en couraged t o ensure that al l staf f, volunteers and stu dents u nder thei r supervi si on achieve the
hi g hest possi bl e standards of c onduct.

Gui di ng principles for the C ode of C onduct :

 RESPEC T -  fo r pe ople a nd the  law
 I NTEG RI TY - all actio ns are h ones t and et h ical
 AC C OUNTABI LI TY - dec is ions an d acti ons i n al l are as  of s ervice de liv ery are transparent, fa ir  and  leg al
 D I LI G ENC E - s t aff, volu ntee rs and s t udents car ry o ut their duties h ones t ly and to the best of the ir a bi lity

RESPECT

Cosmos Divine Care Pty Ltd staff, vol unteers and students wi l l carry out thei r duti es wi th respect for
participants, staff, the organi sati on and i ts work. I ndi v idual s wi ll refrain from publ i c comments that por tray the
organi sati on and/or i ts work in a  neg ati ve way.

Respect f o r th e law: Cosmos Divine Care Pty Ltd staff, volunteers and students wi l l observe all the l aws of the S tate
and  the C omm onweal th.

Staff and vol unteers must im m e d i atel y i nform the Di rector if charged with a cri mi nal offence puni shabl e by
i m prisonment, or i f found g uilty of the offence and the outcome woul d si g ni ficantly affect thei r abil i ty to
perform thei r normal duties.

Respect f o r persons: Cosmos Divine Care Pty Ltd will strive to create an env i ronment where al l persons are treated
equi tabl y and wi th respect and where peopl e's ri g hts are uphel d. This i nvol v es indi vidual and collective
responsibilities to:

 res pect the rights , p rivacy and con fide ntiality of p art icipa nt s , s t aff, off ice bearers , v o lunteers, s t udents
and  ag ents ; 

 promote a  positive p ubl ic  imag e of  peop le with a  disability, an d thei r fam ilies and care rs ;
 mak e decis ions w h ich a re pr ocedu ral ly fai r;
 have res pect for t he op in ions o f othe rs and ap pr o ach any d iff eren ces in opin ion i n an open a nd n on-

j udg mental manne r.
Staff, volunteers and students shoul d recogni se that th ei r obl ig ati on to respect the rig hts and privacy of al l persons
associated with C o s m o s   D i v i n e   C a r e  continues after they cease empl oym ent wi th Cosmos Divine Care Pty Ltd.

Respect for persons em phasi ses the obl i g ati on of offi ce bearers, staff, v ol unteers and s tudents to refrai n from
behavi our whi ch i s or m ay be construed as sex ual -, racial - or g ender-based harassm ent. They shoul d nev er
behave towards ot her persons i n a m anner whi ch may reasonabl y be perceived as i ntimi dating, overbeari ng or
bull y i ng. A l l staff, vol unteers and students m ust ensure that co-worker rel ationshi ps ar e di g ni fi ed and respectful
at  al l  times. (See al so Eq u i ty , An ti -Di scrimi nation a nd Wo rkpl a ce Ha r a ssmen t Po licy and Procedure )

INTEGRITY

Staff, vol unteers and studen ts are pl aced i n a posi ti o n of trust when they m anag e or hav e access t o Cosmos Divine
Care Pty Ltd resour ces  and  i nformation  or  m ake  decisi ons  tha t   affe ct  the interests of others.

Staff, volunteers and studen ts wi l l not un dertake ac tiv ities for personal g ai n whi l e conducti ng busi ness of the
organi sati on.

Peopl e who have exi ted the organi sation sh oul d no t di sclose to any fut ure em pl oyer or use for their own purposes
any confidential i nformation, records, do cuments or m ateri al s they may hav e had access to duri ng their inv ol vement
wi th  Cosmos Divine Care Pty Ltd.

Staff, volunteers an d st udents sh oul d m ake al l reasonabl e efforts to av oid c onfl i cts between their private and/or
pr ofessi onal i nterests and Cosmos Divine Care Pty Ltd responsi bi l i ti es and m ust al way s av oid si tuations where
there  are  reasonabl e  g rounds  for  the  percep tion  of  such  a  confl i ct.

Person al relationships: A confl i ct of i nterest may occ ur when a st a f f m em ber or volunteer partici pates i n deci si ons
affecti ng another person with whom they hav e a cl ose or personal rel ationshi p. Situations where such a confl i ct
may occ u r i nclude, but are  not l i m i ted to:

the appointment, s uperv is ion or pr omoti on o f s t aff, decis ions being made that a re of a natu re to direc t ly benefit the other



pers on the aw arding o f tenders ,  or
other f orms of  fi nanc ial as s is t ance.

Cosmos Divine Care Pty Ltd recogni ses the rig ht of staff and volunteers to engag e i n personal or intimate rel ationshi ps
wi th peopl e of their own choosi ng . H owever, rel ati onshi ps between offi ce bearers, staff and volunteers
shoul d be professi onal at al l times. Personal or i nti m ate rel ationshi ps should not i ntrude, or be seen to i ntrude,
on  the  Cosmos Divine Care Pty Ltd environment or the workplace in general .

When a personal or i ntim ate rel ati onshi p creates a cl ear confli ct, the staff m em b e r should wi thdraw from the
si tuati on. Where there i s any poss i bi li ty of a perceived co nfl i ct, the staff mem ber should di scuss the matter wi th a
se ni or staff  m ember or the Director.

Personal or i nti mate relationships between staff/v ol unteers and parti ci pants are not permi tted and any
devi ation from thi s m ay be considered a seri ous breach of conduct a nd addressed i n accordance with the H um an
Resources  P ol i cy.

Staff and volunteers should al so refrai n from unnecessary sel f -di sclosure of personal i nformati on duri ng thei r
contacts wi th  parti ci pants.

Externa l environments: Staff or vol unteers representing Cosmos Divine Care Pty Ltd i n publ i c must conduc t
themsel v es wi th propriety and be accoun table for thei r c onduc t and decisi ons made on behal f of Cosmos Divine Care
Pty Ltd. Where a staff mem ber or volunteer i s unsure of the capacity i n whi ch they are acting , they shoul d seek
clari fi cation from a seni or staff member.

Alcoh ol and illicit d ru g consumption: Duri ng the usual day -to-day conduct of thei r duti es, staff and v ol unteers
must n ever c onsume al cohol or i l li ci t substances and m ust be free from the i nfl uence of any substance pri or to
comm encement of a shi ft. A ny deviation fr om thi s practice wi l l be vi ewed as a seri ous breach of c onduc t and wi l l
be  addressed  i n  accor dance wi th the Hu m a n  Resou r ces Policy and  P ro cedu r e.

Whi l st al cohol consumption m ay be permi ssi bl e , or m ay be av ai l able, at certain b usi ness functions, s taff and
v ol unteers should refrai n from excessi v e consumpti on of al cohol whi l st representing Cosmos Divine Care Pty Ltd.
Staff and volunteers are encourag ed to use comm on sense to mai ntai n Cosmos Divine Care Pty Ltd’s interests and
professi onal i m age, as well as thei r own welfare.

Dress stand ards: Dress standards are more a matter of etiquette rather than ethi cs. However, staff, v olunteers and
students must present a professi onal i mage and mai ntai n an appropri ate standard of appearance whi l st engag ed i n
Cosmos Divine Care Pty Ltd busi ness.

Seni or staff hav e a responsibi l i ty to counsel staff m e mbers, vol unteers and students whose dress standards do n ot
com pl y wi th the above.

Gif ts a nd benefits: Staff, volunteers and students m ust never ask for gi fts, or encourage gift g i vi ng of any ki nd i n
connec ti on with t he performance of offi ci al or work du ties. Personal gifts from participants must be declared an d
recor ded i n th e Gift Regi ster. Any gi fts that are a bove a nomi nal val ue must not be accepted.

Intellectua l property a n d copyright: The C opyrig ht A ct prov i des creators wi th certain ri g hts. This includes the
right to be named i n connection wi th t hei r work and ag ai nst f a l se authorshi p. When usi ng someone else's work i n
a presentation or document, authorship shoul d be appropriatel y acknowl edged. Owners hi p of al l m ateri al s
produced  duri ng  the  course  of worki ng for Cosmos Divine Care Pty Ltd i s vested i n the organisation.

Compliance with laws and  Cosmos Divine Care Pty Ltd’s g o v e r n a n c e 

Staff and v ol unteers an d v i si tors must compl y wi th al l lawful and reasonable di rections gi ven by Cosmos Divine Care
Pty Ltd.

Staff and volunteers and, where appl i cable, vi si tors m ust compl y wi th Cosmos Divine Care Pty Ltd’s poli cies and
procedures at al l times.

Staff and volunteers and vi si tors must comply wi th all relev ant legislation, regul ati ons, codes, standards, g ui del i nes
and  pol i cies  that  are  appli cable  to  Cosmos Divine Care Pty Ltd’s o p e r a t i o n s  irrespective of l ocati on.

Compa n y property

Cosmos Divine Care Pty Ltd property i ncl udes:

 equipment,  v ehic les and p remis es ;
 intellectua l p rope rty (inc lud ing t rade and bus ines s s ecrets ) of Cosmos Divine Care Pty Ltd or a ffi liat ed

ent ity ;
 info rmat io n co ncern ing s t aff, vo lunteers an d any contracto rs t hat prov ide a s ervice to Cosmos Divine Care

Pty Ltd; an d
 any info rmat io n o f a c ommercia l, ope rat iona l, market ing, busi nes s , technica l or f inanc ial nat ure relati ng t o



the b us ines s  of  C o s m o s   D i v i n e   C a r e   P t y   L t d   or any affiliated entity. 
Staff and v ol unteers m ust onl y use c ompany property for aut hori sed and appropri ate work purposes and must take
al l reasonabl e care when doi ng so.

On termi nation of em pl oym ent, for wha tever reason, staff a nd vol unteers m ust transfer to the Di rector al l
i nformati on i n thei r possessi on, i ncl udi ng al l m aterial i n wri ti ng , software or databases on hard driv e or any other
means of s torag e.

I f requested by the Di rector, office bearers, staff or v ol unteers m ust i m m edi ately return al l Cosmos Divine Care Pty
Ltd property i n their possessi on or under  thei r control.

Ou tside work beha viour

Staff and vol unteers must conduct thei r personal affai rs i n a manner that does not affect thei r duti es and
responsi bi l i ties to Cosmos Divine Care Pty Ltd.

Staff and volunteers should be aware that thei r activities or behavi our outsi de working hours coul d damag e Cosmos
Divine Care Pty Ltd’s reputati on. Staff and volunteers must avoid condu ct outsi de of work that breaches this C ode. I f 
Cosmos Divine Care Pty Ltd becomes aware of such c onduc t, and the conduc t i s of a type that coul d hav e an adverse
i mpact upon  Cosmos Divine Care Pty Ltd, discipl i nary  or other remedi al action may be taken agai nst the worker.

ACCOUNTABILITY

A l l staff and volunteers hav e an obli g ation to carry ou t offi ci al deci si ons and pol i ci es fai thful l y and i m partially.

Seni or staff members have a responsibility to ensure that sufficient, accura te and ap propriate i nformati on i s provided
to  enabl e  offi ce  bearers  to  m ake  deci si ons  that are  procedurally  fai r, transparent and  ti m el y.

Staff and vol unteers who have responsi bili ty for the day -to-day m anag ement and del i v ery of Cosmos Divine Care Pty
Ltd services wi ll prov i de accurate and regul ar reports.

Fraud, corrup t conduc t and m al admi ni stration are detrimental to Cosmos Divine Care Pty Ltd and participants.
A ny staff m em b e r or vol unteer who r easonabl y suspects tha t t hi s may be occurring are encouraged to speak
wi th the Di rector as soon as possi bl e. Where di scl osure of any of these activities occurs, the person di scl osi ng the
i nformation  wi ll  not  be  subjected  to any acts of  retribution.

U nfounded reports tha t are of a mal i cious or vengeful nature wi l l not be pursued. Appropri ate acti on wi l l be taken
ag ai nst  any  person  who  i s  found  to  hav e  m ade  m al i cious  or unsubstantiated claims . 

DILIGEN CE

Cosmos Divine Care Pty Ltd ai m s to achi ev e best practice i n service del ivery. All staff and volunteers contribute t o
achi evi ng  this  ai m  by  carrying  ou t  thei r  duti es  honestly  and  to  the  best of  thei r abi l i ty.

A l l staff and v ol unteers should support the Cosmos Divine Care Pty Ltd’s ai m s and objectives, and work wi thin pol i cy
and procedural gui deli nes.

Cosmos Divine Care Pty Ltd’s equi pment and resources are not av ai l abl e for private use or pri v ate g ai n and
appropriate care and  security of equi pm ent shoul d be a priority.

Cosmos Divine Care Pty Ltd’s resources, equi pm ent and property shoul d be used wi th economy and wi thout
undue waste. A l l equi pment wi ll be used wi th due care and re spect and i f necessary staff and vol unteers shoul d seek
guidance i n the use a nd appropri ate storag e of equi pm ent.

A l l  staff, vol unteers  and  students  hav e  access  to  appro pri ate  technolog y  related  to  thei r  rol e i n  the organisation.

Staff, vol unteers and students who are au thori sed to use computers are permi tted to use Internet and em ai l for
purposes di rectly rel ated to th ei r duti es and for educati onal or sel f -devel opment purposes consi stent wi th other
Cosmos Divine Care Pty Ltd poli cies and practices.

I nappropriate use of i nternet and em ai l , i ncludi ng vi ewi ng , downl oadi ng , storage or forwardi ng of m ateri al s
of a pornog raphi c or i l l egal nature wi l l be considered as a seri ous breach of this C ode of C onduct and di scipl i nary
action  up  to  and  termination  of  em pl o y m e n t  wi ll be pursued as a matter of  urgency.

Repo rting Brea ch es of the Co de of Conduct

Breaches or suspected breaches of the C ode of C on duct, sh ould, i n the fi rst instance, be reported to the Director.
Trivial , unfounded or vexatious compl ai nts may result i n di sc i pl i nary acti on.

A ny person who complies with the C ode of C onduct i n reporting a breach m ust not be discriminated ag ai nst
and must be protected from repri sal. C onfi denti ali ty will be mai ntai ned at the hi g hest lev el possi bl e.
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12. RETU RN TO WORK PO LICY  AND P ROCED U RE

Po licy  Code CDC.12.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 27th April 2023

1. PUR POS E AND SCOP E

This pol i cy and pr ocedure pr ov i de g ui dance where a staff m em b e r has been i njured during the course of
em pl oym ent.

This poli cy and procedure appl y to  staff, students , c ont ractors and  volunteers.

2. PO LICY

Cosmos Divine Care Pty Ltd stri v es to prevent i njury and ill ness by prov i di ng a safe and heal thy worki ng envi ronm ent.
I t is com mi tted to  the return  to work  of i ts i njured workers and wi l l :

 s upport the inju red wo rker an d ens ure that ea rly r et urn to wo rk is a norma l ex pect at ion; pa rtici pate in t he
dev elo pment of an injury manag eme nt p lan and ens ure that inju ry manag eme nt commences a s s oon as
pos s ible  after the work is i njured . 

 provide  s uit able  duties f or an  i njured  w orker as s o on as pos s ib le.
 ens ure that inj ured w orkers (and anyone repres en t ing them) are aware of their rig hts and res ponsib ilities

– i nclu ding the rig ht to cho os e their own doctor and a pproved workp lace reha bi litatio n p ro v ider, a nd the
res pons ib ility t o  pr ovide acc urate i nfo rmat ion  abo ut the inju ry and  its  cause.

 cons ult with s t aff and , where a ppl icab le, unions t o ens ure that the ret urn- t o - w o r k pr og ram ope rates as
s moothly as poss ible .

 maintain the  con fident ial ity of  inju red wo rker rec ords. 
 not dis mis s a wo rker as a res u lt of a w ork- related i njury w ith in six mo nths o f becoming u nfit fo r

empl oyment.

3. PROC EDURE

Re turn to work

 The Direct or w ill ar rang e a s uit able pers on to ex pl ain the ret urn-to-work proces s t o  the injure d worker.
 The Direct or w ill ens ure that the inju red wo rker is offere d the as s is t ance of a WorkCover-ap proved

w orkpla ce reha bilitation pr ov ider if it becomes ev ident that they are not likely to res ume their pre -inj ury
duties   o r  can not d o s o without cha nges  t o the wo rkplace  or w ork  practic es .

 The Direct or w ill ar rang e fo r the wo rker’s ear ly ret urn to work (subject t o medical a nd rehabi litat i on
p rovi der advi ce).

Suitable dut ies

 The Direct or w ill dev elop an ind ividua l retu rn to w ork p lan when t he work er accord ing to med ical advice,
is capa ble  of  ret urn in g t o work.

 The Direct or w ill pr ovide s u it able d uties t hat are c ons is t ent with medica l advice and that a re meani ng ful ,
p rod uctiv e and a ppro priat e for t he i njured worker’s phys ica l and ps y cholog ical con diti on dep en ding o n
the  ind ividua l circums t ances  of  t he i njured  w ork er. Su itable  duti es  may  be:

 at the s ame works ite or a  dif ferent wo rks ite
 the s ame job with d iffe rent h ours o r m odified  duti es
 a diffe rent jo b
 full t ime o r pa rt time

Dispute re solution

 Cosmos Divine Care Pty Ltd wi ll w ork toget her with t he i njured worker a nd thei r u ni on repres entat ive to
res olv e any d is ag reements  abou t t he ret urn  t o work prog ram  or s u itable d uties . 

 I f dis ag reements cannot be res olv ed, C o s m o s D i v i n e C a r e P t y L t d w ill invo lv e other part ies s uch as t he
wo rker’s t reat ing doct o r, the a g ent /ins urer, an a pproved workplace rehab ilitat i on provi der or a n i njury
ma nag eme nt consultant.

POLICY AMENDMENT RECORD



DATE BRIEF DESCRIPTION OF
AMENDMENT

AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



13. EQU IT Y,  ANT I-D IS CR IM INAT ION  AND  WORKP L ACE  H ARASSMENT  P OLICY  AND P ROCED U RE

Po licy  Code CDC.13.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 27th April 2023

1.0 PUR POS E AND SCOP E

This poli cy and procedure demonstrate Cosmos Divine Care Pty Ltd’s commitment t o equal opportuni ty and a
workplace free from di scri mi nation and harassment.

This poli cy   and   procedure appl y   to the Di rector, and   an y   addi tional staff,   students ,   c ontrac tors, and volunteers.

2.0 DEF INITIONS

Equity – treating al l persons fai rl y and wi thout discrimination.

Discrimination – treating a person l ess fav ourabl y than others i n si m i l a r circumstances because of a personal
at tribute tha t  has no  relev ance t o the si tuati on.

Di s cri mi nation i s unl awful under both federal and state anti -di scrim i nati on l egislation. Discrimi nati on i s
unlawful on the grounds of ag e, sex, mari tal status, preg nancy, religi on, race, col our, nati onal i ty, sexual
preference, physi cal or i ntell ectual i m pairm ent, family responsi bi liti es, pol i ti cal preference, crimi nal record
and medi cal records.

Age discrimination – Discrimi nation on the basi s of age (reg ardless of ag e) or on the basi s of age-
specifi c characteristics or charac teristics general l y associ ated wi th a person of a par ticular ag e.

Disability d iscriminat ion – Discrimi nation on the basi s of physi cal , i ntell ectual , psychiatric, sensory, neurol ogi cal
or learni ng di sability, physi cal di sfi g urement, di sorder, i l l ness or disease that affec ts thought proce sses, perception
of reali ty, em otions or judg ement, or resul ts i n di sturbed behavi our, and presence i n body of org ani sms causi ng or
capable of causing di sease or il l ness (e.g. , HI V vi rus).

Racial discrimi nation – Di scri mi nation based on race, colou r, descen t or national or ethni c origin and i n some
ci rcum stances, i mm i g rant status.

Sex discriminat ion – Discrimi nation based on sex, m ari tal or rel ati onshi p status, pregnancy or potential
pregnancy,  breastfeedi ng ,  fam i l y  responsi bi li ties,  sexual  o ri entation, g ender identity or intersex status.

Se xual harassme nt – any form of unwanted, unwel come, or uni nvi ted sexual behaviour that i s offensi v e, humili ating,
or embarrassi ng.

W orkplace bullying – Workpl ace bul l yi ng i s repeated less fav ourabl e treatment of a person, whi ch may be consi dered
unreasonable and inappropriate. Bul lying can either be perpetrated by an i ndi vi dual or a g roup and can be
psychological, verbal, or social . Often bul lyi ng can also create a risk to the p hysi cal and or mental heal th and s afety of
workers. Workplace bul l y i ng i s defi ned as repeated an d unreasonabl e behavi our directed towards a worker or a 
g roup of workers that creates a ri sk to heal th and safety and i ntimidates, humi li ates and/or undermi nes a
person or group.

W orkplace harassme nt – repeated behavi our, other than behavi our am ounting to sexual harassm ent, of one
staff m ember or g roup of s taff m embers that i s unwelcome, unsoli cited, and consi dered to be offensi v e,
i ntimida ting ,  humi liating  or  threatening  by  another  staff mem ber.

3.0 PO LICY

 Cosmos Divine Care Pty Ltd is committed to pr ov idi ng a work place that is free f rom haras s ment,
discr iminati on, a nd b ul lying. Th is res p ons ibi lit y is at the heart o f the values of the org anis at io n; it ref lect s
how pe o ple s hou ld t reat each othe r  through b ui ldi ng relati ons hi ps based  on  t rus t ,  res pect, and s afety .

 Cosmos Divine Care Pty Ltd c onsiders a ll ty pes of harass ment, d iscrim inatio n, bullying and workp lace
v io lence to be u nacceptab le fo rms of behav i ours t hat wi ll not be tolerated unde r any c ircumst ances . Cosmos
Divine Care Pty Ltd bel ieves all s t aff an d partici pants s houl d be t reat ed with res pect, fa irly and i n a reas ona ble
way . Harass ment, dis cr iminati on, bu llyi ng and wo rkpla ce v iolence are il leg al un der a range of Federal and
Stat e leg islat ion.

 I f any s t aff breaches t his pol icy it w il l res u lt in dis c ipl inary act ion wh ich may incl ude term inatio n of
empl oymen t. I t is the res pons ibi lity o f al l s t aff to act in s uch a way as t o creat e a wo rking env i ronment w hich
is fr ee  of a ny fo rm of discrim inati on o r ha rass ment.



 Cosmos Divine Care Pty Ltd’s commitment to eq uit y acco rds w ith the S ex D iscrim in a t ion Ac t 1984 (C w lt h),
Rac ial Di scrim in a t ion Ac t 197 5 ( C w lth), Disabi lity Discriminat ion Ac t 199 2 (Cw lth), Ag e Discr iminat ion Ac t
2004  (C w lth), a nd the Aus t ralian H uman R ig hts  C ommis s ion Act  198 6 (Ct h).

4.0 PROC EDURE

Expecte d Workplace B e haviours

 Under wo rk health and s afet y laws , s t aff an d othe r peop le at our w orkpla ces mus t tak e reas onable care that
they d o n ot adver s ely affect the hea lth a nd s afet y of others . D is crim inat io n and harass ment p ut health an d
s afet y at ris k .

 Cosmos Divine Care Pty Ltd ex pects s t aff to:
 Behave in a  res pons ib le and  pr ofess iona l manne r.
 Treat others  in the w orkplace  w ith c ourtes y and  r es p ect.
 Listen and res po nd a ppropr iately to the views  and  conce rns of  others .
 Be fair and  hones t i n thei r dea ling s w ith   others ; a nd
 Prov ide a ll s t aff , and potent ia l s t aff, equal acces s t o empl oyment, trai ning and career op portu nities

inc lud ing empl oyment  r elat ed  benefits
 This p ol icy app lies  t o be hav iou rs t hat occu r:
 I n connecti on w it h work , ev en i f it  occu rs outs ide  normal  w orki ng hou rs .
 During w o rk activ ities .
 At w ork related ev ents ; and
 On s ocia l media w here wo rkers interact w ith c olle ag ues or parti cipa nt s and their acti ons may affect

c olleag ues or pa rt ic ipant s  either  direct ly or  in di rectly .

Responding to H arassme nt, Discriminat ion a nd Bul ly ing

 Cosmos Divine Care Pty Ltd w i ll not to lerat e d is crim inati on, s ex ual harass ment or bully ing in ou r
wo rkplace. Any b reaches of t h is p ol icy will be tak en very s eriously and may lead to t he termi nation of
y our  employ ment w ith  C o s m o s   D i v i n e   C a r e   P t y   L t d .

 Any form of dis cr iminati on or w orkp lace haras s ment or bul ly ing mus t be reported either by thos e either
s ubject to the  beh av iour , o r by a w itne s s . A  pers on can  ra is e a comp laint e ither ver bally  or in  w riting by:
 I nformi ng t heir  s upervis or, o r the D irect o r.
 Us ing Cosmos Divine Care Pty Ltd’s established rep orti ng pro cedures s uch as inci dent reports o r

the s t aff gr iev ance pr oces s .

 All b reaches of  t his p olic y and  pr ocedu re wil l be  t ak en  s erious ly .
 St aff members w ho  feel they are the  s ubject of  di s criminati on  or haras s ment s hould :
 approac h the Di rector  to d is cus s appro pr iate actio ns or optio ns; o r
 lodg e a f ormal comp laint or g riev ance wh ich w ill b e dealt with by the Direct or in acco rdance w ith Cosmos

Divine Care Pty Ltd’s Disputes an d G rievan ces Po licy a n d Pro cedu re .
 C omplaints w i ll be dealt w it h p romptly a nd in acc ordance w it h relev ant Stat e and Federa l leg islati on a nd

C o s m o s   D i v i n e   C a r e   P t y   L t d   polici es  and procedu res .
 All c ompla ints  wil l  remain c onf identia l.

POLICY AMENDMENT RECORD
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End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



1 4 .   S T AFF COM P LAINTS P O LICY AND  P RO CED U RE

Po licy  Code CDC.14.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 27th April 2023

1. PUR POS E AND SCOP E

This po licy  and p ro ce dure  guid e  t he p ro ces s e s aro und  st aff  comp la ints.

This poli cy   and   procedure apply  to the Di rector, and   an y   addi tional staff,   students ,   c ontrac tors, and vol unteers.

2. PO LICY

Staff have the rig ht to rai se a compl ai nt wi thi n the man ag em e n t structure of the org ani sati on where they feel thei r
treatment is unjust or u nfai r.

Cosmos Divine Care Pty Ltd seeks an organi sati onal cul ture that i s non -threatening , i n whi ch c ompl ai nts can be
expressed and addressed without fear of retrib ution. No person with a c om pl ai nt shal l be subject to repri sal as a result
of  thei r registering a compl ai nt.

Staff  are  entitled  to  thei r  pri vacy;  compl ai nts  m ust  be  treated  confi denti al l y  by  all  mem bers of staff i nvol v ed.

The organi sati onal cul ture, however, also encourag es staff to use i nformal means of confli ct resol uti on and to
resol v e compl ai nts, where possi bl e, at t he poi nt of confli ct wi th the person(s) con cerned or as close as possi bl e
to the l ev el where the confl i ct has occ urred. Cosmos Divine Care Pty Ltd takes formal compl ai nts seri ousl y and i t
i s  equal l y  i mportant  that  the  staff mem ber takes responsibility for ini tiatin g a compl ai nt.

Staff m embers hav e a ri g ht to appeal the deci si on made on thei r compl ai nt i f they are not content wi th the
o utcome and have the ri g ht t o hav e thei r chosen representative present at any time i n a compla i nt or di spute process.

3. PROC EDURE

Formally lod ging griev ances

I f a di spute cannot be resol ved, the staff m ember should l odge a griev ance i n writi ng to the Director. Feedback,
C ompl ai nts and Di sputes to  cosmosdivinecare@gmail. com

 This s hou ld  det ail:
 des cripti on  of the  decis io n/s o r behavi our/s  t hat are the s ubject o f the dis pute.
 t he manner  in wh ich the  decis i on  or  behav iou r ha s adv ers ely affected the s t aff member.
 the time and  dat e of the  decis i on/s o r be haviou r/ s ;
 names  of witnes s es .
 at t empts  made to res olv e the dispute;  and
 the action the  s t aff member  deems  neces s ary to res olv e the g rievance.

Inve stigating griev ances

 Once a f ormal g riev ance is lodged , the Di rector (o r deleg at e) will inves t igat e the matt er within five work ing
days .

 I f  the Directo r has a c onf lict of interes t in t he mat t er, an in dependent party will cond uct the inves t ig at ion.
 The fo ll owing pa rties  w il l be  interviewe d:
 the s t aff mem ber who lo dg ed the g riev ance.
 the s t aff mem ber ag ains t w hom the gr iev ance has  been l odged. 
 any witness es ; and
 the relev ant s uperv is or (s ).

Re solv ing grie v ance s

 Where neces s ary , the D irecto r wi ll:
 appoi nt an  indepen dent mediato r to  help  res olve   disputes ; and
 encourage the pa rt ic ipat io n o f a s up port pers on , unio n o r p rofes s iona l as s ociation repres ent at ion and

involveme nt  in d is pute res olut ion  pr oced u res .
 I f the inves tigat ion reveals that the g r iev ance is v alid , and depen ding on the nat ure of t he com pla int and its

s erio us nes s , the s t aff mem ber ag ai ns t whom the g rievance was lodged may be :



 requi red to  apo log is e to the s t aff membe r who  l o dg ed the g riev ance.
 g iv en a writt en warn ing, c ounsel ling,  t rans fer  or d emotion;  or
 s ubject to dis mis s al p rocess es .
 I f  the g riev ance cann ot be s ubst antiated beca us e of a  lack of  ev idence,  t he org anis at ion  may :
 remind all s taff members o f thei r o bl ig at ions un der the C ode of Co nduct a nd the Equ ity , Anti-D iscrim inatio n

an d W orkp lace Ha ras s ment Policy and Procedu re.
 as k all s t aff members t o  undertake  tra ini ng in  neg otiation  s k ills an d d is pute res oluti on.
 as k s uperv is ors t o ident ify potent ial c onf lict s amo ng  t heir s t aff membe rs and offer  cou nselli ng . 
 I f the g riev ance is f ound t o be a f riv ol ous c laim, an d depend ing o n the s eriousnes s of the a lleg at ions , t he

s t aff mem ber  mak ing t he comp laint may be:
 as k ed to undertak e co uns ell ing .
 mak e a writ t en apo logy  t o the s t aff mem ber  com pl aine d  abo ut.
 g iv en a writt en warn ing, tra ns fer, o r dem otion ; o r
 s ubject to dis mis s al p rocess es .

 St aff have the r ight to appea l dec is ions relating t o disputes . Appeals s houl d be di rected i n writ ing t o the D irect o r w ho w ill
ma k e  a fina l dec is ion. St aff who are n ot s ucces s ful in the ir a ppeal w il l have th e orig i nal decisi on reconf irmed.
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End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



15. WORKP LACE H EALTH  AND  S AFETY PO LICY  AND P ROCED U RE

Po licy  Code CDC.15.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 27th April 2023

1. PUR POS E AND SCOP E

This poli cy and procedure demonstrate Cosmos Divine Care Pty Ltd’s commi tment to provi di ng a workplace that
i s safe and m i n i m i ses risks to the heal th and wel l bei ng of staff, participants, their fam i lies, and al l other stakeholders.

This policy and procedure appl y to t he Director, and any addi ti onal staff, s tudents, contractors, and
vol unteers.

2. DEF INITIONS

W orkplace – any place where work is carried out o n b ehal f of  Cosmos Divine Care Pty Ltd.

Duty of care – A comm on l aw concept that refers to t he responsi bil i ti es of organi sations to provi de peopl e wi th
an adequate l evel of protecti on ag ai nst harm and al l reasonabl y foreseeabl e ri sk of injury. In the context of thi s
pol i cy, duty of care refers to the responsibi l i ty of Cosmos Divine Care Pty Ltd’s staff to provi de participants,
students, volunteers, con trac tors, and anyone vi si ting the servi ce wi th an adequate l evel of c are and pro tection
ag ai nst  reasonabl y foreseeabl e harm and i njury.

3. PO LICY

 Cosmos Divine Care Pty Ltd w i ll con duct it s act iv ities in s uc h a way as t o prov ide an env ironment wh ich , s o
far as p os s ible, pr otects t he healt h, s afety and welfare of al l pe ople at t he workp lace and actively enc our ag es 
s afe work ing practices . To achiev e this, ev ery effo rt will be mad e in the a reas of ac cident prev ent ion , hazar d
co ntro l and remov al , injury pr otection, health pres erv at ion an d p romoti on. T hes e as pects of wo rking
con diti ons wi ll  be  g iv en pri ority  in  organisat io nal plans ,  po lic ies and  proced ures , j ob  ins t ruct io ns .

 No tas k is s o imp ortant as t o comp romis e hea lth a nd s afet y . Adequat e cons iderat ion m us t be g iv en to
determ ine a s afe a nd healthy wo rk met hod for eac h activ ity un dertak en.

 Cosmos Divine Care Pty Ltd is committed to  ens uri ng  t hat:
 All relev ant leg is lat i on an d s t at utory requ ireme nts , co des of p ractice and Aus t ralian St an dards are

comp lied  w ith;
 Healt h and  s afet y aw areness  and the dev elopmen t of hy g ieni c and  s afe work practices  are  prom oted.
 I nformatio n, t rain ing,  instructi on a nd adeq uate pr otect iv e equipment a re provide d;
 St aff are c ons ulted an d c ooperat ed w it h on hea lt h and s afet y mat t ers and on way s t o reduce workp lace

hazar ds and  improve q uality co ntro l s y s t ems ;
 Effective acc ident ana ly s is and i nci dent and  hazar d repo rt ing s y s t ems  are maintained ; and
 The reha bi litat io n of  i njured  s t aff is enc ouraged.
 Prov ide s afe s y s t ems  of work
 Prov ide wr itt en pr ocedu res and  inst ructi ons t o en s ure s afe s y s t ems of work.
 Monitor t he health  and  s afet y condit ions o f the w orkplace.
 Workp lace Health and Safet y is t he res po ns ibility of al l C o s m o s D i v i n e C a r e P t y L t d s t ak eholders – s t aff

members , v o lunteers,  contrac t ors,  pa rtici pant s , fami lies , carers and v is itors.
 Cosmos Divine Care Pty Ltd s t aff an d v ol unteers are n ot ex pe cted to car ry out wo rk that is uns afe, an d

pa rtic ipant s are n ot ex pect ed to to l e rate  uns afe work p ractices or s ervice env iro nments .

4. PROC EDURE

Responsibilities

 The Direct or w ill :
 comply w ith al l re lev ant leg islation and s tat utory r equirements , c odes of practice a nd indus t ry s t andards

a nd make adequa t e provisio n o f res ou rces  t o mee t t he s e requireme nts ;
 promote  health an d s afety aw arenes s and the development o f hea lthy and s afe working pr ocedu res ;
 prov ide in formati on a nd where app rop riat e, t rain i ng and/o r i nst ructio n and adequate pr otective

equipment ;
 cons ult with s t aff and vo lunteers on hea lth and s afet y is s ues as w ell as identify an d impleme nt wa y s 

t o red uce workp lace  hazards and  imp rov e contro l  s y s t ems ;
 maintain ef fectiv e acci dent ana ly s is proced ures a nd hazard  rep orti ng s y stems ;



 encourag e the  rehabilitati on  of  inju red s t aff;
 s et and reg ularly rev iew health  and  s afet y objectiv es ; and
 s ee k feedback from s t aff a nd v o luntee rs on  mat t ers relating t o  s t res s manag eme nt techniques .

 St aff mem bers, vo lunteers , s t udents  and  v isitors a re ex pect ed to:
 comply w ith al l re lev ant leg islation and s tat utory r equireme nts , s afe wo rk ing proced ures , c odes of pract ice

and  in dus t ry s t andards;
 report , and  w here ap pro pr iate, rect ify haz ards ,  an d part i cipat e  in the a nalysis of acc idents /in cidents ; a nd
 accept res pons ib il ity fo r p rotecting thems elves  and others .

A l l staff and volunteers are responsi bl e for ensuring that al l pl ant, equipm ent and substances are safe and wi thou t risk to
heal th when us ed i n accordan ce with standard operati ng procedures.

 Cosmos Divine Care Pty Ltd has a no s moki ng po licy. St aff, v o lunteers, s tudents , partici pants and visit ors
are not pe rmit t ed to s mo k e indo ors , w ithin the office , or on any c overed pat io a rea that is pa rt of or
att ached to  a b uil ding . Smoking is o nly perm it t ed i n  designated o utside s moking areas .

 I f s t aff or vo luntee rs have any hea lth p rob lems or medical cond itio ns requi ring med icati on o r that may
re qui re eme rgency as s ist ance, it is advis able to n otify s eni or s t aff or nom inat ed W or k place Health a nd
Safety (WH&S) Re pres entat ive.

 G uideli nes on proce dures f or deali ng w it h c ritica l i ncidents o r han dl ing of bloo d an d other bo dy fl uids
ca n be  obtained  fr om  s enior st aff.

 All s t aff an d v olunteers are adv ised to tak e adequ at e break s duri ng t he perfo rmance o f re petitiv e
tas k s .

 All s t aff an d v olunteers s hou ld be aw are o f the l oc at ion o f the F irs t Aid Kit, inci dent rep ort s and
eme rge ncy numbers .

 I f a Pos ition D es cripti on s t at es t hat a cur rent Seni or F irs t Aid C ertifi cat e is requi red, t his mus t be
org anis ed by the  s t aff member co ncerned.

 Whenever c leaning , g ardeni ng and/ or other chem ical s ubs t ances are kept on the premis es , acces s s houl d be
lim ited to a uthor is ed personne l who hav e adequate knowledge and unde rs t anding o f thei r s afe s t orag e and
app licat ion.

 S enior staff  are res pons ib le f or the ir a reas of  cont rol t o  ens ure :
 relev ant health a nd s a fet y po lic ies and p roced ure s are effectively impleme nted; al l r is k s t o healt h

an d s afet y are i dentified , as s es s ed and effectiv ely contr ol led;
 t he effectivenes s of r is k contr ol meas ures are reg ular ly mon itored and dev iations f rom s t andar ds

are rect ified ;
 s t aff members hav e adequate knowledge  an d s k ill s t o carry  out thei r health and s afet y res pons ib il ities ;
 s t aff members are co ns ulted o n any p rop os als fo r or cha ng es t o the workplace, w ork practices ,

po lic ies  or pr ocedu res  w hich may affect  t he health and  s afet y of s t aff members ;
 all inc idents w ithi n thei r area of c ontr ol a re re port ed and inves t igat ed and bas ic caus e and contr ol

s t rateg ies are identi fied.

 Any workplace ac cident or inc ident (dangero us oc curren ce) whic h has t he potential t o res ult in inj ury o r
d ama g e to p rope rty mus t be repo rted in the s ame manner as an i ncident o r acc ident that res u l t s in inj ury
o r damag e.

 All acc idents o r i nci dents t hat res ult i n an inju ry o r illnes s at work mus t be reported t o the Di rector (thr ough
s eni or s t aff) w ithin  24  hou rs of the  inc ident occur ri ng .

POLICY AMENDMENT RECORD
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End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



16. FIRE SAFETY  AND  EMERGEN CY P O LICY  AND  P ROC ED U RE

Po licy  Code CDC.16.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 13th April 2023

1. PUR POS E AND SCOP E

This policy and procedure seek to ensure the safety of staff, participants, and other stakeholders duri ng
emergencies such as fi re or other  em erg encies.

This policy and procedure appl y to t he Director, and any addi ti onal staff, s tudents, contractors, and
vol unteers provi di ng services i n a  Cosmos Divine Care Pty Ltd facil i ty.

2. RISK

People with di sabil i ti es may be more vulnerable to fire and other emergencies than are others i n the c omm uni ty.
C onsi deration of ri sk m ust extend beyond fi res and o ther em ergencies i n the workplace. Emergencies may
i ncl ude heatwave conditions, fi re and bushfi re, and prol onged i nterruptions to power suppl y or transport
systems. C onsi deration m ust be g iven to ri sk on a case- b y - c a s e basi s, includi ng the parti ci pant’s mobi l i ty,
dependence upon critical servi ces, g eog raphi c i solation, and other envi ronmental factors. Where appropri ate,
a partici pant-speci fi c Crisis and Emerg en cy Plan should be developed, i n cooperation with other servi ce providers
where appropriate.

Fire and other emergencies i n the working envi ronment shoul d be manag ed as per this p ol i cy. Where services are
provi ded i n the partici pant’s h ome, ri sk treatment pl ans shoul d be established appropriate to the potential
hazards i denti fi ed.

3. PO LICY

The heal th and safety of al l of Cosmos Divine Care Pty Ltd’s stakeholders i s of paramount i m portance. Cosmos Divine
Care Pty Ltd i s  commi tted  to  the  i m pl em e n tation  of  clear  and  effective  fi re  safety  and emerg ency procedures.

Cosmos Divine Care Pty Ltd complies with al l l aws and m andator y standards rel ating to fi re protection, heal th and
g eneral safety that appl y to any premi ses the service owns or operates, irrespective of whether the
rel ev ant  regul atory  requ i rem ents  pl ace  the  obl i g ati on  on  the owner or oc cupi er of those  premi ses.

For servi ces other than i n the participant's home, Cosmos Divine Care Pty Ltd i s required to ensure that the peopl e
i n i ts care are appropriately protected fro m fi re ri sk. Thi s i ncludes i n rel ation to Cosmos Divine Care Pty Ltd’s
premises, operational readi ness and parti ci pant pl acement.

Services funded to provi de personal care, supp ort and case m anag em ent services to peopl e l i ving i n the com m uni ty
hav e a key rol e i n relation to the safety and wel fare of participants. Cosmos Divine Care Pty Ltd wi l l support
par ticipants  t o  i mprove  thei r  sa fety  an d  resil i ence  throug h promoting personal emergency planni ng.

4. PROC EDURE Premi ses

 Cosmos Divine Care Pty Ltd’s premises meet relev ant bu ild in g local law s , reg u lat ions, or leg is lation in fo rce
at the time of c ons t ruct i on , i ncl uding p rov is i ons t hat app ly retrospectively (f or ex ample , re qui rement fo r
s mo k e alarms ). Any s ubs equent building w ork s s hall mee t t he relev an t buildi ng approval provisio ns at the
co rres pon ding t ime.

Op era tiona l Readiness

 The Direct or w ill ens ure that a ppropriate ope ratio nal rea dines s mea s ures are dev eloped, imp lemented, and
rev iew ed. Th is in clu des (but is n ot l imited to ):

      fire eme rgency manag eme nt and  ev acuation  pr oc edures .
      training of s t aff t o imp lement the p roced ures dev eloped.
 maintenance o f al l the  fire  s afet y s y stems  and any devi at ions th roug h a n alternative s olut ion.
 Cosmos Divine Care Pty Ltd w i ll prepa re f or, res po nd to a nd r ecover fr om emergencies in acc orda nce with

the 'all haz ards ' ap pr oach. Th is inc ludes , but is not l imited to, f ire, bushf ire , f loo d, relo cat ion , ev acuat i on,
an d  pro lo ng ed s erv ice interru ptio n.

 I n the ev ent of an eme rg ency , Cosmos Divine Care Pty Ltd wi ll ens u re es s ent ial s erv ices are maintai ned as
far as  is p racticab le.



Su pporting participant emergen cy readiness

 Cosmos Divine Care Pty Ltd w i ll act iv ely w ork to imp rove the s afety of vul nerab le peo ple in emergencies
t h rough en cou raging and s u ppo rti ng partic ipants (who mee t the defin itio n o f a v ul nerab le pers o n) to
unde rtake pers onal eme rgency plann ing . Where t here is recogn ised bus hf ire risk , s pecific bus hf ire p lann ing
will be un dertak en i n add itio n to  bas ic pe rs onal eme rgency plann ing .

 Cosmos Divine Care Pty Ltd w i ll s cree n pa rtici pant s t o i dentif y people wh o shou ld be listed on a
Vu lne rable Pe rs ons Reg ist er (VPR) mee t t he defin it io n o f a v ulnerab le pers on a nd cannot ident ify
pers ona l or commun ity s upport net w orks to help t hem in an emergen cy. Cosmos Divine Care Pty Ltd
w ill o btain info rmed c onsent fr om i dentif ied pe ople  and e nter and  maintai n thei r  info rmat io n on  VPRs .

Emergen cy Plans

 The Direct or w ill pre pare,  t es t a nd annua lly  rev iew an Emerg en cy Plan  for t he s ervice, cover ing:
 eme rgency contact det ails f or key s t aff who hav e s pecific ro les or res pons ib ilit ies unde r the eme rgency

p lan, fo r ex ample,  fire  w ardens ,  fl oor wardens and f irst ai d o ffice rs. 
 contact det ails for lo cal emergency s ervices, for e x ample po lice , f ire b rigade and the p ois on in formati on

centre.
 a des cripti on of the mechanis ms fo r a lert ing pe opl e at the workplace t o an eme rgency or p os s ible

emerg enc y ,   for ex ample s i r ens or be ll a larms. 
 ev acuation p roced ures in clu ding ar rangements fo r as s is t ing any peop le with hearing , v is ion or mob ility

impairment.
 a map of Cosmos Divine Care Pty Ltd’s workplace/s , illust rati ng t he locati on of fire protect io n

equ ipment,  eme rge ncy ex it s and as s embly po ints .
 tes t ing of emergency  proce dures ,  inc lud ing t he f r equency of  t es t ing ; and
 info rmat io n, tra in ing, and  ins t ruct ion  t o re levant s t aff in  re lation  t o 

implementi ng t he eme rgency pr ocedures .
 Cosmos Divine Care Pty Ltd’s E m e r g e n c y Plan , or a s ummary of key eleme nts of the plan, w ill be read ily

acces s ible  by s t aff and  on  dis p lay in  C o s m o s   D i v i n e   C a r e   P t y   L t d ’ s   premises.
 Cosmos Divine Care Pty Ltd’s E m e r g e n c y Plan mus t be imple mente d in a n emerg enc y . Direct io ns from

eme rgency s erv ices w ork ers mus t als o be  comp lied w ith.
 The Direct or w ill review  Cosmos Divine Care Pty Ltd’s E m e r g e n c y  Pla n  at  leas t annual ly and:
 w hen there are  changes  t o the workp lace s uch  as  re -lo cat ion or refurbish m e n t s .
 w hen there are changes in the numbe r o r c ompos it ion of s t aff inc lud ing an increase i n the use o f

tempo rary co ntractors.
 when new act ivit ies  hav e been  intr oduce d; an d
 after the pla n has been  t es t ed.
 The Direct or w ill pre pare an d reg u larly rev iew pre mises Emerg en c y Eva cu a t ion Plan s for how peo ple

s h oul d ev acuate  t he premis es  and whe re they s hould as s emble  if there  is an eme rg ency.
 The Emergen c y Eva c u a t ion Plan s w il l be displayed prom inently in C o s m o s D i v i n e C a r e P t y L t d ’ s premises.

Each Pla n wi ll clear ly in dicat e  its current  locat ion , where the ex its are and where the  as s embly area is .
 The Direct or ( or deleg at e) will p ractice emergency and ev acuati o n proced ures w ith a ll s t aff (where

ap pl icable)  at lea s t ev ery s ix months .

Fire E mergency

 The Direct or w ill ens ure that fire equ ipment is ins t alled , s uit ab le fo r r is k s s pecific t o Cosmos Divine Care
Pty Ltd’s workplace an d rea dily  av ailable  in acc or dance with the relev ant Aus t ra lian  St andards .

 The Direct or w ill i ns t all s ignag e within Cosmos Divine Care Pty Ltd’s premises s o peop le can fi nd f ire
equi pment qu ickly an d i dentify what  t y pe of fire  it can  be us ed on.

 Emerg ency ex it s w ill be kept un locked , un bl ocked and al l ex it s ig ns w il l be maintained a nd kept
il lumi nated.

 Fire ex t inguishers w ill  be p laced away  f rom  heat s ources and  reg ula rly maintained.
 All s t aff (whe re app lica ble) w il l be t rained in how t o use fi re equ ipment an d know what ty pe of f ire

ex t ing u is hers t o us e f or  dif ferent ty pes  of f ires .
 The Direct or w ill ens ure fire equ ipment is reg ular l y t es t ed by Cosmos Divine Care Pty Ltd’s local f ire

auth or ity or fi re equ ipment s upp li er in acco rdance w ith Cosmos Divine Care Pty Ltd’s I n t ern a l Review a n d
Extern a l Au d it Sched u le . 

 St aff wil l ens ure t hat no s o urce of ig niti on is intr o duced to a co nfi ned s pace if there is a lik el iho od of f ire or
ex p losi on  in that s pace.

 I f the maintenance or repair of any s t ructu re o r p l ant us ed fo r the s torage o r handling of dang ero us g oods
i nvolves t he us e of w el ding, cutting o r othe r proces s es t hat g enerat e heat or i ntro duce ignitio n s ources, the
D irecto r wi ll ens ure that the r is k of a fi re o r ex plos i on invo lving t he dang erous g o ods is eliminated , o r



reduced  s o far  as is reas ona bly p rac t icable  if  it cann ot be eliminated.
 For s ervices p rov ided t o a partic ipant in the ir own primary res idence (whet her leas ed o r owne d by the

pa rtic ipant ) , Cosmos Divine Care Pty Ltd ex pects that the partic ipant (a nd where app rop riate, the owne r of
t he p remises ) will have res pons ib ility f or the ir own f ire s afety and ens ure t hat the premis es mee t all relev ant
build ing l ocal  law s and  reg ulat io ns or  leg i s lat ion.

Crisi s a nd Emergen cy Plan

This C ri si s and Em erg ency Pl an prepares Cosmos Divine Care Pty Ltd’s service continuity and deliv ery ag ai nst the
i m pact of crises such  as extreme weather events and thei r attending uncer tai nty.

RISK ASSES SMENT

C ri ses and em erg encies can v ary i n intensi ty, dura ti on, and effect. T hi s assessm ent pri m ari l y consi ders the si g ni fi cant
effects of extreme weather ev ents on participants , staff, and service deli very (rather than speci fi c ev ents): dam ag e
to  p roperty,  equi pm ent  a nd  i nformation storag e systems that may cause extended di srupti on  t o services.

Typ ical ef f ects of extreme wea th er events:

 ris k to pa rtici pant w ellbeing – peop le with dis abi lities are mos t at risk i n  ex t reme weat her than others. 
 chang es  t o partic ipant  needs
 reduct i on  in s t aff av ai labi lity due  t o d is rupt ion  of t ransport s y s t ems  and pers onal cr is es
 dis rupti on  in s u pply  of g oo ds neces s ary for service  delivery
 dis rupti on t o power  s upp ly and  other  utilities
 dis rupti on t o telecommu nicati ons s y s t ems
 failu re o f data s t orag e fac il ities  and  los s of  dat a
 damag e to pro perty and eq uipme nt

Prioritie s:

 participant s afet y and wel lbei ng
 s t aff s afet y and wellbei ng
 dat a security
 s ervice deliv ery eq uipment

Authorities to Trigger  Plan

The  Director  wi l l  appoint (or  assum e  the  role  of)  a  Business  C ontinui ty  Planni ng C oordinator, responsi bl e for

 bus ines s  contin uity du ring ex t reme weat her ev ent s and s imi lar d is rupt ions .
 carry ing  out t he Cr isis and  Emerg ency Plan.
 overs eeing communi cat ions wit h s t aff reg ard ing t he weat her ev ent ; and
 as s igning t as ks within the Pla n

The Di rector and  the Busi ness Continui ty Pl anni ng Coordinator have the auth ority to:

 trig g er this Plan
 run ex erc is es  t o tes t t he plan as neces s ary.

C heck, repai r or repl ace esse ntial equi pment.

Re-stock  fi rst ai d ki ts.

Review servi ce cooperation n during crisi s and i m prove Cr i sis a nd Emerge n cy

Pl an

PRE-EV ENT (LONG-T ERM PRE PARATION) Participant

Wellb eing

Cosmos Divine Care Pty Ltd will:

 identify s up ports c ritica l to parti cipa nt s ’ wellbe ing , whic h mus t be maintained dur ing a c ris is , and prepa re
co ntingen cy plans i f  partici pants are  inacces s ible t o suitab ly qual if ied s uppo rt work ers .

 s t ore partic ipant c ontact det ai ls in  a s ecure,  acces s ible,  off -s ite lo cation



Sta ff Resourcing

Cosmos Divine Care Pty Ltd will:

 identify key manag eme nt and s erv ice - del iv ery per s onnel an d co ns ult them reg arding t he roles in th is
Plan.

s t ore s t aff contact detai ls in  a s ecure,  acces s ible ,  off -s it e  locati on.

Da ta Security

Cosmos Divine Care Pty Ltd will ensure:

   that data  i s backed-up regul arl y ,

   that backups  are stored  securely and off -si te, and

   and data i s ac cessi bl e off -l i ne.

Essential Services

Cosmos Divine Care Pty Ltd will:

 identify es s ential s erv ice funct ion s t o be mai ntain ed dur ing , or res t ored imme diat ely after , a
d is rupt iv e ev ent.

Essential Equipment an d Supplies:

Cosmos Divine Care Pty Ltd will:

 dev elop a  reg ister of s ervice -es s ential equ ipment  t hat can be  remov ed of f -s ite in cas e of  fl ood
 org anis e eme rgency s t orag e faci lities f or removed  es s ent ial equi pment
 cons ider  alternat iv e power s up pl ies t o ru n es s ential equ ipment i n  b lackout cond itions
 cons ult with k ey s upplie rs and s ub contra ct ors t o c lari fy whether they hav e robust bus i nes s contin uit y

pla ns i n  place.
 ens ure fi rs t -aid a nd emerg ency kits  are kept s t ock ed and f unct i onal

Community Relations

Cosmos Divine Care Pty Ltd will:

 s ubs cribe to  a l ocal s erv i ce is s uing weat her a lerts
 dis cus s co-o perativ e s ervice -co ntin uity pla ns with  other l ocal  s ervice -provide rs
 liais e with  Pol ice an d Emergency Se rv ices .

Insurance Coverage

Cosmos Divine Care Pty Ltd will:

 identify s ev ere wea t her ev ent  s cenari os , mapp ing  t hes e ag ains t it s ins urance coverag e to ident ify g aps .

DURING THE EV ENT Pa rticipa nt

Wellbeing

Cosmos Divine Care Pty Ltd wi ll:

 pri orit is e partic ipants ’  imme diat e s afet y
 contact part icipa nt s t o  in form  t hem of  s ervice s t at us
 contact part icipa nt s  regular ly du ring p rotracted  w eat her ev ents  t o as certain needs and wellbeing

Sta ff Saf ety and Resourcing

Cosmos Divine Care Pty Ltd will:

   prioriti se staff safety.

   i nform staff as weather alerts are i ssued Staff wil l :

 notify  Cosmos Divine Care Pty Ltd if u nable  t o att end wo rk

Essential Equipment an d Supplies:

Cosmos Divine Care Pty Ltd will:



 ens ure the s afet y of s erv ice -es s ential eq uipment  ( as  condit ions d ictate)
 contact key s upplie rs and s ub contra ct ors t o ens u r e s upply .

POST-EVENT Participant s

Cosmos Divine Care Pty Ltd will contact participants  (or carers):

 to as s ess well-being
 info rm them  of cu rrent  s ervice s t at us
 arrang e cont inuat i on  of  partic ipant s ervices

Da ta Security

Cosmos Divine Care Pty Ltd will check the integrity of i nformation systems and restore as necessary.

Essential Services

Cosmos Divine Care Pty Ltd wi ll resume services as quickly as possi bl e after a di sruptiv e event, provi ded that

 info rmat io n s y s t ems  are  funct ion ing and  s ecure.
 qualified  s t aff are av ai lable t o car ry out s erv ice  de livery;  an d
 s upplies  o f s ervice -es s ential g oo ds are av ai lable.

Essential Equipment an d Supplies:

Cosmos Divine Care Pty Ltd will:

 check that all s erv ice -es s ential equ ipment  is funct i on ing;  repa ir or repla ce as neces s ary
 ens ure fi rs t -aid a nd emerg ency kits  are  re -s tocked .

Community Relations

The Di rector (or deleg ate) wi l l re -assess co-operative service-continui ty plans wi th other l o cal servi ce-prov i ders and
l i ai se  with  them  to  m ake  i m provements  to  the  C ri si s  and  Emerg ency Pl an

Review Plan

The Director wi l l revi ew the m easures taken to preserve busi ness continuity duri ng the extreme weather event
and  m ake  appropriate  i m provements  to  the  Cr i si s  a n d  Emergen cy Pl an

Cosmos Divine Care Pty Ltd wi l l revi si t and retes t thi s P l an peri odi cal l y , particularl y when new servi ces are
introduced, and t o i ncl ude l earni ng s from previ ous tests. The pl an wi l l be reviewed at l east once per year, to
ensure i t remai ns current.

POLICY AMENDMENT RECORD
DATE BRIEF DESCRIPTION OF

AMENDMENT
AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



17. CH EMICAL  U S E AND S T ORAGE P O LICY  AND  P ROCED U RE

Po licy  Code CDC.17.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 27th April 2023

1. PUR POS E AND SCOP E

Incidents involving chemi cals and fuel s can result i n explosi ons or fire, causing death or serious i njury, as wel l
as l arg e -scal e dam age to property and the surroundi ng envi ronment. U nsafe use can a ls o cause cancer , poi soni ng , 
burns , bl i ndness and other se ri ous heal th problem s. Thi s poli cy and procedure seek to ensure the safety of sta ff,
participants  and  other  stakehol ders when handl i ng and storing chem i cal s.

This policy and procedure appl y to t he Director, and any addi ti onal staff, s tudents, contractors and
vol unteers when working on a Cosmos Divine Care Pty Ltd operated facili ty.

2. PO LICY

The heal th and safety of al l Cosmos Divine Care Pty Ltd’s stakeholders i s of paramount i m portance. Cosmos Divine
Care Pty Ltd i s commi tted to ensuri ng that when chemi cals are introduced onto Cosmos Divine Care Pty Ltd’s
premi ses that they are recorded, ha ndl ed and disposed of appropriately.

Workplace  chemi cal s  and  fuel s  can  be  classi fi ed  as  dang erous  g oods,  hazardous  subs tances or both.

3. PROC EDURE

Risk an d Hazard Ma nagemen t

 I n accorda nce with t he Ri sk Ma n a g em ent Po licy an d Pro cedure , the Direct o r will imp lement a r is k 
manag eme nt proces s reg ard ing chemica l us e an d s t orag e:

activ ely identi fying haz ards .
impleme nt  ris k cont rols to  elim i nate  o r  reduce th e ris k s  as s ociat ed with thes e haz ards ; and
rev iew ing and  if  neces s ary, rev is ing t hes e ris k cont rols o n a m onthly  bas is .

Ide ntif y dangerous good s and haz ardous  substance s

 The Direct or w ill ens ure that a ll dangerous g o ods and hazard ous s ubs t ances are ident ifie d and clear ly
la belle d o r s igned wit h in  t he workpla ce.

Chemical registe r

 The Direct or w ill ens ure det ails o f al l da ng erous g oods and hazard ous s ubs t ances s t ored or ha ndled in t he
workp lace a r e entered i nto a Chemi cal Reg is t er.

 The C hemica l Reg iste r is t o be review ed whe n ne w or ad diti onal quant ities of chemicals are int rodu ced into
the wo rkp lace ,  o r w hen  r is k contro ls  hav e chang ed, o r a re no  lo nger effective .

Re stricted che micals

 The Direct or w ill dev elop a G u id a n c e S h ee t : Restricted Ch em ica ls t hat will provide a l is t of res t ricted
s ubs t ances not pe rmitt ed  in  C o s m o s   D i v i n e   C a r e   P t y   L t d   workplaces at any time.

Material saf e ty data she e ts

 The Direct or w ill ens ure a hard co py collecti on o f current Mat er ial Sa fety Dat a Sheet s (MSD Ss ) and Safet y
D at a Sheet s (SD Ss ) from man ufacture rs and s upplie rs is mainta ined. T he MSD Ss and SDSs obta ined f or each
chem ical mus t be the author is ed version  pre pared  by the  manufacturer.

 The Chem ica l Reg ister a nd as s ociated MSD Ss and SD Ss are to be kept by the Direct or in a s uitab le l ocat ion
w hic h is k n own and acces s ible to al l s t aff mem bers in the wo rkplace , as w ell as any other p erson who is
l ik ely t o be ex pos ed to the dang ero us g oods o r haz ar dous s ub s t ances .

Storage

 The Direct or w ill ens ure that s t orage o f chem icals is cond ucted i n acc ordan ce with the Cod e of pra ct ice fo r
th e sto ra g e an d han dlin g o f  d a n g ero u s go o d s 2013.

 St orag e quantities s ho uld be kept to a min imum t o cat er f or demand a nd ex ces s ive s t orag e for l ong
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per io ds s hould be av o id ed.

Signage

 The Direct or w ill ens ure that if the w ork p lace is s t oring dang erous g oo ds ex ceeding mino r s t orag e
qu a ntities , p lacar ds  are  prov ide d as a v is ual warning.

 The Direct or w ill ens ure that a ll pur pos e -bu ilt cup boards , cabi nets and refrig erato rs fo r s t or ing chemica ls
are label led to i ndicate the ty pe and clas s of chem icals be ing s t ored in them. Ad diti onal w ar ning s ig ns may
als o be requi red, s uch as “D O NO T US E TO  STOR E FOOD”.

Labelling

 The Direct or w ill ens ure that a ll dang erous g o ods and hazard ous s ubs t ance s t orag e containers are clea rly
la belle d. The label o n the co ntainer in w hich the dang erous g oo d o r hazar dous s ubs t ance is s u pplie d mus t
rema i n i ntact , leg ible an d u naltered. T he date o f rece ipt o f a haz ardous s ubs t ance s hou ld be marked on
the or ig ina l co n t ainer t o al low for mon itoring of t he ag e of the chemical and prom ote the us e of o lder
mat er ials f irs t .

 C ontainers with unknown s ubs t ances in them s ho uld be labe lled ‘CAUTION DO NOT US E: U NKNOWN 
SUBS TANC E’ and the n  d i s posed  of ap pro pr iately.

Hand ling Da n gerous Go ods

 The Direct or w ill ens ure Sa fe W ork Pr ocedu res (SWP) s pecif ic to t he han dl ing of danger ous g oods an d
hazard ous s ubs t ances  s t ored i n the wo rkplace a re dev eloped an d im plemented.

Emergen cy proced ures

 The Direct or w ill ens ure that a ppropriate eme rgency manag eme nt prov is io ns are av ailab le fo r us e in the
ev ent o f a c hemical  em erg ency.   The emerg ency manag eme nt prov is ions may  incl ude:

s pill k its  or contai nment equ ipment;
s afe work procedu res for s pil ls or re leas e of chem i cals; fire
blanket s /ex t inguish e rs;
firs t aid  k its ;
ey e was h s t ations/ey e was h kit s /eme rg ency s howers ; eme rgency s hutdown
procedu res  for equ ipment;
appro priate numbers of tra ined eme rg ency warde ns and f irs t aide rs ; and appro priately dis play ed
eme rg ency contact detai l s .

Health surveillance

 The Direct or w ill reg ula rly refer to cu rrent MSD Ss and SD Ss t o det ermi ne the health s urv ei llance
requ ireme nts fo r any s t aff me mbers ex pos ed to haz ardous s ubs t ances  in  t he workp lace.

Chemical Wa ste and Disposal of Chemicals

 The Direct or w ill ens ure that c hemica l was t e is pr operly packag ed, labe lled and s t ored in s u itable des ig nated
areas w hils t aw aiting co llecti on. Labe lling mus t inclu de at a m inimum t he p rodu ct ide ntifie r, w orkplace
det ails an d a haz ard p ictogram c ons is t ent with the c orrect  c las s ificat ion of the  chemica l ( if relev ant).

 The Direct or w ill ens ure dang erous g oo ds , hazar d ous s ubs t ances and chemical w as t e are dis pos ed of as
per  t he  Co d e o f  p ra ct ice fo r th e sto ra g e a n d h a ndlin g o f d a n g erous go o d s 2013 .

Consultation, Inf ormation and  T raining

 The Direct or w ill ens ure that a rrangeme nts are i n place f or c onsultati on with s t aff members in relati on to
chemica l manag eme nt. C ons ultat ion s h oul d occur in  relat ion  t o:
 the intro ducti on  of new  chemica ls t o the wo rkpla ce.
 the identi ficati on an d a s s es s ment of ris k s as s ociated with chem icals at the workplace.
 decis ions ab out c ontro l meas ures t o be imp lemen t ed, and induct ion and

t rain ing req ui reme nts .
 Hazard i dentif icat io n and in cident repo rt ing relat i ng t o chemica ls s hou ld be carrie d out in acco rda nce w ith

the I n c id en t M a n agem ent Po licy a n d Pro c ed u re.

POLICY AMENDMENT RECORD
DATE BRIEF DESCRIPTION OF

AMENDMENT
AUTHORISED
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End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



18. INFECTION  CONTROL  P O LICY AND P ROC ED U RE

Po licy  Code CDC.18.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 27th April 2023

1. PUR POS E AND SCOP E

This pol i cy and procedure seeks to ensure that Cosmos Divine Care Pty Ltd m i ni m i ses the ri sk of the spread of
i nfectious di sease s i n i ts work envi ronments.

This policy and procedure appl i es to t he Director, and any addi ti onal staff, s tudents, contractors and
vol unteers.

2. DEF INITIONS

Infectious diseases – al so known as comm uni cable d i seases; caused by organi sm s such as bacteria, v i ruses, fung i
and parasites. These micro -org ani sm s are abl e to i nv ade and reproduce i n t h e hum an body , an d then cause
harmful effects. I n heal thcare settings, themai n modes for transmi ssi on of i nfe ctious ag ents are contact (i ncl udi ng
bl oodborne),  dropl et  and ai rborne.

3. PO LICY

Cosmos Divine Care Pty Ltd’s Di rector has a duty of care and must take all reasonable steps to safeguard participants,
ot her staff and  stakehol ders from i nfection.

4. PROC EDURE

Sta ndard Precau tions

 Notif iable diseas es are diseas es t hat must be repo rted to the Hea lth Department by health p ractit i oners .
Any s t aff me mber that has a n otif iable dis ea s e mus t not att end work u ntil s uch time as t hey are cleare d
by thei r  doctor.

 Any s t aff member with a ny infect ious d is ea s e, inc l uding t he flu , is requ ired to s t ay aw ay from the wo rkplace
unti l s uch t ime the y are cleared by a d octo r. A medical certif icate is required to be p res ented wit h the s t aff
member ’s times heet for payment o f s ick day s .

 St andard p recauti ons mus t be im plemented when cleani ng s urfaces and facil ities . St aff mus t w ea r s uitab le
g lov es and other pr otect iv e clot hing appro priate for t he tas k . Protective ey ew ea r mus t be wor n where
sp las hing is likely to  occu r.

 Toi let s , s inks , w as hbas ins , bat hs , s hower a reas , an d s urr ound ing areas s hou ld be cleaned reg ula rly o r as
req ui red. C leani ng met hods fo r thes e it ems s hou ld av oid g eneratio n o f aer os ols . Although env ir onme ntal
s urfaces p lay a mi nor role in the t rans mis s ion of infect ions , a r eg ula r c le aning and maintenance s chedule is
neces s ary to maintain  a s afe envir onm ent. 

 Surfaces s hou ld be cleane d on a reg u lar bas is us in g only clea ning p roced ures that minim ise dis pers al of
m icro-o rg anisms  into th e air.

 Routine s u rface c leaning s houl d be  undertaken  as  follows : 
 clean and  dry w ork s urfa ces before  and a fter usag e  or when  v is ib ly s oiled ; 
 s pills s ho uld  be dea lt with  imme diat ely ;
 us e det erg ent and warm wat er f or rout ine c leani n g ;
 w here s urface  dis in fection  is re qui red, us e in  acco rdance wit h  manufact urer's instructio ns;
 clean and  dry s u rfaces befo re an d after a pplyi ng d is infectants ;
 empty bucket s after use, was h with deterge nt and w arm wat er and s t o re dry; and mops s ho uld be c leaned

in  det erg ent and wa r m wat er then s tored  dry .
 Floo rs s houl d be cleaned dai ly or as neces s ary w it h a v acuum c leaner. Alternativ ely , dam p dusting

or clean ing w ith a  dus t -ret aini ng mop  is acceptable.

Person -cen tred ap p roach to Inf ection Control

 A pers on-ce ntred ap proa ch to pr ov idi ng s uppo rt i ncludes p utt ing part icipa nt s at the centre of in fectio n
p rev ent ion a nd c ontro l  a nd enab ling them to participate  in  t heir  care  pro ces s .

 To s upp ort a tw o -way approa ch to in fection prev e ntion a nd c ontro l an d encourag e pa rticipant



pa rticipatio n, the  organisat i on wi ll:
 famil iaris e pa rtic ipants w ith  its  infect ion  prev ent io n and c ontr ol s t rateg ies ;
 encourag e pa rticipants  t o d is clos e thei r hea lth o r  risk  s t at us if there  is a

potential  risk o r s ou rce o f i nfect io n.
 prov ide opp ortu nities f or partic ipant s t o identi fy and commu nicat e r is k s and encourag e them to us e

feedback p roce dures t hr o ug h  the s ervice’s feedback , compl iments,  and c ompla ints  pr oces s es .
 prov ide educati onal mat erials ab out infecti on pre v ent ion and cont rol us ing a v ariety of media (e. g . pos t ers ,

printed mat eria l,  ed ucati ona l  v ideos )  in  a v ariety of acces s ible  fo rmat s ; and
 info rm pa rticipant s  about the  pr otoco ls fo r p rotec t ing t heir  pr iv acy and confi dentia lity .

Food Prep ara tion Saf ety

Staf f Re sponsibilities

A ny practices bel i ev ed to be i n confl i ct with general hy gi ene standards should be reported to the Di rector im m edi atel y.

 St aff inv o lv ed in  fo od  preparat ion  are ex pected to  repo rt to wo rk each day  in clean c lothi ng.
 Hair s ho uld be c lean, t idy an d s ecured in place. Ap prop riat e ha ir cove ring mus t be worn if hair is long er

tha n s hou lder  leng t h.
 C lean g loves  mus t be worn  at all t imes  w hi le pre p aring f ood a nd s ho uld  be chang ed reg ula rly .
 Tong s  or other a ppr opr iat e utensils mus t be  used  in ha ndl ing fo od whe re g loves  are not app rop riat e.
 Smoking , eating an d d rink ing is n ot al lowed  in a reas w here foo d is s t ored , prepared  or s erved.
 Hands mus t be kept clean and m us t be was hed re g ularly w it h s oap and hot wat er, or app roved han d

s anitisat io n g el, es pe c iall y ;
 when entering a  foo d han dl ing area;
 before to uch ing any co oked o r p repared  fo od an d  after han dl ing raw f ood ;
 after us ing t he to ilet;
 after hav ing a c igarette;
 after hand ling g arbag e or c leani ng equi pment and  chemica ls ;
 after us ing a ha ndkerch ief  or t iss ue or s t if ling a  s neez e or co ugh;
 after hand li ng money;
 before  res uming wo rk after any  break o r chang e  i n work area ; and
 after touch ing ha ir, face  or other  parts of  t he bo d y .
 St aff inv o lv ed in  fo od  preparat ion  s houl d re port t he fo llow ing t o the D irect or or thei r  Su perv is or :
 any s k in irritat i ons  (ecz ema , de rmat itis , et c. ) es pe cial ly on the  hands ;
 any s t omach comp laints  o r b owel co ndit ions ;
 feeling g eneral ly unwel l;
 any changes  in hea lth whi ch  may affect the ir  abi lit y t o perf orm d uties ;  an d
 all c uts , s cratches and wo unds wh ich may c ontami nate foo d.
 The Direct or  or S uperv iso r  wi ll real locate dut ies  if  neces s ary .
 All s t aff inv olv ed in foo d p reparati on a nd s t orage mus t familia ris e thems elv es and comp ly w it h the Au stralia

New  Zea la n d Fo o d  S t a ndards Cod e  and S a fe Fo o d Au stra lia  - A G u ide to t h e Foo d Sa fety S t a ndard s.

Te mperature Control of Pote ntially Haza rdous  Foods

 Preparat io n time of p otent ial ly hazard ous fo ods s houl d be m in imised to av oid bu ild-u p of bacter ia
and  t ox ins .

 The fo ll owing are  ex amples  of  potent ia lly hazar do us foods:
 raw and c ooked mea t o r f oods c ontain ing meat , s uch as cas s eroles , c ur ries and las ag ne;
 dairy p rod ucts , fo r ex ample , mi lk,  cust ard and  dai r y bas ed des s ert s ;
 s eafood;
 proces s ed fr uits  and v eg et ables ,  f or ex ample , s ala ds ;
 cooked r ice an d pasta;
 foods c ontain ing eg g s ,  beans, nu t s  o r othe r p rotei n ri ch f oods ,  s uch as q uiche and s oy pr oducts ; a nd
 foods that c ontain  t hes e foods ,  s uch as s andwi che s and ro lls .
 Potentially hazar dous f ood  mus t be
 k ept chil led at  5°C (or bel ow) when  receiv ed, s erv ed, trans po rted o r s t ored ; o r
 heat ed to 60°C ( or above) when  it is  receiv ed,  s erv ed, transpo rted o r s t ored.
 Prev ious ly co oked and  coo led  potentia lly hazar do us food  mus t be reheated

rapid ly t o 60°C o r hotter – i dea lly, reheat ed to 60° C w ithin a max im um o f tw o hours t o min imise g rowth o f
ba cteria an d f ormat i on o f toxins .

 Prev ious ly co oked potent ially hazardo us foo ds s hould be c oole d to 5°C or colde r as qu ickly as pos s ib le,
as fas t er c oo ling t im es  limit the g r owth of bacteria.

 Food mus t be coo led from 60°C t o 21°C in a max i mum of tw o hou r s and fr om 21°C t o 5°C with in a fu rt her



max im um per iod  of  fo ur h ours .
 To ch il l f ood qu ickly, divi de it into smal ler port ions in s ha llow contai ners, tak ing care not to

co ntaminate the f ood  in  t he pr o ces s .

Repo rting

 I ncidents relat i ng t o i nfecti on c ontro l or infect i ous dis ea s es s hould be rep orted in accordan ce with C o s m o s D i v i n e 
C a r e   P t y   L t d ’ s    I n cid en t Managem ent Po licy an d Pro ced u re .

Monitoring and Review

 This p ol icy and pro cedure w il l be review ed at leas t annually by the Manag eme n t Team and in corporate 
s t aff,  part icip ant  and othe r  s t ak eholde r  feedback.

 The Con t inu o u s I m p ro vem en t Pla n w ill be us ed to record and mon itor prog res s of any improveme nts
identif ied an d whe re relev ant fed  i nto the s ervice plann ing and  del iv ery pr oces s es .

POLICY AMENDMENT RECORD
DATE BRIEF DESCRIPTION OF

AMENDMENT
AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



19. ELECTR ICAL  S AFET Y P O LICY  AND P ROCED U RE

Po licy  Code CDC.19.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 27th April 2023

1.  PUR POS E AND SCOP E

This pol i cy sets out Cosmos Divine Care Pty Ltd’s compl i ance wi th the Occu p a tional H ealth a nd S a fety A ct 2004 i n
the safe  use, install ation and manag ement of electrical equipm ent.

This poli cy and procedure appl y  to the Di rector, staff, students, contra ctors, and  v ol unteers.

2. DEF INITIONS

Ele ctrical Inst allati on – a g roup of i tem s of el ectrica l equi pment, permanentl y el ectrically connected together and
sup pl i ed from mai ns power or equi v al ent source.

Elect rical Eq uipme nt – any apparat us, appli ance, cabl e, cond uctor , fi tting , i nsul ator, material , meter, or wire, operated
by el ectricity at a  v ol tage greater than extra -l ow vol tage.

Re sidual Curre nt De v ice s (RCDs)

The ri sk of workplace fatal i ties and fi re can be reduce d by the use of RC Ds. RC Ds, or ‘safety swi tches' i m m edi atel y
switch off the su ppl y of electricity when electricity l eaks to earth.

 RC D s do not p rotect i n al l c irc ums t ances : e. g . , if a n unearthed pers o n contacts both activ e an d neut ral
c ond u ctors wh ile  hand ling fa ulty pl ugs  or electrica l equ ipment.

 For new installat i ons, M inimum Lev el Des ig n and C ons t ruction Speci ficati ons s t at e that an RCD mus t be
ins t alled at the sw itch b oard  by a l icensed E lectr ical I nstallat ion wo rker.

 RCD s  can be eit her  non -po rtable ( ‘f ixed') o r p orta ble.
 Fixed RCD s  mus t be installed  by an ap pr opriately l icens ed electr ical installatio n wo rker.
 RCD s  s hould be  inc luded  in  ro utine s afet y check s

Where  practicable,  RC Ds  should  be  used  i n   l i ne  wi th  the  suppl y  of  electricity  to  ‘pl ug  i n' electrical equi pment.

RC Ds are requi red wherever:

 Elect r ical Equ ipment’s n orma l o perating c ond ition s ex pose it to damag e: e. g . , mois t ure, heat, v ib ratio n,
mec hanica l damag e,  cor ros iv e chemica ls or dust ;

 Electr ical Equ ipment m oves w hile o perating: e. g . , electric lawn mowe rs, v acuum cleaners, fl oo r
p olishers and ex t ens ion  co rds ;

 Electr ical Equ ipment  is moved fo r us e  in mu ltip le  l ocat ions ;
 a circ uit s up pl ies  a wet us e appl iance,  if  pract icable.

3. PO LICY

On Cosmos Divine Care Pty Ltd premi ses, onl y a sui tabl y licensed el ectrician must undertake:
 electrica l i nstallat io ns;
 tes t ing and repair o f app lia nces .

The Di rector (or del eg ate) i s responsi bl e for routine Workplace Safety checks, i n l i ne with the Wo rkplace He alth and
Sa fety Policy and  P rocedure.

Staff  are  requi red  to  notify  the  Director  of  any  fa ul ty,  hazardous  or  suspec t  electrical equi pment or fitti ng s.

4. PROC EDURE

Risk Management

Identify ing hazards

 The Direct or w ill co nduct risk as s es s ments for elec t rical hazards reg u lat ed accord ing t o the I n t ern a l Review
a n d Extern a l Au d it S c h ed u le  and whenev er chang es  t o the premises  o r equ ipment  requi re.

 Sus pect ed hazards mus t be i dentif ied an d acti on t ak en to el im inate, or minim ise, them s o fa r as is
p ractica ble.  Se e the R is k  M a n a gem ent Po licy an d Pro c ed u re.

 St aff shoul d i nfo rm the  D i rect or  if  t hey s us pect Elect rical Equ ipment  in the workplace  is:
 uns afe; o r



 coul d be rendere d uns afe g iv en unex pected co nditions (e. g . , uns uitab le equipment in a w et area
whic h might f lo od).

 The Direct or w ill ens ure that a ll RC D s us ed in the w orkplace a re checked a nd tes t e d reg ularly. A reco rd of
tes t ing mus t be kept  until t he dev ice  is nex t tes t e d  or dis pos ed  of.

Minimising  haz ards

 Elect r ical hazards w i ll be min imis ed on C o s m o s D i v i n e C a r e P t y L t d premis es by us ing lowest-risk
appliances and other equipment:

 conve c t ion  heaters  – not  fan  or bar heaters;
 EPODs  (power b oards with  overl oad  protecti on  dev ices )  – not d oub le adapters .
 tak ing care not to  overl oad  power c ir cuits . 
 us ing ex t ens ion leads f or t empora ry applicati ons only, ens uri ng leads are : placed to av oid creat ing t r ipp ing

hazar ds and damag e to the lead’s insulati on; and not us ed i n damp or w et cond iti ons un les s t hey are s p ecially
des ig ned fo r thes e cond itions.

Te sting, Tagging a nd Repairing Electrical E quipme nt

 All e lectrica l equ ipment used on C o s m o s D i v i n e C a r e P t y L t d premis es s hould be certifie d s afe, s o
far as  is pract icable.

 Applia nces  s houl d be  inspected, t es t ed and tag g ed:
 in acc orda nce with the requ ireme nts of AS/N ZS 3 760: 201 0 - I n-service s afet y ins pection and tes t ing o f

electr ical  equ ipment an d  t he  O c c u p a t iona l Hea lth a n d S a fet y Act (2004) .
 at intervals not ex ceedi ng those  s et out by  AS 37 6 0:20 10  (a tole rance  of tw o wee k s  is acceptable); and
 before being ret urned t o s erv ice or afte r any re pai r o r s ervici ng that cou ld have affected the electr ical

s afety of the ap pl ianc e. 
Except for :

 equipment  not i n use.
 new elect rica l equ ipment, w hic h s hou ld be f itted w ith a tag t hat s t at es that the equipment is ‘ new to

s ervice'; the date of ent ry into  s erv ice; an d the date when the f irs t electr ical  s afety t es t is due.
 equipment bey ond its t es t ing date, which s houl d be fitted with an is olati on tag indicat i ng t hat tag g ing is

requi red an d mus t be  completed   pr ior t o us e.
 pers onal lapto ps. (Staff, pa rtic ipant s, and v is itors a re enco urag ed, howev er, to have their lapto ps t es t ed

and tag g ed us ing  an a pprov ed  pers on  or company).

 Elect r ical a ppliances b roug ht f rom home by s t aff , participant s, or v is itors, fo r us e on Cosmos Divine Care Pty
Ltd p rope rty are s ubject to th e s ame tes t ing and tag g ing proced ure as f or a ppl iances owned or leas ed by
C o s m o s D i v i n e C a r e P t y L t d . Ap pl iances s hould be tes t ed and tag g ed pri or t o thei r us e o n Cosmos Divine
Care Pty Ltd p rope rty.  Testing a nd tag g ing is t he res pons ibility of , an d at  t he ex pens e of, the  owner.

 Any equipment  purc has ed s econd- hand  mus t be tes t e d and tag g ed before firs t us e.
 C omme rcial ly hi red eq uipment mus t fulfil i nspecti on and tes t ing requi reme nts at t he

commenceme nt o f each  hi re.

Unsaf e Equipme nt

 The Direct or w ill  ens ure that a ny uns afe o r s us pec t  Elect r ical Equ ipment  is :
 dis connected  imme diat e ly
 label led to avo id  recon nection
 tes t e d  and repai red o r  replaced
 An Incident Report s hould be lo dg ed when the
ha z ard is d is cov e red to  enable an accurate  inv es t ig at ion.

Q u a lif ied Electrical Services

 A suitabl y qual i fi ed and licenced el ectrical contractor  wi ll conduct al l :

 installatio n an d remov al  of  electr ical  inst allat ions
 tes t ing and tag g ing of elect r ical e qui pment.
 repairs t o  e lectr ical  equi pment; an d
 electrica l I ns t allatio n wo rk on  Cosmos Divine Care Pty Ltd pr emises .
 An Elect rica l I ns t allatio n that has been  cons t ru ct ed, alte red o r re paire d must not be p ut int o s ervice u ntil :
 t he certif icate of  electr ical s afety has been  is s ued  and the  i ns t allatio n inspected if  req ui red; a nd
 t he installati on has been tes ted and the e lectrica l contracto r has v eri fied that the alteration , ad diti on, or

repai r  is comp liant w it h  AS /NZS  300 0: 201 8 (Elect r ical ins t allat ions ).

Hazard and incident reporting



 All haza rds and inju ries re lating to e lectrical s afety mus t be repo rted imme diat ely us ing C o s m o s 
D i v i n e C a r e P t y L t d ’ In c iden t Rep ort and ma nag ed in accordan ce with C o s m o s D i v i n e C a r e P t y 
L t d ’ I n ciden t Ma n agem en t Po licy an d Pro c ed u re.

POLICY AMENDMENT RECORD

DATE BRIEF DESCRIPTION OF
AMENDMENT

AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



20. INCID ENT M ANAGEM ENT P OLI CY AND  P RO C ED U RE

Po licy  Code CDC.20.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 27th April 2023

1. PUR POS E AND SCOP E

This poli cy and procedure provi de g ui del i nes for reporting , i nvestigating, and appl y i ng appropriate control
measures when an accident, i nci dent (includi ng critical i nci dents) or near mi ss occurs. I t addresses both par ticipa nt
and s taff i nci dents.

This  policy  and  procedure  appl y   to  t he  Director,  and  any  addi ti onal  staff,  s tudents, contractors and  
vol unteers.

This poli cy and pro cedure should  be read i n   conjun cti o n with the  P rev en ting a nd Responding to A b u se, Negl ect a nd 
Exp l o i tation Po li cy and  P rocedu re .

2. DEF INITIONS

Accident – an unforeseen event that  causes damag e to  property, i njury, or  death.

Employe e   – U nder the  Reportabl e C onduc t Scheme, a n empl oyee is a person  over  the age  of 18 years who i s:

(a)  em pl oyed  by  an  organi sati on,  whether  the  person  i s   em ployed  i n  connection  wi th any work or activities of the 
organi sati on tha t relate to  chi l dren, or

(b) engag ed by the organi sati on to prov i de services, includi ng as a vol unteer (i ncl udi ng foste r carers and ki nshi p
carers), contra ctor , Mi ni ster of rel i g i on, officer of a reli gious body , office hol der or officer, whether the person
prov i des servi ces to children.

Head of an orga nisation - the person who i s pri m ari l y responsi bl e for an organi s ation’s compl i ance wi th the
Reportable C onduct S cheme. Dependi ng on the structure or type of organi sation, the head of the organi sati on m ay
be  the  C hi ef  Exe cuti v e  Officer  (C EO), pri ncipal officer or equi v al ent.

Incident  –   an  oc currence  tha t  caus es  (or  coul d  hav e  caused,  i n  the  case  of  a   ‘Near  Mi ss’) dam ag e to property, 
injury/ i l l ness or death.

Incident  inve stigation  –  A  formal  process  of  collecting  i nformati on  to  ascertain  the  facts, whi ch may inform any 
subsequent crimi nal , ci v il , di scipl i nary, o r admi nistrative sanctions.

The purpose of an incident i nvesti g ation by a service provi der i s to determi ne whether there has been abuse or
neglect of a participant by a sta ff m ember (i ncluding a vol unteer) or another participant, pursuant to an
al l eg ati on i n a partici pant i nci dent report.

A n inv estigation i nvolves the pl anned and systematic gathering and anal y si s of all rel evant facts by intervi ewi ng 
witnesse s, exam i ning documentation, ski l l ed observation and obtai ni ng expert opi ni on where appropriate.

Incident re v ie w – A nal ysi s of an i ncident to i dentify what happened, determi ne whether an incident was manag ed
appropri atel y , and to i dent i fy the causes of the i ncident a nd subsequent l earni ng s to appl y to reduce the risk
of fut ure harm.

Near  Miss  –   any  i ncident  that  occurred  at  Cosmos Divine Care Pty Ltd,  whi ch,  al though  not  resul ti ng  i n any injury, 
il l ness, or damage, had the po tenti al to d o s o.

Hazard – a si tuati on that has the po tential to harm a person (cause death, i l l ness or injury) or envi ronm ent or 
damag e prope rty.

Hazard  identificatio n  –  A  process  that  i nv ol ves  i denti fyi ng  al l  foreseeabl e  hazards  i n  the workplace and 
understanding the possi bl e harm that e ach hazard may cause.

Hazard mana geme nt – A structured process of haza rd i dentifi cation, ri sk assessment and control, ai m ed at
provi di ng  safe  and  heal thy  conditio ns  for  staff  m em bers,  con tractors,  and vi si tors while on the premi ses.

Harm  –  I ncludes  death,  or  i njury,  i l l ness  (physi cal  or  psychological)  or  di sease  that  m a y   be suffered by a person 
as a  consequence of  exposure to  a hazard.



Re portable  conduct  -   there  are  fi v e  types  of  ‘repor table  conduct’  under  the  Reportabl e C onduct Scheme, as  
l i sted i n the Ch i l d Wellb ein g and Sa fety A ct 2005:

1.  sexu al of f en ces (against, wi th or i n  the  presence of, a  chi l d)  – I n Vi ctoria, i t is an offence to engag e i n  
certain sexual behavi ours agai nst, wi th or i n front of, a c hi l d. Many of these behavi ours are reportable 
co nduct und er the Reportable C onduct Scheme. This i ncl udes sexual assaul t, i ndecent acts, p ossessi on of 
chil d abuse m ateri al , ‘groomi ng ’ a chi l d i n order to comm i t a sexua l offence. A worker or vol unteer does 
not need  to be  charg ed wi th, or  found  gui l ty of, a sexual offence for their behavi our to be reportabl e 
co nduct.

2.  sexu al miscon du ct  (ag ai nst, wi th or i n the presence  of, a chi l d) – encompasses a broader range of 
inappropriate behavi ours of a sexual nature that  are not  necessari l y criminal. Sexual mi sconduct refers to  
cond uct that: am ounts t o mi sconduct, i s of  a sexual nature, an d oc curred ag ai nst, with, or  i n the pres ence  
of, a chi l d.

3.  Physical violen ce (ag ai nst, wi th or in  the presence of ,  a chi l d), encompassi ng :
A ctua l physi cal v iolence - a worker or vol unteer intentionall y or recklessl y uses physi cal force ag ai nst,
wi th, or i n the presence of a chi l d wi thout a l awfu l reason, whi ch has the abi l i ty to cause injury or harm
to the chi ld. A ctual phy si cal violence can include hi tting , pun chi ng, ki cking , pushi ng, or thr owi ng som ethi ng
that  strike s  a   c hi l d or another person.

A p pre h ended p h y sical v iol ence - a worker or v ol unt eer i ntentional l y or recklessl y eng ag es i n conduct or
behavi our ag ai nst, wi th, or i n the presence of a chi l d that i s capabl e of causing a chi l d to think that physi cal
force i s about to be used ag ai nst them or another person. This coul d include words , gestu res or actions that
cause a chi l d to bel i eve physical force i s about to be used ag ai nst them, reg ardl ess of whether or not the
worker or volunteer act ual l y i ntended that any phy si cal force would be appl i ed.

4.  Behav iour that causes sign if ican t emotional or  psychological ha rm.
A chi l d can be si g ni fi cantl y em otionally or psycholog i cally harmed by sev ere or sustained i nstances
of (for exam ple): verbal abuse, coercive or m ani pul ative behavi our, hostil i ty towards, or rejecti on
of,  a  ch i l d;  humiliatio n ,   belittli ng  or scapegoating. To be reportable condu ct under  thi s ca t eg ory:

 the all eg ation must concern the worker’s  or volunteer’s behavi our
 there must be a  clear l i nk between the worker’s or volunteer’s al l eg ed behavi our and the 

harm suffered by the  chi l d
 the harm must be si g ni fi cant (more than trivi al or temporary)

5.  S ign if ica nt neglect  -  occurs  when there is a signi fi cant, del i berate or reckless fail ure to meet the basi c 
needs of a  chil d i n  ci rcum stances wh ere the adul t understoo d the needs of the  chi l d or c ould  ha v e 
understood  those ne eds if they had turned  their mi nd to the questi on  and had  the  opportuni ty  to meet 
those needs  but fai l ed to d o so. Exampl es of di fferent types of neglect coul d includ e:
 Supervi sory neglect: Thi s may occur  when a person res ponsi bl e fo r the care of  a chi l d i n unabl e or 

unwi l ling to exerci se adequate supervi si on or control of  the chi l d or young person or  fai l s to seek or 
c ompl y wi th appropriate medi cal treatment.

 Physi cal neglect:  Thi s may occur  where there i s the fai l ure to meet a ch i ld’s physi cal needs 
includi ng the provi si on of adequate and  appropri ate food, cl othi ng , shelter, or physi cal hyg i ene 
needs.

 Educational neglect: Thi s may oc cur when  there i s a fai l ure to ensure that  a chi l d’s formal 
education needs are bei ng met.

 Emotional  neglect: Thi s may occur where  there i s a fai l ure to provi de adequate nurturing, affection 
enco urag ement and support to a  c hi l d.

Reportable  incidents  –   incidents,  or  alleged  incidents,  that  must  be  reported  to  the  NDIS Commission are those 
that:

–  arise from acts, omissions, events or circ umstances occ u rring in connection with 

providing supports or services to a perso n with disability AND resulted in, or co uld have resulted in, 

harm to the person with disability; OR which

–  arise from acts by a person with disability that cause, or risk causing, serious harm to another person.

Section 73Z(4) of the National Disability Insurance Scheme Act 2013 defines a rep orta ble incident as:

–  the death of a p erson with disability

–  serious  injury  of  a   pers on  with  disability  including  frac tures,  burns,  deep  cuts, 

extensive bruising, conc ussion, and any other injury requ iring hospitalisation.

–  abuse of  a person with  disability behaviour management including  verbal, psychological and financial abuse

–  neglect of  a  person with  disability behaviour management that  is seriously 



inappropriate or improper

–  unlawful se xual or physical contact with , or assault of, a person with disability by a worker or another 

NDIS participant

–  sexual  misconduct committed  against, or  in  the  presenc e of, a  p erson with  disability, including grooming 

of the person for se xual activity

–  unauthorised use of a restrictive practice in relation to a person with disability.

For further examples, consult the NDIS Qu ality and Safegu a rds Commission Repo rtable Incidents Guidance.

Victorian Disability Worker Commiss ion Definitions:

Employer of a disab ility worker: a person that empl oys the disabi l i ty worker under a contract of empl oym e n t  or a 
contra ct f or servi ces.

Imp airment: The Di sa b i li ty S erv i ce Saf e gu a rds A ct 2018 defi nes ‘impai rment’ as ‘a l oss or abnormal i ty of
struc ture or fun ction of an i ntellectual, cogni tive, neurol og i cal , sensory, psychological or physi cal nature,
whether permanent or temporary’.

To make a mandatory noti fi cation ab out a di sabi l i ty worker who has a n im pai r m e n t you must form the reasonabl e
bel i ef the i m pai rment has, or i s l i kel y to hav e, a detrimental i m pact on the di sabi l i ty worker’s capacity to practise
and  has  pl a ced, or  m ay  pl ace,  the  publ i c a t  ri sk  of harm.

Notifiable conduct:  m eans when a di sabi lity worker has:

a.      practised as a disabi l i ty worker whil e intoxi cated by al cohol or drug s b.      eng ag ed i n 
sexual mi sconduct whil e practising as a disabil i ty worker

c. pl aced, or may pl ace, the publ i c at ri sk of harm becaus e the disabi l i ty worker has an i m pai rment that 
detri mental l y affects, or i s li kel y detrimental l y to affect, the  di sabi l i ty worker’s capacity to  prac ti se as a 
di sabi l i ty worker, or

d. placed, or i s placing , the p ubl i c at risk of harm because  the disabi l i ty worker practi sed, or is practising , as a 
disab i l i ty worker i n a manner that  consti tutes a  si g ni fi cant departure from accepted  professi onal standards.

Reasonable b elief : Before m aki ng a m andatory notification, y ou m ust form a ‘reasonabl e bel i ef’. To do so, you
general l y need direct knowl edge (not just a  suspicion) of the i nci dent or behavi our that l ed to a  con cern.

You m i g ht di rectly observe the i nci dent or behavi our. You m ay hav e a report from a rel i abl e source or sour ces about
condu ct they di rectly experienced or observed. I n that case , you should encourag e the person wi th the mos t direct
kn o wl edg e of the i nci dent or behavi our to consi der whether to make a no ti fi cati on themsel v es.

Mandatory noti fi cations should be based on personal knowl edg e of reasonabl y trustworthy facts or ci rcumstances
tha t woul d justi fy a person of reasonabl e caution, ac ti ng in good faith, to bel i ev e that the concern and a risk to the
publ i c exi sts.

These pri nci pl es about formi ng a ‘reasonabl e bel i ef’ c ome from l eg al cases. I n short, a reasonabl e beli ef is a
state of mi nd based on reasonable grounds. It is formed when al l known consi derati ons, i ncl udi ng matters of opi ni on,
are objec ti vel y assessed and taken i nto accoun t.

Sexu al  miscond u ct:  Sexual  misconduct  enc ompasses  a   broad  range  of  behavi ours.  Sexual mi sconduct includes 
when a disabi l i ty worker has done any of the f ol l owi ng :

 engag ed i n sexual activi ty wi th a person they are prov i di ng a service to, whether or not tha t person has  
g i v en consent

 made sexual remarks about a service user
 touched a  servi ce user i n a sexual way
 touched a  service user i n  an intimate area wi thout a cli nical i ndi cation whether or not they g i v e consent
 eng ag ed i n sexual behavi our in front of a service user.

Because  there  i s  frequently  a  power  i m bal ance  between  di sabi li ty  workers  and  the  person receiving  the  di sabili ty
service,  any  sexual  activi ty  with  a   servi ce  user  i s  sexual  m i sconduct,

even wi th thei r consent.

Eng ag i ng  i n  sexual  activity  wi th  a  person  to  w hom  the  di sabi l i ty  worker  has  previously provi ded a servi ce 
may also be sexual mi sconduct, dep endi ng on the circumstances.



Sign if ican t departure f ro m prof essional standards: ‘Accepted professi onal standards’ includes reference to
docum ents l i ke the code of conduc t. I t covers both prac ti ce and professi onal behavi our. A sig ni fi cant departure
i s seri ous (not sl i g ht or moderate) and woul d be obvi ous to any reasonable person who practi ses as a di sabi li ty
worker.

3. PO LICY

Staff are requi red to be v i g il ant i n reporting i ncidents when they o ccur so that appropriate support can be provi ded
t o  those  affec ted  and  the  cir cumstances  can  be  anal y sed  to  reduce the l i keli hood of a si m i l ar event occurring ag ai n.

A l l staff, con tractors , vol unteers and students have a res ponsi bi lity to ensure that detail s of any i nci dent are
recorded  and  reported  to  their  i mm edi ate  supervi sor  (or  Di rector,  as appropriate).

4. PROC EDURE

Note: incidents may need to be rep orted t o several agencies.

W orkplace Inciden ts

Responding to  Incide nts

   A ssess the si tuati on to ensure a safe an d secure envi ronment. Remove the source of danger or the person 

from  the source  of danger i f safe  to do s o.

   I n urgent cases, cal l Victoria Police and other  em ergency servi ces shoul d be cal l ed i m m edi ately (e.g., 

w here a crime is suspected or al l eg ed, or where t here i s ong oi ng danger).

   I f any person requi res im medi ate medi cal attention, a  m edi cal practiti oner or am bul ance should be cal l ed, or 

the  parti ci pant  conveyed to t he ne arest hospi tal accident and emerg ency department.

   The site where the incident o ccurred shoul d n ot be  di sturbed unti l WorkSafe Vi ctoria, Victoria Poli ce or the 

Di rector l i ft the requi rem ent to p reserve the area.

   Where i njuri es do not require i m m edi ate attention, su pport the  person to  see a do ctor for assessm ent and 

treatment of  any i njuries, i ncl udi ng psy chol og i cal traum a.

Responding to  Partici pant I ncide nts

   A ssure the participant that the i nci dent wi l l be taken seri ousl y , discuss thei r options wi th them and ask them 

how  they would l i ke to be sup port ed throughout the pro cess.

   I f a staff mem ber i s accused or suspec ted of  harmi ng the  participant, they shoul d be removed from contact

wi th al l  participants pendi ng an investigation.

   Where the partici pant i s a c hi l d, report t he matter und er the Reportable C onduct Schem e to the C omm i ssi on for 

C hi l dren and Young Peopl e.

   Where the i nci dent may inv ol v e notifi able  conduct by  a  Disabi l i ty Worker, report the matter to  the 

Victorian Di sabi l i ty Workers C ommi ssion.

   Where the i nci dent may inv ol v e reportable incidents, r eport the mat ter to  the N DI S C ommi ssi on.

   Where a participant i s accused  or suspected  of harmi ng another participant, they shoul d be removed from 

contact wi th other  parti ci pants, where possi bl e, pendi ng  an inv estigation.

   C onsi der the i m pact of the incident on the  other par tic i pants wi thin the setting and provi de them wi th 

appropriate support. It i s im portant that they are not treated si m pl y as potential wi tnesse s.

   I f they can prov i de i nformed consent to  conta ct and  receive specialist services, the partici pant (or, i f n ot, hi s or

her key suppor t person) sh oul d be asked whether he or she wi shes to conta ct speci al i st/v i cti m support 

servi ces such as crisi s care, counsell i ng , advocacy, a leg al i nformation serv i ce or a l awyer.

   Notify other service provi ders known to be worki ng with tha t parti ci pant , if appropriate. Refer to section 3.7  of 

t he P a rtici pan t I n cid ent Ma n agement Gui d e  (DHHS) for further i nformati on.

   Agreed actions for the participant ’s i m medi ate and ong oi ng needs must be recorded on the Pa rtici pan t  

Suppo r t  Plan .  Thi s must include:

–  steps bei ng taken to ensure t he parti ci pant’s  ong oi ng safety and well bei ng



–  treatment or  counsel l i ng the participant may access to  address thei r safety and wel l bei ng

–  m odi fi cations in the way services are prov i ded (for example, same g ender care or pl acement)

–  how best to  support the par ticipant thro ug h  any actio n the participant  takes to  see k justice or redress, 

i ncludi ng maki ng a report to poli ce

–  any ong oi ng risk management str ategy required where this i s deemed appropri ate.

Repo rting Workplace Inciden ts

   A l l incidents and near mi sses must be reported to  the  Director (or deleg ate)  as soon as practicable and withi n 

24 h ours throug h  compl etion of  an  I n c i d ent Repo r t.

   The Di rector wi l l i nform:

–  the Victorian Poli ce Service and/or other relev ant auth ori ties;

–  WorkSafe Victoria, by phone i m medi ately after becoming aware of the i nci dent and  i n writing withi n 48 

hours.

   I f an i nci dent i s Reportable (or i t i s not certain whether  i t  i s Reportable) i t must be reported to  the 

Di rector  i mm edi ately. I nformati on required i ncludes the:

–  name and address of the  person g i v i ng notice; –  date and time 

of t he event;

–  pl ace where the event happened;
–  apparent cause;

–  nature and extent of  the damag e;

–  w ork that was bei ng carried out  at the time of the  i ncident; and –  name and 

conta ct detail s of any injured or  affected  parties.

   The Di rector must  ensure that al l incidents are reported to  the relev ant agency or ag enci es.

   U nder the Occu p a tion al Heal th and  S a fety A ct 2004 (Vi c) Cosmos Divine Care Pty Ltd may be obl i g ed to notify 

WorkSafe i n the  ev ent that there is an i nci de nt at a  workplace.  Notifi abl e incidents include:

–  death of a  person

–  a  person needi ng medi cal treatment withi n 48 hours o f bei ng exposed to a substan ce –  a  person needi ng 

im m e dia te treatment as an i n -patient in a hospi tal

–  a  person needi ng im m e dia te medi cal treatment for  on e of the fol l owi ng i njuri es: am putation, seri ous 

head i njury or serious eye injury, r emoval of ski n (example: de -g l oving , scal pi ng ), el ectric shock, spi nal 

i njury, l oss of a  bodi l y function, serious l acerati ons (exam ple: requiri ng stitching or other medi cal 

treatment)

   Accidents, incidents and near  m i sses are to be reporte d to  the Manag ement Team monthl y by the 

Director as  part of  thei r WH S reporti ng .

 The Di rector wil l track progress and ou tcomes of a cci d ents, incidents and near mi sses i n the I nci dent Report

Register and refer any rel evant i tems for inclusi on i n the C onti nuous I m provement Pl an.

Inve stigating and Re solv ing Workplace I ncidents

   The Di rector wi l l work wi th WorkSafe Victoria and/or o ther relev ant authorities to inv estigate the 

i nci dent.

   The Di rector or  thei r nom i nated representative wi l l :

–  commence i nvesti g ati ons i m medi ately upon recei vi ng a compl eted I nci dent Report –  (where a staff 

mem ber i s i njured), inv olve them i n  the i nvestigation;

–  i m pl ement the most effective control s pra cticable that do no t  i ntrodu ce other hazards, and moni tor  

and revi ew these;

–  consult with staff who  are, or are l i ke l y to be, di rectl y affected;

–  provi de i nformation and feedback to the  Manag em ent Team ; and –  track all rel ev ant 

information in the I n cident Register .



   U pon compl eti on of the inv estigation the Director m us t fi nal i se the rel evant In cident Repo r t form and 

record the ou tcomes i n  the  I n ci d ent Regi ster.

   The compl eted In ci d en t Repo r t should be stored on th e relev ant staff mem ber’s fi l e.

De brief  and Support

   For al l persons i nv ol v ed in an accident, i nci dent or  near mi ss, i f required, the Di rector must:

–  facil i tate an i nformal debrief amongst supervisors, colleagues or peers; and –  ensure 

appropriate support and  access  to  counsel l i ng is made avai l abl e.

   See al so the Return to Wo r k Policy a nd P rocedure .

NDIS Commis sion: Repor t a b le Incidents Re porting

   Reportabl e I nci dents may al so qual if y as Notif i abl e Incidents (see gl ossary above) , crim i nal i ncidents or child-

rel ated i ncidents, an d shoul d be reported to  al l appropri a te agencies.

   Reportabl e I nci dents – i ncludi ng  al leg ed incidents – must be reported to  the  N DI S C om m issio n e r 

   The Di rector i s respo nsi bl e f or reporting  al l  Reportabl e I nci dents unl ess the rol e i s otherwise del e g ated.

   I f a person with  di sabi l i ty di scl oses an i nci dent that  occ urred i n  the past , i t shoul d generall y be treated i n t he 

same way as any other rep ortable incident, noting th at the i m medi ate response m ay diff er.

   The repor ti ng  offi cer  m ust  provi de the foll owi ng  i nformati on t o  the NDI S C om m i s s i on where i t can  be  

col l ected:

–  the name and contact details of: –  the 

registered NDI S provi der,

–  the person maki ng the noti fi cation;

–  the name and co nta ct details of the persons involved in the incident (alleged victim and alleged offender);

–  a description of the reportable incident, including:

◦ the  nature  of  a ny  i njuri es  sustaine d,  and  de tai l s  such  as  time,  date  and  pl ace i t al l e g edl y occurred ,

◦ a descri ption of the i m pac t on, or h arm caused to, the p erson with di sabi l i ty (N ote: where the  repor tabl e  

i nci dent  i s a  death  thi s  does n ot  need to  be provi ded),

◦ the  imm edi a te  acti ons  taken  by  the  provider  i n  respon se  to  the  reportabl e incident  i ncludi ng  any  

actions  rel ating  to  the  heal th,  s af ety  and  well bei ng of  the participant, i nvol v ed  i n  the  i nci dent 

i ncl udi ng m edi cal treatment prov i ded, or whether  the i nci dent  has  been repor ted  to  the poli ce  or any 

other  body.

Forms and Time f rame s

   U nauthori sed use restrictive practices must be reporte d to  the NDI S C omm i s si on wi thi n 5 busi ness day s.

   Forms are avail abl e at https://www.ndi scommi ssion. gov.au/ document/65 6

   A l l other Reportabl e Incidents m ust  be rep orted i m m edi atel y (wi thi n 24 hours  of key personnel becom i ng 

aware  of the i ncident)

Forms are avai l abl e at https://www.ndi scom m i ssi on. g ov.au/ docum ent/661 orking w ith Po lice

   A  pol i ce  i nvestigation  takes priority over a rep ortable i nci dent i n vesti g ati on.

   C l earance must be obtai ned from poli ce bef ore  taki ng  any action  t hat mig h t  compr omis e  the investig ation.  

Cosmos Divine Care Pty Ltd wi ll manage  any ong oi ng risk  and  should mai ntain an open di al ogue with poli ce 

about any investig ation they are con ducti ng.

   Cosmos Divine Care Pty Ltd wi ll  i nf orm  the  NDIS  C ommi ssi o n   where  a   Pol i ce  i nvestig ation del ays 

conducting  a requi red investig ation and f i nal i si ng a report.

NDIS Commis sion:  Investiga ting Inciden ts
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   Cosmos Divine Care Pty Ltd will i nv estigate  and respond  t o al l  Reportable  I ncidents.  The  nature  of any 

investig ation  or  actions fol l owi ng  an  i nci dent will  be  proportionate  to  the  harm caused and any ri sk  of future 

harm to  peopl e with di sabi l i ty.

   I f  the  N DI S  C ommis s i on  requires  a  Reportabl e  I nci dent  t o  be  i nvestigated,  either internall y or  by an external

i ndependent i nvestigator ,  Cosmos Divine Care Pty Ltd will f ul ly compl y wi th the C om m i ssi on’s reques ts.

   W here an incident relates to po tenti al staff -t o-par ticipant abuse or  poor qual i ty of  care , some degree of 

independence  i s  requi red for  the investigation.  Dependi ng on the  nature of  the i ncident a nd  the organi s ation,  

one  of  the fol l owing may be appropri ate to conduc t the i nv esti g ati on:

– an area of the organi s ati on th at i s s uffi cientl y i ndependent fr om staff who are the subject of any

all e g ations, su ch  as ano ther  di v i si on  or  an independent investig ative f unction

–  another service  provi der i ndependent from the  s taff  w ho  are the sub ject  of  any al l e g ations

–  an external i nvesti g ati v e body.    A n 

inv estigation must:

–  be i n proporti on t o  the  nature and  si g ni fi cance of the i ncident  and any asso ciated all egations;

–  i nclude the i denti fi cati on of any previ ous relev ant al l egati ons that shoul d be consi dered regardi ng 

the relevant indi vi dual s;

–  i nclude a degree of independence appropriate to t he s eri ousness of the incident;

–  adopt a person- centred and  rig hts-centred approac h, t aki ng i nto account what is i m portant to  the 

participant;

–  abi de by the standard principl es of good inv estigations:

 proced ura l fai rnes s
 conf i dentia lity and  p rivacy
 appro priate  inte rv iew tech ni ques
 evidence bas ed
 prope rly  d ocume nted
 res ult  in an  inves t ig at i on  report

   I nternal and external i nvestig ators m ust be appropriately trained i n  conducting seri ous work pl ace 

investig ations, i ncl udi ng  i nvestigating serious i nci dents that may i nvol v e a

crim i nal element.

   The Di rector (or  delegated i nv esti g ator) wi l l  appropriatel y assess and/ or investigate al l incidents hav i ng  regard to 

the vi ews of  any person wi t h di sabi l i ty i m pacted by an incident and includi ng the f ol l owing :

–  whether the incident co u l d  have been prevented;

 –  how well the incident was manag ed and resolved;

–  what, i f any, remedi al action needs to  be undertaken  t o prevent 

further si m i l ar incidents from occurring , or  to mi ni mi se their i m pact;

–  whether other persons or  bodi es need to  be notified o f the incident.

Inve stigation Re ports

   I f  requi re d,  Cosmos Divine Care Pty Ltd will  suppl y  detai l s  to  the  N DI S  C ommi ssi on  i n  connecti on wi th  any 

internal or e xternal i nvestig ation or assessm e nt that has been undertaken in rel ation to the reportable 

i nciden t, includi ng :

–  the name  and posi ti on  of  the person who  unde r took  t he i nvesti g ati on ; –  when the 

inv estig ation was undertaken ;

–  de tails of any f i ndi ng s made;

–  de tails of any  corrective or other ac ti on taken  aft er t he i nvesti g ati on ; –  a  copy  of any  

report relati ng to the investigation ;

–  i nf ormation  about  whe ther  perso ns  wi th  di sabi l i t y  i mpacted  by  the  i nc i dent  ( or their representa tive)  

have  been  k ept  i nformed of  the  prog ress, fi ndi ng s  and ac ti ons rel ating to the  i nvesti g ation or  assessment;

–  any other i nf ormation requi red by  the NDI S C om m i ssi on.



   The detai l s outli ned above shoul d be i ncl uded i n the f inal report to  the NDI S C om m i ssi o n  which m ust be 

provi ded wi thi n 60 busi ness days f ol l owi ng  the i ni tial notif i cati on. The N DI S Commi ssi on may extend the peri od 

for prov i di ng the f i nal  report – f or  exampl e, if there i s a c onc urrent p ol i ce investigation the reporta bl e i nci dent 

investigation wil l be justif i a b l y delayed.

   The notif i cation must  be made in wri ting , by compl eting  a  f orm approved by  the N DI S C om mi ssion and 

returning  i t to the NDI S C om m i s si on via email.

NDIS Commis sion : Correct ive  a n d Restorative Action

   P articipants affected by i nci dents wil l be provi ded i nformation about how  the incident has been manag ed 

and the measures taken to  ensure  ag ai nst recurrence.

   A l l inv esti g ations should determi ne whether correc ti ve and/or restorati ve m easures are required. The NDI S 

C om m i ssi on may requi re Cosmos Divine Care Pty Ltd to take cor rective and/or m easures. The NDI S C om missi on 

m ay work with Cosmos Divine Care Pty Ltd to i mpl ement the m easures and moni t or  pr ogress.

   Restorativ e measures m ay include, but are not l imi ted to:

–  prov i di ng  ong oi ng  support  to  peopl e  with  di sa bi l i ty  i m pacted  by  a  reportabl e incident

–  g i ving  an apol og y

–  prov i di ng  compensation - for exampl e, t hroug h an enf orceable under taki ng .    C orrective 

me asures may include, but  are not l i m ited t o:

–  di scipl i na ry action

–  trai ni ng or education of  work ers –  m odif i cation 

of the envi ronment

–  de velopment or amendment  of a p ol i cy or procedure

–  chang es to the way i n which suppor ts  or services are prov i ded
–  other practi ce i m proveme nts.

NDIS Commis sion : Record Keep ing

   Records of  al l reportabl e  i ncidents tha t o cc ur  or are  al leged to  hav e  occurred must be kept f or a peri od of 

seve n y ears from t he date of notif y ing the N DI S C omm i ssion.

   Cosmos Divine Care Pty Ltd will retain:

–  completed reporta bl e i nci dent notif i cation forms  –  records of  

i nvestigations, i ncl udi n g :

 reco rds of  interv iews,

 evidence c ollected ,
 any relevant  co rres po ndence , 
 inves t ig at ion  rep orts  and outc omes.

   I nci dents  i nvol v i ng  parti ci pants  under  18  y ears  ol d  s hould  be  kept  un til   the  parti ci pant turns  (or  would  have 

turne d)  25 years ol d.

   The  Director  ( or  del eg ate)  will  be  responsi bl e  for creat i ng  and  m ai ntai ni ng  i nci dent records, whi l e the 

pr ovider wil l be requi red to retain  t hem .

Su pporting Pa rticipan t s through the Justice Process Participa nt 

Incidents  and  alleged  crimina l acts

   I f a partici pant i s suspected  of commi tting a crimi nal act, report the i nci dent to  Vi ctori a Poli ce.

   Whi l e some discussi on may be requi red to establ i sh safety and a basic unders tanding of what has occurred,  do 

not  question t he alleged perpetrator or  v ictim without  Victoria Police appr ov al.

   I f the parti ci pant needs t o tal k abou t what happened, l i sten and support the  participant.

Service prov i ders shoul d support participants throug h the justice process, i ncl udi ng poli ce i nvestigation,
prosecu ti on  and  crimes  compensation  processes  as  appr opriate.  Thi s  m ay include:



   Ensuri ng the participant has a ccess t o appropriate  comm uni cati on ai des and tool s to facil i tate disclosures 

and the prov i si on of evidence.

   Ensuri ng the participant has a ccess t o an interpreter s hould they be from cul turall y or li ng uistically di v erse 

backgrounds.

   Ensuri ng the participant has a ccess t o a key suppor t pe rson of thei r c hoosi ng .

   A l erting pol i ce to the need for  an I ndependent Thi rd P erson or Independent Pe rson and the participant's 

par ticul ar communi cation support needs, and the  need for  ti m el y interviews to facil i tate the recall of information.

   Facil i tating arrangements wi th pol i ce for interviews and exam i nation of evidence.

   Facil i tating arrangements wi th speci ali st support servi ces.

   Working proactively with the participant t o co nsi der whether they wi l l prov i de a witness statement, includi ng 

maki ng sure they understand the y have time to make their decision i f they are i ni ti all y rel uctant and the rig ht t o  se ek

i ndependent l eg al advi ce (i n some instances Victoria Poli ce may be better pl aced to  provi de thi s i nformation).

   I ncl udi ng participants affected by incidents i n the man agement and resol uti on of  the incident, where  doi ng  

so d oes not  expose  the participant t o added trauma or  ri sk , by:

 k ee ping t he partic ipant  i nf ormed  of  t he inves t ig at i on,
 cons ult i ng wit h  t he  partic ipant,  whe re pos s ib le,  c oncerning :
 t he releas e of  i nf ormat ion t o t hi rd part ies
 t he inves t ig at i on  proces s
 cor rective act i ons
 s upport ing  pa rticipant s  who we re wit nes s  t o  an in cident.

   Where a participant perpetrates a repor table offence  and requi res le g al representati on and  a s si s t a n ce  during  

the investigation and heari ng , Cosmos Divine Care Pty Ltd wi ll assi st the

partici pant or c ontac t t he servi ce  m ost  di rectl y  respon si bl e  f or  the  participant’s  care  to organise support.

Criminal i njuries compensation  and  v ictim support

   A ppl i cati on for com pensati on from the Victi m s of C ri m e Assi stance Tribunal m ay be pursued by the 

participant  or  thei r l eg al admini strator after the i ncident has  been reported to Vi c toria Poli ce.

   I n relation to sexual abuse, a C entre A gai nst Sexual Assaul t counsel l or/advocate can support parti ci pants  

who wi sh to p ursue compensatio n.

   The al l eg ed victim may al so wi sh to con tact :

 Victims o f C rime :  https:/ /www. v ictimsofcrime. v ic.g ov. au/
 C ourt Network  on 1 800  68 1 6 14  or  http:/ /ww w . courtnet w ork. com. au

Victorian Commission on Children and Young Peop le (CCYP)  – Reportable Co nd uct Scheme 5

The Reportable C onduct Scheme (‘Scheme’) requi res i n scope org ani sati ons to:

 hav e in place systems to prevent chil d abuse and, i f chi l d abuse is al l eged, to ensure all egations can be
broug ht to  the atten tion of appr opriate persons for inv estigation and response, and

      ensure that t he Vi ctorian C omm i ssi on on C hildren and Young Peopl e (VC C YP ) is notifi ed and g i v en 
updates on the organi sati on’s respo nse to an all eg ation.

5  The  inform ation i n this sec tion  has been excerpted fr om

https://ccyp. vic.gov.au/reportable -conduct-scheme/about-the-reportable-conduct-scheme/

It is an of f en ce to fa il to n otif y and update the VCCYP about repo rtab le allegations.
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Th e  Rep o rtable  Con du ct  S ch eme  d oes  n o t  rep lace  th e  n eed  to  rep ort  a llegations  o f  child abu se, includ ing 
crimina l con du ct and f a mily violen ce to Victoria Poli ce.

W h at orga nisation s are co vered by the Reportable Cond u ct Scheme?

The Scheme appl i es to organi sati ons that exerci se care, supervi si on or authori ty over chi l dren, whether as part of  
their prim ary functions or  otherwise.

Schedul es 3, 4 and 5 of t he Ch i l d Wel lbeing and  Sa fet y A ct 200 5 l i sts t he types of organi sati ons and services that must 
comply with the requirem ents of the S cheme.

A  summ ary  of  organi sati on  types  covered  by  the  R eportabl e  C onduct  Sc heme  and  thei r respective 
commencem ent dates is shown i n the di ag ram bel ow.

On ce p a rt of your services o r f u n ctions are co vered by th e scheme, a ll of y our organisation is co vered b y th e
scheme. T h is mea ns th a t y ou ma y need to rep ort to th e Commission a n d investiga te repo rtable allega tions mad e
against any of your workers o r volunteers, rega rdless of wh ether they perform services f o r or in relation to
children .

W h o can an allegation be ma d e about under the scheme?

A reportable allegation can be made about certain wor kers or vol unteers over 18 years of age who are or were:

 an empl oyee of an organi sati on covered by the schem e
 a mi ni ster of rel igi on, religi ous leader or officer of a rel i g i ous body  a foster or 
ki nshi p carer
 a volunteer, con tractor , office h ol der, officer or  other  posi ti on di rectl y engag ed by an organi sati on 

cove red by the scheme to  provi de services.

A reportable allegation can onl y be made agai nst a volunteer i f they hav e been eng ag ed by an organi sation covered
by the scheme. A n organi sation i s not requi red to notify the C omm i ssi on about an al l eg ati on i nvol ving a volunteer who
performed  services  without the  org ani sati on’s knowl edg e.

Peopl e who are not empl oyed or engag ed by an organi sati on covered by the s cheme may not be wi thin scope of t he
scheme. You shoul d take parti cul ar care when consi deri ng whether a reportabl e all egation can be m ade abo ut
a pers on who performs services for your org ani sati on under a l abour-hi re arrangem ent, as an ag ency
worker, a secon dm ent ag reement or as a subcontractor. Thi s i s because thos e peopl e m ay be empl oyed or directly
eng ag ed by a third party rather than  y our organi sati on.

I f  y our  em pl oyee  resig ns  y ou  are  stil l  responsi bl e  for  noti fyi ng  the  C ommi ssi on  of  the reportabl e allegation 
and conduc ti ng an investigation.

Si m ilarly, i f there i s a reportable alleg ation about your em pl oye e that rel ates to thei r conduct outside of the 
workplace, y ou must repor t thi s al l eg ation and inv estigate.

Inv estigations undertaken i n these ci rcum stances m ay have some challenges. H owever, your org ani sati ons m ust sti ll
do i ts best to conduc t an i nv estig a tion. I f you are unsure how to proceed, the C om m i ssi on can prov i de advice
and gui dance.

I f you are uncl ear whether a reportable al l eg ation can be made about a person, please do n ot hesitate to c ontac t the  
C omm i ssion.

Criteria f o r repo rting alleg a tions to  th e VCCYP

A l l reportabl e al l egations must be reported to  the C omm i ssion.

A n al l egati on will be reportable to the C omm i ssi on i f i t meets the fol l owi ng requi rements:



 the al l eg ati on rel ates to an empl oyee of an organi sati on that i s requi red to comply wi th the Scheme. The 
Scheme  covers al l em pl oyees of an organisation – not onl y those who work with  chi l dren.

 the organi sati on exercises care, supervi si on or authority over c hi l dren.
 the empl oyee to whom the reportable al l eg ation relates is at l east 18 years of  ag e when the condu ct 

occ urred.
 the al l eg ed conduct i s  r ep o r tabl e co nd u ct o r mi sconduct tha t  may i nvol v e reportable conduc t (even i f the 

co nduct oc curred ou tsi de of work )
 A rea so n able b eli ef has been formed that the  al l eg ed conduct occurred.  A  reasonabl e belief i s more than 

suspi ci on. There must b e some objecti ve basi s for the bel i ef. For exam pl e, a person i s l i kel y to hav e a 
reasonabl e bel ief i f they:

 observed the condu ct themsel v es
 heard directly from a chi l d that the c onduct oc curred
 received i nformation from another credibl e source (i ncl udi ng another wi tness).

 Heads of organi sati ons do not need  to agree wi th or sh are the bel i ef that the al l eg ed conduc t has o ccurred,
however they are sti l l obli g ated to noti fy t he C omm i ssi on of all egations of reportable conduc t based o n 
reasonable bel i ef.

 the al l eg ed victim i s under 18 years of age when the al l eg ed conduct occurred.

imef rames f o r rep orting allega tions to the Com missi o n

Once the s chem e appl i es to an organi sation, the head of the organi sation m ust noti fy the C ommi ssi on of any
reportabl e all eg ati ons m ade against thei r workers or volunteers wi thin th ree business da ys of becoming aware of
the al l eg ation.

• W i thin 30 cal endar days  you m ust pr ovi de t he Com m i ssion detai l ed i nf or m at ion about t he 
r epor t abl e al l egat i on and any act i on you have taken.

• You m ust not i f y t he Com m ission of t he i nvesti gat i on f i ndi ngs and any di sci pl inary act i on t he head of enti t y has 
taken (or the reasons no acti on was taken).



How do I give the Commiss ion inf o rmation ?

The C om m i s s i on requi res that heads of organi sations use the onl i ne form to no ti fy of a reportabl e al l eg ation,
whi ch wi l l g ui de them throug h the n otifi cation process. Supp orti ng docum entati on can al so be submi tted thr ough
the onl i ne form.

The  onl i ne  form  can  be  found  at  ht tps:// ccyp. v i c.g ov .au/reportabl e -conduct-schem e/ notify -and-update/

I f you are not the head of an organi sati on you can s ti l l tel l the C ommi ssi on about a reportable all egation by usi ng the
onl i ne form, call i ng or writing t o the C om m i ssi on. Thi s m ay be useful should the reportabl e al l egation concern
al l eged  reportabl e  conduct  by  the  H ead  of Org ani sati on.

W h at  a bout  reporta ble  allegations  that  took  p lace  b ef o re  th e  S ch eme  applied  to  y ou r organisation?

H eads of organisations are not required t o no ti fy the C omm i s sion of al l reportabl e al l egati ons that t hey were aware 
of bef o re the schem e appl i ed to  their org ani sati on, except i f:

 a person communi cates or  convey s a reportabl e alleg ation ag ai n  a f ter the scheme appl i es to an 
org ani sati on, or

 the head of an  organi sati on becomes aware of  n ew i nf ormation that causes them to form a reasonabl e 
bel i ef that reportable conduc t has b een commi tted.

The head of an organi sati on i s requi red to noti fy the C ommis s i on of a reportable allegation made ag ai nst one of
their cu r r ent workers or volunteers, reg ardl ess of whether the al l eg ed conduc t oc curred before, duri ng , or
outsi de  t he  worker  or  volunteer’s  rol e  wi th  the org ani sati on.

The Reportabl e C onduc t S cheme requi res certain al l eg ati ons of past or hi storical reportabl e conduc t to be repor ted
to the C omm i ssi o n. Thi s i s a complex part of the scheme a nd org ani sati ons are encourag ed to contact the
C omm i ssion  to  di scuss  i ndi v i dual  ca ses if  advice i s needed.

Investiga ting Reportable Conduct

If a n allegation is cr im ina l in  n a ture, you M U S T get clearan ce fr om  V ictor ia P olice befor e beg inn ing  y ou r inv estig a tion .

W h at is a rep ortab le allega tion investiga tion?

A n i nvestigation i nto a reportabl e al l eg ation i s a workpl ace i nv estigation ai m ed at gathering and exam i ni ng
i nformation to establi sh facts and m ake fi ndi ng s i n rel ation to al l eg ati ons of chi l d abuse ag ai nst an em pl oyee. The
i nv esti g ation  m ay  al so  m ake  reco m m endations  about what di scipl i nary or other action shoul d be  taken (i f an y ).

A n effecti ve i nv esti g ati on requi res a sy stematic app roach t o assessi ng and m anag i ng an all egation, foll owed by
a  sound  decision -m aki ng  framework  that enabl es  procedural  fai rnes s for all parties i n the i nvesti g ation process.

Overview of Investigation Process

W h at ru les go v ern an investigation process?

Cosmos Divine Care Pty Ltd has poli cies and procedures i n pl ace to g ui de reportabl e condu ct inv estigation
i ncludi ng a C ode of C onduct, proces ses for m anag i ng and i nv estigating compl ai nts, mi sconduct , di scipl i ne,
griev ances, di spute resol ution and em pl oyee wel fare and supports. Refer to the I nci dent Manag ement Policy and
Procedure,  H u m a n   Resources  Policy and Procedure, and  Staff C ode of  C onduct for furt her guidance.

Sta ndard of Pro of f o r Reportable Con duct Investigations
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A reportable conduct inv estigation shoul d appl y the ‘balance of probabi l i ties’ as the standard of proof. A person
investigating and m aki ng fi ndi ng s should actuall y be persuaded, based on the av ai l abl e information, that
reportable  conduc t  has  oc curred  before maki ng such a fi ndi ng.

Duri ng a reportable conduct i nvesti g ati on, the subject of an all eg ati on may choose, but i s not required, to g i v e
i nformation or documents that suppor t thei r versi on of events. However, the subject of an i nv esti g ation i s not obl i g ed
to  pr ove  or  di sprov e  any  fact  or  i ssue  tha t  i s  bei ng inv estigated.

Proced ura l f a irn ess

A l l i nvestigations i nto reportabl e co nduct m ust be undertaken i n a fai r and reasonabl e manner. This will usual l y
i ncl ude ensuring that, before  any fi ndi ng s are a made or di sci pli nary acti on i s taken, the subjec t of an  al l eg ation:

 i s noti fi ed of any adverse i nformation that i s credibl e, relev ant, and si g ni fi cant.
 has a reasonable opportunity  to respond  to  that i nfor m ation.

Procedural fai rness does no t require that empl oyees or others must be no ti fi ed of all eg ations when the C omm i ssi on
i s fi rst notified. C onsi derati on shoul d al so be gi ven to when the subject of the al l eg ation should be fi rst tol d about an
al l eg ati on, t o   ensure  the  i nvestigation i s not com promi sed but remai ns procedurall y fai r.

The C omm i ssi on will seek any response or submi ssi ons made by the employee i n response to all egations or acti ons, 
preferably i n writing a nd  da t ed.

Inf o rmation gath ering

Throug hout your investigation, other al l egations or concerns may be i denti fi ed. I f thi s occurs, this addi tional
i nformation shoul d be consi dered i n the con text of your inv estig ati on and may add or chang e the al l eg ati ons put to
the empl oyee.

I nformati on rel evant to your i nvesti g ation can be gai ned from several key sources:

Physical e v idence

Documents such as pol i cies, procedures, incident reports, records of em pl oym ent, rosters, emails can provi de vi tal
evidence. Objects, such as m obi l e phones and computers, i nspecti on of premi ses, or photog raphi c recor ds can al so
prov i de physi cal  evidence.

Dire ct ev idence

Speaki ng wi th peopl e i ncluding wi tnesses, organi sati onal m anag ement, other s taff m em b e r s and the person the
al l eg ation has been m ade ag ainst enabl es y ou to g ather thei r di rect observati ons, experience and recoll ections
of events or actions. Care must be taken when i t i s proposed tha t an i nv estigation i nvol v e chi l dren or the person who i s
the  subject of the all eg ation.

Specialist kno wledge

I nformati on  from  people  wi th  speci al i st  knowledge,  such  as  a  m edi cal  practitioner  m ay  be rel evant to an 
inv estigation.

Re porting

The i nv esti g ation report should docum ent the ter m s of reference of the i nvestigation, together wi th how the
i nv estigation was undertaken, what evidence and i nformation was obtained, what co nclusi ons were m ade
and,  i f  appl i cabl e,  any  recommendations  for consi derati on.

The  report  sh oul d  be  provi ded  to  the  head  of  t he  organi sation  or  their  del eg ate  to  i nform  a  decision as to the  
appropri ate di sci pl i nary or other acti on to  be taken.

W elfare an d support

A reportabl e cond uct i nv estigation can be stressful a nd demandi ng on al l peopl e i nvol v ed. Vi tal to the i ntent of
keepi ng chi l dren safe i s the need to ensure appr opriate support to an all eged victim. Steps m ust be taken to
mi tig ate  risks  that  the  al l eg ed  victim  i s  not  re -traumatised by the i nvesti g ation process.

COSMOS DIVINE CARE PTY LTD has  appropri ate  wel fare  and  s upport  systems  to  support  staff  and vol unteers. 
Please refer to H um an Resour ces Poli cy and Procedure for fur ther i nformati on.



Investiga tion Report Requirements

Further gui dance on how  to investigate reportable con duct can be fou nd at the l i nks below:

      https://ccyp.v i c.g ov. au/assets/resources/Reportable -Conduct-Gui dance/C C YP -Inv estigation-
g ui de.pdf

 https://ccyp.v i c.g ov. au/assets/resources/Investigation-overvi ew.pdf  

https://ccyp.v i c.g ov. au/assets/resources/Investigation-fi ndi ng s.pdf

Victorian Disability Wo rker Commi ssion  –  Ma n da tory Notifications

NOTE: The Vi ctori an Di sabi lity Worker C ommissi on (VDWC ) commences operati ons on 1 J ul y 2020. I nformati on on
how t o m ake m andatory noti fi cations to the VDWC can be found at https://www. vdwc.vi c.gov.au/making - 
complaints/notifi cations

W h at conduct req uires mandatory notification? N otifi able conduct means 

when a disabi l i ty worker has:

      practised as a di sabi l i ty worker while intoxi cated by alcohol or drug s
      engag ed i n sexual mi sconduct whil e practising as a disabil i ty worker
 pl aced, or may pl ace, the publ i c at ri sk of harm becaus e  the disabi l i ty worker has an 
i m pai rment that detri m ental l y affects, or is  l i kel y detrimental l y to affect, the di sabi li ty 
worker’s capacity to pra cti se as a di sabi l i ty worker, or
 pl aced, or i s placing , the p ubl i c at ri sk of harm because  the di sabi l i ty worker practised, or 
i s pra ctisi ng , as a disabi l i ty worker i n a manner that  con stitu tes a si g ni ficant departure from 
accep ted professi onal stand ards.

W h o has to no tify?

From 1 J ul y 2020, a l l di sabili ty workers and di sability em pl oyers m ust m ake m andatory notifi cations to the
Vi c torian Di sabi l i ty Worker C ommi ssi on i f they form a reas onabl e belief that a disabi l i ty worker has engag ed i n
notifi abl e conduct.

This i s a requi rement of the Di sa b i lity Service Sa fegu ard s Act 2018.

A nyone can tell VDWC about a concern that a di sabi l i ty worker m ay be putting safety at risk. This i s call ed a 
‘notifi cation’. U nder the Di sa b i li ty Serv i ce S a feguard s A ct 2018 , di sabi l i ty workers and em pl oy ers must notify the
Vi ctori an Di sabi l i ty Worker C omm i ssi on i f they bel i eve that a worker has  eng ag ed in certain types of mi scond uct.

I f y ou are a di sabi l i ty worker and y ou do not m ake a m andatory notifi cation to the Vi ctorian Di sabi li ty Worker
C ommi s si on, thi s may constitu te b ehavi our for which heal th, c onduc t or performance actions may be taken ag ai nst
you.

Are there exceptions?

Mandatory no tifications do no t app l y to em pl oyers of a di sabi l i ty worker i f the empl oyer receives di sabil i ty
services from the relev ant di sabil i ty worker i n the course of the di sabili ty worker’s em pl oyment. This m eans that a
person wi th di sabi l i ty, or thei r fami l y m ember or carer, who has di rectly em pl oyed a di sabi lity worker are
not  subject  to  m andat ory notifi cations.

I f  you  are  a  di sabi li ty  worker,  y ou  are  not  requi red  to  m ake  a   m andatory  noti fi cation  i n  the fol l owi ng 
circumstances:

 You know, or reasonably bel i ev e, that the Vi c torian Di s abi l i ty Worker C ommis s i on has al ready been notifi ed 
of the worker’s condu ct.

 You are empl oyed or engag ed by an i nsurer that provi des professi onal i ndemnity i nsurance i n relation to the 
disabi l i ty worker who i s a subject of  the no ti fi cation, and you formed the reasonabl e bel i ef as a result of a 
di scl osure made by a person t o you i n  the course of a  l eg al proceeding or provi di ng legal advice ari si ng from 
the insurance poli cy.

You d o n ot need to notify the Vi c torian Disabi l i ty Worker C omm i s sion i f the di sabi l i ty worker has effectiv e con trols to
m anag e the im pai r m e n t  and  reduce the  ri sk and  sev eri ty of  harm to the publi c, such  as:

 treatment
 taking a break from practice, su ch as  si ck leav e
 modi fi ed scope of practice
 strategi es used to manag e im pacts of im pai r m e n t 
 compl i ance with monitoring and supervi sion.
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W h en must I notif y ?

From 1 J ul y 2020, y ou m ust noti fy the Vi ctori an Di sabi l i ty Worker C omm issi on as soon as practicable after you
form a reasonabl e bel i ef that behavi our that co nstitutes no ti fi abl e conduc t has o ccurred. T he Di sa b ili ty Servi ces
Sa fegu ards Act 2018 does no t defi ne as soon as practicable. The Vi ct orian Di sabi l i ty Worker C ommis s ion expects
you  to  not  del ay  m aki ng  a notifi cation once you  have formed a reasonable beli ef . 
How to no tify?

The  si m pl est  way  to  m ake  a   no tifi cation  to  the  Vi ctori an  Di sabi l i ty  Worker  C ommi ssion  i s  to use the webform at 
h ttps://portal. v dwc.v i c.gov. au/ publi c/home

You can al so call VWDC on 180 0 4 97 1 32 between 9.30 am and 4.30pm, M onday to Friday and advi se you want to 
make a no tifi cati on.

POLICY AMENDMENT RECORD
DATE BRIEF DESCRIPTION OF

AMENDMENT
AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .
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2 1 .   P RIV ACY AND  CONFID ENT IA LITY P O LICY  AND P ROCED U RE

Po licy  Code CDC.21.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 13th April 2023

1. PUR POS E AND SCOP E

To ensure that m anag ement of personal i nformati on for participants m eets al l relevant l egisla tive and
regul atory requi rements.

This pol i cy  and procedure appl y  to current and poten t i al participants,   thei r carers and fam i l y mem bers.

2. RISK

Because peopl e with di sabili ti es are more vulnerable to expl oi tati on and abuse than others i n the communi ty, workers
wi th  access  to  par ticipant  i nformation  automaticall y  occupy  ri sk-assessed rol es under the NDI S C omm i ssi on.

The pri m ary ri sk to privacy and confi dentiali ty ari ses from the col l ection, storag e and shari ng of participant
information. Access by non -authori sed persons may expose parti ci pants to risk. Safe storag e and access pol i cy
protec ts  parti ci pants  f rom  abuse  and  exploi tation.  This  poli cy addresses these i ssues.

There i s a ri sk that i nformation wi l l be shared i nadv ertently and wi thout the intention to do harm. I nformati on may
be unintentionally disclosed by careless use of tabl et- or p hone-based software, shared with a partici pant’s supporters
agai nst the par ticip ant’s wi shes, or disclosed to peers on the assumption that the i nformation i s publ i cly known.
C ul tural assum ptio ns around shari ng i nformation are di v erse and chang e rapidl y. Social m edi a platforms may al l ow
participants to be i denti fi ed. This risk may be m i nimi sed by:

 rais ing s t aff aw arenes s  of  pr iv acy and co nfi dentia l ity
 ens uring co ns ent is obta ined  before  g at hering dat a  (inc lud ing aud io a nd photograph ic  data)
 ens uring that co ns ent is s pecif ic to  t he us e of  data , and  t hat consent  is current
 encourag i ng partic ipant s t o   prov i de feedba ck and  compla ints about the  us e of thei r i nfo rmat io n.

These i ssues are addressed i n  this pol i cy.

3. DEF INITIONS

Personal inf ormation – Re corded i nformati on (i ncludi ng i m ag es) or opi ni on, whether true or not, from whi ch the
i denti ty (includi ng those up to thi rt y years deceased) could be reasonably ascertained.

Sensitive inf ormation – I nformation or an opi ni on abo ut an i ndi v i dual ’s racial or ethnic origi n, pol i tical opi ni ons,
m em bershi p  of  a  political  party,  rel i g i ous  bel i ef s  or  affi li ati ons,

phi l osophi cal beliefs, m em bership of a professi onal o r trade associ ati on, m embershi p of a trade uni on, sexual
preference  or  pra ctices,  or  cri mi nal  record.  This  i s  al so  c onsi dered  to  be personal i nformatio n.

Health inf ormation – A ny i nformation or an opi ni on about t he physi cal, m ental or psychological heal th or
abil i ty (at any time) of an i ndi v idual .

Inf ormation Privacy – refers to the con trol of the col l ection, use, di sclosure and di sposal of i nformati on and the
i ndi v i dual ’s ri g ht to cont rol h ow t hei r personal i nformation i s handl ed.

4. PO LICY

Cosmos Divine Care Pty Ltd i s comm i tted to the transparent m anag ement of personal and heal th i nformati on
about i ts participants and  staff.

This commi tment includes pro tecting the pri v acy of pe rsonal i nform ation, in a ccordan ce wi th the A ustral i an Priv acy
Principl es (AP Ps) set out i n t he P rivacy A ct 1988 (Cw l th ) am ended by the P ri v a cy A mendment (Enhan ci ng P riv a cy
P ro tection ) A ct 20 12 (Cw l th) and i n ac cordance with the Pri vacy Po licy , Department of H um an Servi ces, 
endorsed June 2 002 (am ended A ugust 2005) (Vi c), the H ea l th Reco rd s A ct 2001 (Vi c) , the I n fo r mation Priv a cy A ct
(2000)  (Vi c) ,  and the Freed o m o f  I n formation A ct 1982 (Cwl th ) .

Cosmos Divine Care Pty Ltd’s Privacy and  Co n fi d en ti al i ty P ol i cy and Procedure i s made publi cly avai l able.



5. PROC EDURE

Person al inf o rma tion

 Pe rs onal info rmatio n may in clu de:
 name,
 dat e of b irth ,
 g ender,
 current a nd p rev ious a ddres s es ,
 res idency s t at u s , 
 telephone  numbers an d e -ma il ad dres s es , 
 bank accou nt det ails ,
 driv er's l icence  numbe r,
 C entrelink  info rmatio n,
 photographs,
 race or et hnic ity, an d
 medical his t ory  or  inf ormat i on p rovide d by a  healt h  s ervice.
 I n  collecting pe rs onal inf ormati on,  Cosmos Divine Care Pty Ltd w ill in form  t he partici pant:
 that info rmat io n is be in g co llect ed .
 the purp os es  for  col lect io n.
 who wil l hav e acces s  t o the  inf ormat io n.
 the rig ht to seek acces s  t o, an d/o r co rrect , the i nf ormatio n;  an d
 t he rig ht to make c ompla int o r ap peal dec is io ns about the ha ndl ing o f thei r  info rmat io n.
 Participa nt in formati on  is used to:
 as s es s  and prov ide  s ervices .
 administer an d manag e those s ervices .
 ev aluate and imp rov e those s ervices .
 contri bute to  res earch.
 contact fami ly, ca rers ,  or other th ir d part ies  if  req uired ; and
 mee t our o bl ig at ions un der the  NDIS.

Participa nt Consent

 Pa rticipa nt s are to be pr ovided w ith the Pa rticipa n t Co n sent Fo rm at t he time of commen cing s erv ice w ith
Cosmos Divine Care Pty Ltd. Th is form  is to  be

 s ig ned and p laced  in the  parti cipant ’s fi le;
 held s ecure ly w ith acces s  l imited to  s t aff  mem ber s  in the pe rfo rmance  of their role.

Updating  Particip ant Inf ormati on

 To ens ure t hat part i cipa nt in formati on is accu rate, comp lete, c urre nt, relev ant and not mislead ing,
Cosmos Divine Care Pty Ltd che cks  pers onal det ai ls and updates  partic ipant f iles  acc ord ing ly :

 wheneve r  rev iewing a  pa rticipant ’s s erv ice;  and  /  or
 upon  being  inf ormed  of c hanges   or inaccu racies b y  partici pants  or other s t ak eholders
 There wi ll be n o cha rg e for any co rrect ion  of  pers onal  inf ormat i on.
 Where C o s m o s D i v i n e C a r e P t y L t d has prev io usly dis c l os ed p art icipa nt persona l info rmat io n to other

pa rties , s ho uld t he pa rtici pa nt request us to n otify thes e part ies of any chang e to the ir det ails , w e mus t t ak e
reas onable s t eps t o d o  s o.

Collection and Storage of  Pe rsonal  Inf ormation.

 Cosmos Divine Care Pty Ltd c ollects inf ormatio n: 
 directly  from  parti cipa nt s oral ly o r i n wr iting. 
 from th ird part ies , s uch as med ical pract itione rs, g overnment ag encies , participant re pres ent at ives ,

carer/s ,  and  other  he alt h s erv ice p rov ide rs .
 from  partic ipant  referrals; an d
 from  pub lic ly av ailab le s our ces  of  inf ormatio n.
 Cosmos Divine Care Pty Ltd w i ll co llect s ens itiv e in fo rmat ion :
 only w ith part i cipa nt consent, un les s an ex emptio n app lies : e. g . t he col lect io n is requ ired by law,

cou rt/tr ibuna l o rder  o r is neces s ary to prev ent or les s en a s erious and  immi nent threat t o  l ife o r hea lth;
 fair ly, lawf ul ly, and  no n -i ntrusively.



 directly  from  parti cipa nt ,  if d oing s o  is reas ona ble  and pra cticab le.
 only w here  deemed neces s ary to s upp ort :

s ervice deliv ery t o part i cipant s ; s t aff activ it ies and
f uncti ons; an d g iving t he partic ipant t he opti on of
interacti ng an onymity, i f law f ul a nd practicab le.
 Cosmos Divine Care Pty Ltd t ak es all reas onab le s t eps t o prot ect pers onal in formati on ag ains t loss,

inter ference, mis us e, u nautho rised a cces s , modif icat io n, or dis clos u re. Cosmos Divine Care Pty Ltd w il l
des t roy, or perma nently de -identify  pers onal info rmat io n that is;

 no l onger neede d.
 unsolicited an d co uld  not  have been o btained  di re ct ly;  or
 not req uire d to  be ret aine d by ,  or unde r, an Aust r alian  law o r a c ourt/t rib unal order.
 Cosmos Divine Care Pty Ltd has ap pro pr iate security mea s ur es in p lace to p rotect s t ored electron ic an d har d -

c opy mat eria ls. Cosmos Divine Care Pty Ltd has an a rchivi ng pr oces s for partic ipant fi les w hich e ns ures fi les
are secure l y and con fide ntial ly s t ored and destroyed  in d ue co urs e.

Should a bre ach in pr iv acy occur, potentially e xposing pa rticipant i nf ormation (e.g. computer syste m
hacked, laptop st olen e tc.) the D irec t or wil l imme diately a ct t o re ctif y the breach in accor dance with organ isation al
po licy and  processe s.

Disclosing information

 Cosmos Divine Care Pty Ltd res pects t he rig ht to p rivacy and confi dentia lity , an d wi ll not dis clos e pe rs onal
inf ormati on ex cept:

 where dis cl os ure wo uld  pr otec t t he parti cipa nt  an d /  or others. 
 where neces s ary for bes t s erv ice practice ; o r
 where ob ligat ed by law .
 For thes e pu rpos es , Cosmos Divine Care Pty Ltd may d is clos e part ic ipant s ’ pers onal info rmat io n to other

pe ople , o rg anis at ions  or s erv ice pr oviders,  i nclu ding :
 medical a nd a ll ied hea lth s ervice p rov ide rs w ho as s ist  with the s ervices w e  provide  t o pa rtici pants .
 a 'pers on res pons ib le' if the partic ipant is unab le t o g iv e or commun icate cons ent e. g . nex t of kin, carer ,

o r g uar dian ;
 the partic ipant ’s auth or is ed rep res entat ive/s e. g. leg al advis er;
 our pro fes s ional a dv is ers , e. g .  lawyers , accountan t s , audito rs ;
 g ov ernment and reg u latory auth orit ies , e. g . C entrelink, g overnment departments , and the

Aus t ralia n Tax at io n Of fice;
 organisat ions u ndertak ing  res ea rch where  i n form at ion  is relev ant to  pub lic health o r pu bl ic s afet y ; and
 when requ ired  or  autho rised by  law.
 Any info rmatio n re leas ed fo r ev aluati on  o r  res earch pu rpos es  w ill be  de -identif ied.

Accessing persona l inf o rmation

 Pa rticipa nt s can req ues t and be g ranted a cces s t o t heir pe rs onal in formati on , s ubject to ex ceptions al lowed
by law .

 Reques t s  t o acces s pers onal i nfo rmat ion  mus t s t at e:
 the inf ormat io n to  be acces s ed
 the prefer red means o f acces s ing t he i nfo rmation ,

and s hou ld be fo rwarded t o the Di rector either v erbal ly , o r in wr iting t o : 29 Brunton Drive, Mernda,
3754, Victoria

 The Direct or w ill as s es s t he request to acces s infor mat ion, t ak ing into cons iderat ion cur rent is s ues t hat may
ex is t with the partic ipant , and w hether thes e is s ues relate to any law fu l ex ceptions to g ra nting acces s t o
pers ona l info rmat io n.

 Shoul d the Di rect or deci de that acces s t o pers ona l inf ormat i on wi ll be denied, t hey mus t , with in 3 0
days of  rece ipt of  t h e reques t, i nfo rm the participant i n wr iting o f:

 the reas ons fo r denyi ng acces s  and
 the mechanis ms  av ailab le to c ompla in  or a ppeal.
 Shoul d acces s be g ranted, t he Di rector w ill co ntact the partic ipant w ith in 30 day s of recei pt of t he req ues t to

arra nge  acces s t o their pers ona l i nfo rmation.
 Shoul d Cosmos Divine Care Pty Ltd be unab le to provi de the i nformat i on in the means reques t ed, the

Di rect or w il l d is cus s w ith the  pa rtic ipant alter native means of acces s ing t heir pers o nal inf ormati on.
 Reas onable cha rg es and fees , incu rred by Cosmos Divine Care Pty Ltd in p rov i ding t he dat a as requested,

may be pass ed o n to the  partic ipant .
Complaints



 Q ues t ions or c oncer ns about C o s m o s D i v i n e C a r e P t y L t d ’ s pr iv acy practices s hou ld be brought, in t he
f irs t ins t ance,  t o the Di rect or ’s at t ention.

 Participa nt s may directly ema i l the D irect o r at  c o s m o s d i v i n e c a r e @ g m a i l . c o m 
 I n inves t ig at ing t he compla int  Cosmos Divine Care Pty Ltd ma y ,  where necess ary,

contact the part ici pant mak ing the c ompla int to  o btain mo re i nfo rmat ion.
 The part icipant w il l be adv is ed eit he r i n wr iting , or in a face-to-face mee t ing , of the o utcomes and a ct ions

a ris ing f rom the  inve s t ig at ion.
 I f concer ns cannot be res o lved and partic ipant s w i s h to fo rmally c omp lain about h ow their pers ona l

info rmat io n is manag ed, or if t hey believe Cosmos Divine Care Pty Ltd has b reached an APP and /or I P P , 
they m ay s end their c oncer ns in writing t o:

Office of the Vict oria n I nfo rmat io n Commis s io ner Emai l :
privacy@cpdp.vic.g ov.au

Phone: 1300 666  444

or throug h  the onl i ne form avail able at

https://www. cpdp.v i c.gov. au/menu -privacy/privacy-publ i c/privacy-publ i c-make-compl ai nt

Breaches of Priva cy

 Cosmos Divine Care Pty Ltd are requ ire d to d is clos e a data br ea ch to the Of fice of Aus t ralian I nf ormat i on
Comm is s ioner if the data c ontains pers o nal info rmat io n that is likely to res ult in “s eri ous ha rm”, whic h
i nclu des any of the followi ng : phys ica l, ps y cholog i cal, fi nan c ial or reputat iona l ha rm. Pe rs onal
info rmatio n is inf ormat io n ab out an iden t ified ind iv idua l, or an indiv idual w ho is reas onab ly i dentif iable.

Any s t aff who identi fy a p otential breach mus t im mediately in form thei r line ma nag er, who mus t repo rt to the D irecto r f or furthe r 
acti on .

POLICY AMENDMENT RECORD
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AMENDMENT
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End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .
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2 2 .   S ERV ICE A CC ESS AND EQUITY P OLICY  AND  P RO C ED U RE

Po licy  Code CDC.22.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 27th April 2023

1. PUR POS E AND SCOP E

This poli cy and procedure prov i de g ui del i nes relating to access and equi ty.

This pol i cy and procedure apply to all potential and exi sting Cosmos Divine Care Pty Ltd participants, thei r
fami l y mem bers and carers, and  oth er rel evant stakehol ders.

2. PRI NCI PLES

 Access – Cosmos Divine Care Pty Ltd w ill p rovi de s ervices t o ev eryone who is ent itled to them, without
discr iminat ing on t he bas is o f a pe r s on’s cou ntry of bi rth, languag e, cultu re, s ex ual ide ntit y or orientat ion o r
rel ig ion.

 Equity – Cosmos Divine Care Pty Ltd’s services w il l be dev elo ped and del iv ered to ens ure fair
treatment of  al l el ig ib le  part icipa nt s .

 Commu nication – Cosmos Divine Care Pty Ltd wi ll in form elig ible partic ipants o f the s ervices av ailable,
t heir ent itlements , an d h ow to obtain them. T he org anis at ion w il l reg ular ly s e e k partici pant feedba ck
about the s co pe and s t andard of  s ervice p rov is io n.

 Respon siv eness – Cosmos Divine Care Pty Ltd w ill be s ens itiv e to parti cipa nt s from div ers e li ng uis t ic an d
cu lt ura l backg ro unds and , as  far as p racticab le,  res pon d to their partic ula r c ircumstances and  nee ds .

 Eff ectiv eness – Cosmos Divine Care Pty Ltd w i ll focus on mee t ing t he needs of partici pants fr om
al l backg ro unds .

 Eff iciency – Cosmos Divine Care Pty Ltd w ill o ptimis e the us e of av aila ble p ubl ic res ources t hr oug h a us er -
res pons iv e ap proa ch to  s erv ice delivery t hat meet s the needs of  partic ipant s .

 Accountab ility – Cosmos Divine Care Pty Ltd w i ll e ns ure it is accountab le fo r implementi ng
acces s and equ it y objective s  for  par t icipants .

3. PO LICY

Cosmos Divine Care Pty Ltd’s service del i v ery envi ronm ent i s safe and eng ag i ng , physi cal ly acce ssi bl e and
responsi v e to its participants’ supp ort and  communi ca tion needs.

Cosmos Divine Care Pty Ltd’s s creeni ng and el i gibil i ty, pri ority of access and wai tli st m anagem ent is undertaken
i n a fai r, equ itab le and transparen t m anner , and i n l ine wi th the Pa r tici p an t Ri g h ts a n d Responsi bi lities P ol i cy a n d
P ro cedu r e . A ccess to s ervi ces i s based on el i g i bi lity, rel ati v e need, organi sational capacity, the best i nterests of
p eopl e  usi ng  the  service  and  potential i m pact on exi sti ng participants.

4. PROC EDURE

Service Access

Phy sical Acce ssibility

 The Direct or w ill co ns ider how the premis es acco mmodates partici pant ’s acces s ibility needs , and
pos s ible  mod ificat ions w h ere reas onab le.

 Sug g estions or comp laints ab out the s erv ice’s ac c es s ibility w il l be di rect ed to Cosmos Divine Care Pty Ltd’s
Feedback, Com p lime n t s an d Comp la in t s Po licy an d Pro c ed u re.

Accepting requests f or serv ice

 Cosmos Divine Care Pty Ltd w i ll res pon d qu ickly an d app rop ri at ely to each req ues t for s ervice.
 Cosmos Divine Care Pty Ltd’s process fo r rece iving and as s ess ing request s for a s erv ice is des ig ned to be

inc lusive of  ou r ag reed targ et g rou p and c onsist ently app lied.
 To be e ligi ble f or a  Cosmos Divine Care Pty Ltd s ervice,  t he p ers on must be a  NDI S partici pant.
 C ons iderat io n mus t be g iv en to  t he pers o n’s p rio ri t y of acces s  by ex ami ning: 
 the pers on’s  need re lativ e to othe r  pa rticipants an d potentia l pa rticipants .
 where relev ant, the  needs of  t heir  fami ly,  ca rer,  or other s up porters.
 Cosmos Divine Care Pty Ltd’s potential  cont rib ution  t o meet i ng t hos e needs .



 Cosmos Divine Care Pty Ltd’s available  res ources  t o  mee t t ho s e needs .
 how Cosmos Divine Care Pty Ltd’s services  w il l c omplement  other s ervices  t he pe rs on receives ; and
 the bes t interes t s  of the pers o n.
 D uring an intake i nterv iew, the D irector (o r de leg at e) will as s es s any barriers to the pers on acces s ing

s ervices:
 The Direct or ( or deleg at es ) will advis e the pers o n of thei r r ig ht to inv olv e a s upport pe rs on in the ir

dealing s w ith  Cosmos Divine Care Pty Ltd. 
 The D irect or ( or deleg at es ) will pr ovide inf ormatio n and s up port fo r the pers on to a cces s a pers on of the ir

c ho ice, s uc h as an advocate, to as s is t t hem to interact w it h the s ervice (see D ecis i on Mak ing a nd Cho ice
Po licy an d Procedu re).

 Where p hys ical acces s is s ues are i dentif ied, t he Di rector wi ll co ns ider whether Cosmos Divine Care Pty Ltd
is acces s ible  fo r the pe r s on, and  if  not , h ow it c oul d be made acces s ible.

 Where a lang uag e or cu lt ural bar rie r is identi fied , t he Director (o r de leg at es ) will e ng ag e an interp reter o r
an app rop riate ex t ernal ag ency to s upp ort the pers on. See Serv ice Del ivery and Pa rtic ipatio n Po li cy and
Pro cedure.

 The Direct or ( or deleg at es ) will contact the pers on or the ir s u ppo rter wit h in 1 working day o f the I ntak e
I nterv iew t o adv is e the m  of the  outcome. Notif icat io n will be pr ov ided  by ph one an d o r ema il.

 Where the partic ipant is of fered s erv ices an d acce pts , s ee the Asses sm en t , Plan n in g a n d Review Po licy
an d Pro c ed u re.

 C omprehensive and clear reco rds w i ll be kept us in g t he Pa rticipant I nta k e Fo rm , detaili ng : the name of
the a pplicant, how th ey  w ere referred , the ir eligib ility, and a ny onwar d refe rra ls made .

 The Director (or delegates) w ill con duct a ll I ntak e I nterviews . They w ill provi de the pers on with in fo rmat ion
about :

 entry and ex it p roced ures .
 eligib ility and p rio rity o f acces s requ ireme nts .
 cond itions that may ap ply to service  pr ovision ; an d
 fees .

The Direct or ( or deleg at es ) will pr ov ide the pers o n with a Welc ome Pack t hat outli nes Cosmos Divine Care Pty
Ltd’s entry and ex it pr ocedu res , fees , h ours of operat io n, t he Pa rtic ipant R ig hts and Res po ns ibilit ies s t at eme nt,
Priv acy and C onfident ial ity Policy a nd Pr ocedu re and  Fe edbac k , Compl iments  and C omplaints  b roch ure.

Where ap pro pr iate, the Director (or delegate) w i l l prov ide t his i nfo rmat ion in an alternative f ormat s uch as a
different  languag e, Easy Engl ish, det ailed v erbal ex planat ion  or t hro ug h  the us e o f i nterpret ers and advocates .

W aiting Li st processe s

 The Director (or delegates) will  contact pe ople  on  it s Waiting L is t at least  ev ery three months to:
 advis e them of thei r c urre nt s tat us . 
 check whet her they w ant to  rema in  on the  lis t .
 provide  refer rals t o  other  s erv ice providers  if  requ ired;  and
 advis e the es t imat ed wait time remain ing.

Ap pea l

 When a partic ipant is ex clude d f rom or is ine lig ib l e for a s erv ice wit h Cosmos Divine Care Pty Ltd, t he
Direct or ( or delegat e) wil l advise th em of thei r rig ht of appea l and of fer refer ral to more appr op riat e
ag encies , a s  per the  Pro vid in g I n fo rm ation , Ad vice a n d Referra ls Po l icy an d  Pro c ed u re .

 Appeals s hou ld be di rect ed i n wr iting t o C o s m o s D i v i n e C a r e P t y L t d ’ s Director an d a final decis i on w il l
be made  by the Di rector (or  M anag eme nt Team where appro priate).

 I f requi red , s t aff wi ll provi de s upp ort f or a pers on t o mak e an appeal , by either trans cr ib ing t hei r feedback
fo r the  Director’s (or delegate’s) rev iew or referring t he pe rs on to  inter preter  or a dv ocacy s erv ices .

 Thos e not s ucces s ful i n thei r appea l wi ll be p rovid ed written  advice  t o this effect.
 I f a pers on is un happy with outcome of t he ir appe al, they w i ll be d irected to Cosmos Divine Care Pty Ltd’s

complaints pr oces s . As per Cosmos Divine Care Pty Ltd’s Feedback, Com p lim en t s an d Comp laints Po licy an d
Pro c ed u re , in format ion on the compla ints pr oces s can be p rov ide d i n a var iet y of format s i f req ui red
incl udi ng s uppo rt to acces s inter pret ers o r advoca tes  if neces s ary.

Alterna tive supports

 Cosmos Divine Care Pty Ltd w i ll w ork c ol labo ratively with a ll people refus ed s ervices and (with cons ent ) the ir
su ppo rters, to  identi fy what a lternative s ervices and referra ls cou ld  bes t mee t their needs.



 With the partic ipant's c onsent, re lev ant inf ormat i on wi ll be p rov ided by Cosmos Divine Care Pty Ltd t o new
s erv ice provi ders t o s up port th e partic ipant 's s eamles s transition. Where a ppropr iate, C o s m o s D i v i n e C a r e 
P t y L t d s t aff may als o mee t w ith s t aff of alter native pr ov iders to faci litate a s mooth t ransitio n for the
partici pant.

Continuous impro vemen t

 Cosmos Divine Care Pty Ltd w i ll maintai n a recor d o f peo ple w ho have been refus ed a s ervice,
s ummaris i ng reas ons fo r thei r be ing fo un d ine lig ib le o r, if fo und elig ib le, reas ons fo r bei ng place d on
Cosmos Divine Care Pty Ltd’s Waiting Lis t .

 Acces s , s erv ice refus al an d re ferra l info rmatio n wi ll be tracked to in form Cosmos Divine Care Pty Ltd’s
continuous imp roveme nt.

POLICY AMENDMENT RECORD
DATE BRIEF DESCRIPTION OF

AMENDMENT
AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



23. ASSESS M ENT, PLANNING AND  REV IEW P O LICY  A ND  P RO CED U RE

Po licy  Code CDC.23.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 13th April 2023

1. PUR POS E AND SCOP E

This pol i cy and procedure set out the approach to asse ssm ent, planni ng and review i n respect to participant support
plans, on ce a person has been offered and accepted Cosmos Divine Care Pty Ltd’s services.

This pol i cy and procedure appl y to all poten tial and exi sting Cosmos Divine Care Pty Ltd parti ci pants , their fam i ly
mem bers and carers, and other relev ant st akehol ders.

2. PO LICY

This pol i cy and procedure al i g n wi th the pl anni ng requi rements as set out in the Disa b i lity A ct 2006 (Vi c) and N DIS A ct
2013 (Cw l th) of participation, choice and con trol , eng ag i ng as equal partners in decisi ons and i ncludi ng famili es,
carers and other si g ni fi cant peopl e.

Shoul d a person request assi stance wi th support pl a nni ng that i s beyond the s cope of thi s poli cy and procedure,
the person shoul d be di rected to a rel ev ant support coordi nator (see poi nt above). Referral and support to c onnect
the pe rson to the rel ev ant ag ency or servi ce provi der will be provi ded wi thin a service benchmark of 5 working days.

3. PROC EDURE

O v e rv ie w

 Staff involved in as s es s ment, planni ng and rev iew act ivities have the relevant s k ills (o r the capac ity t o
acq ui re s k ills )  in  orde r to  provide : 

 activ e eng ag eme nt and early interventi on s t rate g i es ,  inc lud ing with fam il ies .
 s t rength -base d  plann ing , as s es s ment, and rev iew .
 hol is t ic and  co llab orativ e app roac hes  to s erv ice d elivery; and
 capacit y bu ild ing o f fami lies  an d care rs .
 All d ocumentati on relat ing t o as s es s ment, plann in g and rev iew w i ll be maintained on partic ipant

fi les .
 D uring al l as s es s ments , planning an d rev iew act ivi t ies, s t aff wil l d is cus s partici pants ’ r ights and

res pons ib il ities w ith them. They w il l c onf irm partici pants ’ u nders t andi ng v erbal ly, us ing a n i nterpreter or
a dvocate where requi red.

 St aff wil l adv is e the pe rs on o f the i r rig ht to inv olv e a s uppo rt pers on in t heir dealings w ith C o s m o s D i v i n e 
C a r e P t y L t d , i nclu ding as s es s ment, pla nni ng and review proces s es . This may als o be a n app rop riate pe rs o n
is s ens itiv e to and unders t ands thei r cu lt ura l needs .

 Where requ ired , pa rtici pant s w il l be provi ded wit h in formati on a nd s up port to acces s a pers on of thei r
c hoice, s uch as an advo c ate, to as s is t them to acces s t he s erv ice. Se e D ec ision M a k ing a n d Choice Po licy
an d Pro ced u re .

 I n accorda nce with t he Privac y a n d Con fident iality Po licy an d Pr o c ed u re , res pect for and protecti on of
pa rtic ipants ’ p riv acy and co nfidential ity w il l be reinf orced on an o ngoing bas is , v erbal ly and in l iterature
p romot ing t he s ervices  offered  by the o rganisat ion.

 I f neces s ary and wit h the pa rtic ipant or the ir s up p orte r/s c ons ent, othe r part ies s uch as s erv ice p rovi ders
w ho deliver ex is t ing or c omplementary s ervices t o partic ipants w ill be in clu ded i n as s es sment, pla nni ng
and  review activ ities .

 St aff wil l tak e into accou nt the pa rtici pant ’s w is he s in reg ards to accepting or rejecting parti cula r s upp ort
optio ns .

Asse ssme nt and Plann ing

 Following thei r I ntak e I nterv iew , where a parti cip ant is offe red s erv ices and accepts, s t aff will work w ith
the pa rtic ipant an d th eir s upp orter /s t o as s es s their needs, dev elop and ag ree upo n a Servi ce Ag r ee men t.

 St aff wil l mee t w ith the partic ipant a nd the ir s up p orter/s as s oon as practicab le f or a n
As s es s ment and Planning I nterv iew.

 Cosmos Divine Care Pty Ltd w i ll eng ag e in jo int as s es s ment and p lann ing activ ities where the NDIS, Lo cal
A rea Coo rdinat or, Sup port C oord inator or Plan Manag eme n t provider in neg otiating app rop riat e s upport s



fo r the partici pant. All act iv ities u ndertaken wit h , o r on b ehalf o f, t he part icipa nt wil l documente d in the
parti cipant  fi le.

 The Partic ipant St reng t hs and Nee ds As s es s ment will tak e  into acc ount:
 t he partic ipant’s needs  (inc lud ing hea lth, wel lbein g,  and s afet y needs ), g oals and l onger-term as p irat io ns .
 t he s upports t hat  Cosmos Divine Care Pty Ltd can  pr ov ide to  mee t t hos e needs , goals, and as pirat ions.
 t he partic ipant’s p refer red  links t o  family , f riends h ips, and  other s up port net w orks .
 t he partic ipant’s an d thei r supp orters ’ ag e, ability , g ender, s ex ual identity , cult ure , re ligi on, or

s p iritua lity.
 any barr iers t o c ommun ity partic ipati on an d s t r at eg ies t hat could be put in place to help parti cipa nt s

ov ercome them.
 how, when ,  an d where the  part i cipant  requ ires t h e s upport s t o   be del iv ered; and
 the partic ipant ’s NDI S Pla n.
 Where the re is an ident ifie d need in relati on to nu trition and s w allowi ng or epileps y fo r a partic ipant

ac ces s ing t he centre-bas ed s erv ice, C o s m o s D i v i n e C a r e P t y L t d will fo llow the D HHS Po lic ies and Pr ocedu res
fo r e ns uring t he  needs of partici pants are met .

 Where p os s ible , s erv ices pr ov ided t o part ici pant s  s hould :
 s upport them to dev elop , ma intain and s t reng t he n in dependence , p rob lem s olving, s oc ial an d s elf -care

s k il ls app rop riat e to th eir ag e, dev el opmenta l s t ag e, and cultural ci rcums t ances ; and
 help pa rtic ipant s t o tak e co ntro l of and res pons i bi lity fo r thei r ch oices an d enhance thei r auto nomy,
indepe ndence, a nd c om mu nity parti cipat ion.
 Where requ ired , s t aff wi ll identi fy and prov ide re f errals and l inkag es in accordan ce with the I n form a t ion ,

Ad vice a n d Referra ls Po l icy an d Pro c ed u re to other s erv ices an d activ it ies t hat will enhance t he partic ipant ’s
commun ity participatio n and pr ovide s up port a nd as s is t ance to hel p them acces s t hes e, incl udi ng t rain ing ,
emp loyment,  healt h , well nes s , cult ura l an d commu nit y s ervices .

 St aff wil l work w ith the pa rtic ipant an d thei r s upp orter/s to forma lis e the s upports t o be pr ov ided in a 
NDI S  S ervice Ag reem en t.

 St aff mus t ens ure the pa rticipant (an d thei r s upp o rter/s) un ders t ands t heir Serv ice Ag ree ment, o r is
s up port ed t o u nderst a nd it, a nd p rovide t he participant a c opy . A co py w il l als o be kept o n the
participant ’s f ile.

 The part icipant mus t s ign the Serv ice  Ag reement before s erv ice  del ivery can comme nce.
 St aff wil l com plet e a Pa rticipant Ri sk Asse ssmen t and Pa rticipant S a fet y Plan with the part icipa nt (and t heir

care r/s upp ort pe rs on) p ri or to  t he de livery of s ervices .
 All s t aff wo rking w ith a part icipant mus t be aw are of the c ontents of indiv idual p lans and a ny ident ified

r is k and s afet y i s s ues for the peop le they provide  s uppo rt to.

Re v ie w

 St aff, with the relev ant s t ak eholde rs, wi ll review t he prov is ion of s u pports for each parti cipant quarter ly with
the part i cipa nt an d their s uppo rter/s, or at any time where the pa rtic ipant ’s needs hav e chan g ed. The
partic ipant  can als o request a  rev iew at any time.

 Pa rticipa nt s are enco uraged to be activ ely i nv olv e d and part ic ipat e i n the monito ring an d rev iew of thei r
as s es s ment and planning an d wi ll be pr ov ided acces s t o s upport d ur ing t hes e proces s es (inc lud in g t o s upport
pers on/s  w h o are s ens itive to and  unde rs t and their  cu ltural  nee ds ).

 Rev iews  w ill i nclude:
 C as e conferences /cas e manag eme nt mee t ing s w ith other s t ak eholders occur ri ng pr ior t o the rev iew w ith

the  pa rtic ipant ( and thei r  s upp ort pe rs on where appl icab le)
 t ak ing into a cc ount the partic ipant ’s ag e, ability, g ender, sex ual ident ity, cult ure , re ligi on an d

s pi rit ua lity .
 as s es s ing changes t o the partic ipant ’s needs ( inc lu ding health , wel lbei ng, and s afet y needs ), g oals and

l onger -term  as pirati ons. 
 t he partic ipant’s p rog res s  t owards add res s ing t hei r needs and  achievi ng  t heir g oals.
 as s es s ing w het her the partic ipant has been g iven oppo rtunit ies t o part ici pate in a range of commun it y-based

activ it ies o f thei r  c hoice  (where ap plicable  and app rop riate)
 recogniti on an d cele brati on  o f the  partic ipant ’s  pr og res s .
 any barr iers t o c ommun ity partic ipati on an d s t rateg ies  t o help  pa rtic ipant s ov ercome them.
 whether a chang e to the  s uppo rts prov ided  is nec es s ary.
 Rev iews w ill tak e into acco unt the pa rtic ipant ’s N D I S Plan and inco rp orate any changes to the Plan whe re

p racticab le.

POLICY AMENDMENT RECORD



DATE BRIEF DESCRIPTION OF
AMENDMENT

AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



2 4 .   S ERV ICE D EL IV ERY P OLICY  AND  P RO CED U RE

Po licy  Code CDC.24.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 27th April 2023

1. PUR POS E AND SCOP E

The purpose of thi s poli cy and procedure i s to describe person -centred pri ncipl es that g ui de the service deli very to
participants of Cosmos Divine Care Pty Ltd.

This poli cy and procedure a ppl y to al l po tenti al and ex i sti ng Cosmos Divine Care Pty Ltd participants , their fam i ly
mem bers and carers, and other relev ant st akehol ders.

2. PO LICY

Cosmos Divine Care Pty Ltd promotes a person-centred approach to i ts service deli very whereby i ndi vi dual s l ead
and   di rect   thei r services and   are   supported to   m ai ntain  connecti ons with their fam ily, friends, and communi ties.

A l l aspects of Cosmos Divine Care Pty Ltd’s s e r v i c e del ivery prom otes parti ci pants’ a ctive participation in their
comm unity and supp ort participants to devel op and m ai ntain independence, pr oblem sol vi ng , soci al and se lf -care
ski l l s  appropriate  to  their  age,  de vel opm e ntal  stag e,  and  cul tural ci rcum sta nces.

Participant assessm ent, pl anni ng , serv i ce delivery and review wi ll i ncl ude activities or supports that hel p
participants to take co ntrol of an d responsi bil i ty f or their c hoices and enhance their autonomy, independence,
and comm uni ty parti ci pati on.

Cosmos Divine Care Pty Ltd recog ni ses the i m por tance of c arers and respec ts th e c arer as an i ndi vi dual wi th hi s or
her own needs; and that the carer has speci al knowledg e of the person in hi s or her care.

Cosmos Divine Care Pty Ltd i s  comm i tted  to  t he  i nvolvement  of  carers  i n  the  servi ces  provi ded  to  the participant.

3. PROC EDURE

Serv ice Delivery  Princip le s

 Serv ice del ivery mus t , wherev er p os s ible: res pect and s u p p o r t  pa rtic ipant  rig hts .
 put t he pa rticipant at the cent re of decisi on-m aki ng in al l as pect s of the ir lif e .
 recog nis e and  accommo dat e  parti cipant  prefe ren ces .
 res pect t he part icipa nt ’s g en der, s exual ity, cult ur e, re lig io n an d s pi ritual ide nt ity; s upport part ici pant s t o act iv e ly

part ici pat e in  t hei r  c ommunity  a nd p urs ue thei r  interests and g oals .

 s upport part icipants t o dev elop and mainta in a utonomy , indepe ndence , pr oblem s olv ing , s oc ial a nd s e lf-care s k ills
appro priat e  to their ag e, dev elopmental s t ag e and cu ltura l  ci rc ums t ances .

 us e a s t rengths -based appr oach t o i dent if y ing ind ividual part icipa nt needs a nd lif e g oals , par ticul arly in rela tio n to
recog nis ing i ndi v idual  c apaci ty   t o dev elop t heir  in dependence ,  prob lem s olv ing , s o cial  and s e lf -care  s k il ls .

 s upport t he part icipa nt ’s  dig n it y  of  ris k .
 be bas ed on  t he leas t int rusive opti ons i n  acc orda nce with c ontempora ry ev idence-bas ed p ractices .

St aff wi ll recogn ise t hat pe ople can c omm un icate t heir cho ices, l ik es an d dis l ikes in many ways , i nclu ding v erba l
c ommunicati on, w ithd rawal , acting o ut, eng ag ement and d iseng ag e m ent, agg ress ion, e xc i t eme nt , despon dency, an d
joyf ulnes s .

Identity, Culture and Lan gua ge

C a r e r s   a n d  C o m m u n i t y

W here req ui red, staff w ill identif y and provi de ref errals an d l inkag es t o s erv ices and activit ies t h at w il l en hance
peop le’s c ommun it y p a rtic ipat i on an d pr ov ide s upp ort and as s is t ance to help parti cipa nt s acces s t hes e. See Cosmos
Divine Care Pty Ltd’s P r o v i d i n g  I n form a t io n, Ad vice a n d Re ferral s  Po licy  a n d Pr o cedure.

Cosmos Divine Care Pty Ltd w i ll w ork c ollabo rat ively w ith d is abil it y -s pec if ic an d mainstream s ervices t o p rov ide
h ol is t ic s erv ice d eliv ery t o its partic ipant s . St aff wi l l wo rk wit h part ici pant s and a dapt t o t he ir ind ividua l needs as t hey
chang e ov er t ime,  reg ardles s  of the freq uency or c aus e.



Cosmos Divine Care Pty Ltd w i ll t ak e a ll p ractica ble mea s ures t o ens u re t hat carers are invo lved in s erv ice del ivery t o
the part icipa nt .

Cultural  Connections

Cosmos Divine Care Pty Ltd is c omm itted t o s uppo rti ng parti cipant s f rom Ab orig inal and Tor res St rait I s lander
(A& TSI ) a nd Cu ltura lly an d Li ng uist ically Div ers e (C ALD ) backg rounds to mai nta in and s t reng t hen t hei r c onnect ion
t o  t hei r  commu nity, t heir  s pi rit ual an d  lang uage con nect io ns .

The Di rect or wil l dev elop a c ultu ral ly compete nt workf or ce and empl oy A&TSI and C ALD s t aff where ap prop riate s o
th at  partic ipant  assessme nts ,  planning ,  s erv ice deliv ery and  reviews are  unde rtaken  in a  cult ural l y s ens it ive way.

St aff will i dentif y and pr ovid e ref e rra ls and l inkag e s t o commun it y s erv ices and activit ies o pera t e d by or fo r A &TSI
and  C ALD pe op le.

Cosmos Divine Care Pty Ltd w il l wo rk c olla borat iv e ly w it h A &TSI an d CALD s erv ices t o prov ide holistic service
de liver y .

Cosmos Divine Care Pty Ltd will us e a s t rengt hs-based app ro ach t o i dentif y ing in dividua l participant nee ds and l if e
g oals , part icula rly in rel at ion t o recog nis ing t he imp ortan ce of fam ily, exte n de d fam ily, k ins h ip a n d c ommun ity t ies
and  rec og n ise t he im port ance  of  pe op le’s  t ies  t o thei r  cult ure,  s p ir itua lity   and lang uag e.

Interpreters  an d Tran slation

W here ap pr op riate or reques t ed, Cosmos Divine Care Pty Ltd wil l e ng a g e with inte r pret e rs and t rans lati on serv ices
t o   a s s is t  t he participant ’s  unders t andi ng  of  t he s erv ice.

Continuity of S erv ice

 Part icipa nt s s hould  be ab le to  identi fy s t aff pr ov id ing s uppo rt s .

 Where a partic ipant ’s reg ular s uppo rt worker bec omes unav ailab le, C o s m o s D i v i n e C a r e P t y L t d will
endeavou r to: contact the part ici pant (o r thei r sup porters) and ex plain why the s up po rt worker is
unavai lable offer a nother  s uppo rt worker  in  rep lacement.

 Allow  part ic ipant t o   pos t po ne or  cance l app ointment or ag ree on anothe r s ol utio n with  partic ipant.

 Cosmos Divine Care Pty Ltd w i ll fu lfil its  res ponsib il ities unde r  the  pa rticipant ’s NDIS S ervice Ag reem ent by :
o provid ing t he pa rtic ipant wit h t he s upp orts ag reed to, at the ag reed time, and cons is t ent with al l

re lev ant law s and  reg ulatio ns .
o manag ing operati ons eff icient ly and ef fective ly to  minim is e or av o id  disru ption  t o participant s .
o kee p s cheduled a ppo intments w ith the pa rtici pan t or, if unab le to do s o , p rov ide a minim um of 48

ho urs ’  notice.

 Cosmos Divine Care Pty Ltd w i ll dev elop pr oces s es t o provide conti nuity o f services if unab le to meet t he
above requ irements , inc lud ing (b ut n ot lim it ed to) :

o arrang ing f or contract ors t o  provi de  s erv ices ;  o r
o s ig ning M emorandums  of U nderst anding w ith oth er lo cal service  pr ov iders t o provide  s erv ices .

Note: The Di rector i s responsibl e to check that repl acement staff have undergone mandatory crimi nal history checks, hav e

appropri ate quali fications (where nec essary to del iver the servi ce), and have been inducted such that they can del i ver

servi ces  on  Cosmos Divine Care Pty Ltd’s behalf (see Hu man  Resou r ces Policy and  Procedure).

POLICY AMENDMENT RECORD
DATE BRIEF DESCRIPTION OF

AMENDMENT
AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



2 5 .   P ROV ID ING INFORM ATION, AD V ICE AND  REFER R AL P O LICY  AND P ROCED U RE

Po licy  Code CDC.25.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 27th April 2023

1. PUR POS E AND SCOP E

This pol i cy and procedure describe how Cosmos Divine Care Pty Ltd provi des i nformati on, advice, and referrals to
participants.

This poli cy and procedure appl y to al l potenti al and exi sting Cosmos Divine Care Pty Ltd participants, thei r
fami l y mem bers and carers, and  oth er relev ant stakeholders.

2. PO LICY

 Cosmos Divine Care Pty Ltd o perates proa ctiv ely with other s erv ice providers t o inc reas e each pers on ’s
s uppo rt opt ions .

 Where p os s ible , peo ple ( inc lud ing part ici pant s lea v ing t he s ervice or peop le unable t o acces s Cosmos Divine
Care Pty Ltd’s services) wil l b e referre d us ing  faci litated, warm or a ctiv e refer ral  pr oces s es .

3. PROC EDURE

Serv ice Ne twork Engage me nt

 Cosmos Divine Care Pty Ltd w i ll bu ild s t rong re lationsh ips w it h lo cal g overnment a nd non-government
prov i ders and ag encies and parti cip at e in re lev ant loca l net w orks , to i ncreas e s erv ice and refe rral
opt ions  for its  part ic ipant s and other s t ak eholders .

 Cosmos Divine Care Pty Ltd w i ll bu ild s t rong re lationsh ips w it h relevant Ab or ig inal and Tor res St rait I s lander
(A&TSI) an d cu ltura lly an d l i nguis t i cally div ers e (CALD ) s ervices t o s upport it to identi fy and mee t
pa rtic ip ant s ’ needs and g oa ls , as well as cont rib ute to mo re co ord inated s erv ice pr ov is ion , better us e o f
res ources and imp rov ed o utcomes fo r pa rtici pant s and commu nities . Th is incl udes act iv e invo lveme nt wit h
A&TSI an d C ALD communit ies and s ervices , s uch as partic ipati on in c ommun ity ev ents , colla b orat iv e s ervice
p rov is io n and refe rrals .

 The Direct or w ill co llab orate wit h lo cal A& TSI and C ALD s erv ice prov ide rs t o as s ist culturally s ens it ive s ervice
de livery, ens ure s t aff are adeq uat ely t rained and s ens itiv e to the s peci fic cultu ral needs of t he s erv ice area
( inc lud ing i n the dev elopment o f refe rra l p ractices ) and g enera lly fac il itate partic ipati on o f s t ak eholders
from  t hes e backg rounds  in the  s erv ic e and comm unity .

 Where ap pl icable , C o s m o s D i v i n e C a r e P t y L t d w i ll dev elop cl e ar pr otoco ls w ith othe r s ervice prov i ders ,
s uch as memoran dums of unde rs t anding o r othe r fo rms of ag reement, which in outl ine relati ons hips an d
de li neate the roles an d res pons ib ilit ies of c ollaborating ag encies . The D ire ct or wi ll be res po ns ible fo r
es t ablishing,  rev iew ing, and  mod ifying s uch  ag reements .

 Staff will be enc ourag ed to at t end i nterag ency mee t ing s as a means of l inking with other s ervice pr ov iders
an d to  inf orm them  o f  parti cipa nt s erv ice and referra l o ptions .

 The Direct or w ill retai n rec ords of s erv ice net w ork involveme nt, s uch as mee t ing minutes and
c ommun icatio ns , i n acco rda nce with the I n form a t ion Ma n a gem ent Po licy a n d Pro c ed u re , to info rm
co n t inuous  impr ove m e nt.

Serv ice Promotion

 The Director (or delegates) w ill ens ure C o s m o s D i v i n e C a r e P t y L t d is list ed on relevant directo ries , inc lud ing
t hr oug h the ‘Fin d Reg ist ered Serv ice Pr oviders’ t ool on the ND I S webs ite and distr ibute info rmat io n abo u t
its s ervices  in app rop riate formats  t o l ocal  ag encies .

Re fe rral and Information

 The Director (or delegates) w ill maintai n a c ompreh en s ive Referrals Da t a b a se , which wi ll be c ontin uous ly
review ed and  bui lt up o n by al l de liv ery s t aff.

 Cosmos Divine Care Pty Ltd w i ll w ork c ol labo ratively with a ll peop le refus ed s ervices o r leav ing Cosmos Divine
Care Pty Ltd, and t hei r s upp ort ers , to i dentify alter native s erv ices and refe rrals that c ou ld bes t mee t their
needs .



 Staff will pr ov ide referrals with empathy an d res p ect for the pers on , a non -judgeme ntal att itude and
s ens itivity t o their  need s .

 Where requ ired , peo ple wi ll be p rov i ded with in fo rmat ion a nd s up port t o acces s a pers on of t hei r
ch oice , s uch as an advoca t e, to as s ist them to interact wit h the Director (or delegates) and other
s erv ices . See  D ec ision Ma k ing a nd Cho ice Po licy an d Pro c ed u re.

 Staff mu st be aware of pos s ib le bar rie rs t hat a per s on may ex perience in us ing another s ervice and , where
feas ible  and a pp ropriate, wo rk with them to fin d way s  t o ov ercome thes e ba rriers. 

POLICY AMENDMENT RECORD
DATE BRIEF DESCRIPTION OF

AMENDMENT
AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



26. WORKING W IT H CAR ERS AND FAM ILY M EMBE RS P O LICY AND  P ROCED U RE

Po licy  Code CDC.26.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 27th April 2023

1. PUR POS E AND SCOP E

The purpose of this poli cy i s to ou tl i ne Cosmos Divine Care Pty Ltd’s a p p r o a c h to the i nclusi on of carers and fam i l y
members i n the pl anni ng , delivery and review of services.

This poli cy appl i es to  al l poten tial and exi sting  particip ants, thei r fami l y mem bers, carers, and other supporters.

2. PO LICY

 Cosmos Divine Care Pty Ltd a ims t o pr ov ide s ervices t hat wi ll have a contin uing pos itiv e effect on partic ipant s .
As s uch, C o s m o s D i v i n e C a r e P t y L t d re cog nises t he impo rt ance o f the role of s ig nif icant peo ple in the in t he
wellbein g of peo ple with a dis abil ity , an d i n the pa rtic ipant ’s life overal l. Cosmos Divine Care Pty Ltd w il l
im pleme nt proces s es identify fam ily membe rs/carers as s oon as pos s ible in a ll s erv i ce epis odes , and t hat
mainta in an  ong o ing re lationsh ip with  fami ly mem bers /carers as  partne rs in s ervi ce del ivery.

 Pa rticipa nt s w ill be i nvited to identi fy their fami ly mem bers / care rs dur ing their init ial c ontact with C o s m o s 
D i v i n e C a r e P t y L t d , and Cosmos Divine Care Pty Ltd p roces s es w ill incl ude fam ily mem bers /ca rers t o the
ex t ent that the  partic ipant w is hes .

 Cosmos Divine Care Pty Ltd w i ll maintai n cu rrent inf ormat i on on s erv ices t hat s upp ort family mem bers /
care rs and pr ov ide them w ith e ducation and t rain ing to s upport them to part icipate in s ervices , s uch as i n
g oal s et t ing and p lann ing , and where relev ant, s t rengthen thei r pa rtic ipatio n in a nd c ontr ibuti on to t he
chil d’s lea rni ng and  dev elopment.

 Where s ervice t o ch ild ren i s p rovided , inf ormati on and s uppo rts are provide d i n a c lear, ea s y t o
unde rst and and  flex ib l e manner by  integ rating the s upport  into  t he ch ild ’s ev eryday routi ne.

 Cosmos Divine Care Pty Ltd is als o c ommitted to ens u ring its s t aff are app rop riately trained a nd
know ledgeable in way s in wh ich t o p r ov ide fami ly mem ber / carer s upp ort, i nclu ding ens u ring s t aff a re
trai ned in cu ltura l c ompetency, are aw are of c ros s -org an is at ional and c ommun it y linkag es , and can acces s
res ources and  in format i on  for fami ly mem bers /  c arers. 

3. PROC EDURE

 Ways in whi ch C o s m o s D i v i n e C a r e P t y L t d wi ll s uppo rt fami l y mem bers /carers can incl ude (b ut is
n ot l imited to ):

 Family mem bers /care rs w il l be pr ovided wit h and hav e acces s t o info rmat ion on res p ite s erv ices ,
cou ns ell ing, c ris is s upp ort, ed ucation , and t rai ning t o max imis e their wel lbei ng and ab ility t o ca re and
a dvocate for  t he  part icipa nt .

 I dentifying fami ly mem bers/care rs as s oon as p os s ible and ens ur ing t his is recorde d i n the pa rtic ipant ’s
recor d.

 Rev iewing family mem be r/care r i nfo rmat io n reg ul arly t hr oughout s ervice delivery. 
 Prov idi ng t rain ing and s uppo rt, if requ ired , to fami ly mem bers / ca rers t o max imis e their pa rtic ipatio n

in the s erv ice.
 Promoting an d dev elo ping the s t rengths of t he fa mily and as s ist ing t hem to dev elop thei r own net w ork of

f orma l and  in forma l  res ources .
 Ens uri ng that the needs of fami ly members/care rs who are chi ld ren o r ag ed pers ons are met , by

maintai ning k n owledge  of  s pecialis t s upp ort s ervices /organisat ions t hat can  as s ist them.
 Eng ag ing w it h fami ly members/care rs pr io r to the partici pant ex it ing C o s m o s D i v i n e C a r e P t y L t d s erv ices

t o provi de them wit h inf ormat i on o n cr isis manag eme nt and s ervices t hat can p rov i de ongo ing s upp ort to
t hem.

 I f a partic ipant refus es or does n ot wish to nomi n at e a family mem ber / ca rer during t he in itia l acces s
pro ces s , Cosmos Divine Care Pty Ltd w ill rev iew this at each s ervice rev iew .

 I f a partic ipant does not w is h to n ominate a fami ly mem ber/care r at any point dur ing t hei r s ervice, t his w i ll
als o be res pect ed, and comp ly with the any other relev ant leg is lat i on o r requi rements . I nformat io n, in th is
cas e, wi ll only be  pr ov ided to  fami ly mem bers /care rs :

 if the pa rtic ipant p rov i des cons ent .
 if the  inf ormat io n  is needed s o that the  fami ly mem ber /  carer  can p rov i de care to the  partic ipant .



 t he family mem be r / carer  needs to know the  part icipa nt has been made  an involu ntary patient;  o r
 it is to  prevent harm t o the  pa rtic ipant o r to  anoth er pers on.
 I f partic ipants do not prov i de thei r co ns ent fo r a c arer to be i nv olved/have knowledge of the ir s erv ice ,

C o s m o s D i v i n e C a r e P t y L t d s ho ul d st ill eng ag e wi t h fami ly mem bers /carers . C arers may s t ill have v ery
high n eeds for sup port. I n th is cas e, family mem be rs /carers can s til l part icipate without b reaching
participant co nfidentia lity decis i on.  Cosmos Divine Care Pty Ltd can:

 prov ide parti cipant in formati on in g ene ra l terms and pr ov ide reas s urance about the s upp orts t hat
mon it or t he  pa rticipant ’s  w ellbeing .

 prov ide t he fami ly mem ber/ carer t he op portu nity t o pres ent thei r is s ues / needs , and to co ns ider thes e in
the as s es s ment, pl anning an d s upp o rt o f the partici pant.

 prov ide opp ortu nities f or the fami ly mem ber/ca rer to be invo lv ed in Cosmos Divine Care Pty Ltd at a
s erv ice  level.

 provide  s uppo rt to as s is t t hem to acces s other s er v ices  and adv ocacy .

W orking with ch ildren and their f a milies

 Where C o s m o s D i v i n e C a r e P t y L t d provi des s ervices t o a ch ild, Cosmos Divine Care Pty Ltd recog nis es t he
imp ortance of a fami ly’s invo lv ement in the s erv ice pr ov ided in o rder fo r the bes t pos s ible o utcomes fo r
the c hi ld.  Cosmos Divine Care Pty Ltd is committed to:

 w orking w ith the fami ly to i nfo rm and s t rengthen t heir pa rtic ipatio n i n, a nd contri buti on to , the c hi ld’s
learn ing and  dev elopm ent

 recognising an d acknow ledging the ex pertise  an d  k nowledg e of the  fami ly about the ch il d
 building t he con fiden ce of fami ly mem bers t o u nd erst and how fam ily routi nes and ev eryday activ it ies can

s uppo rt the c hild ’s dev elopme nt thro ugh capacit y bu ild ing , coach ing, and co llab orat ing w ith other s ervice
pr ov iders

 as s es s ing t he child ’s dev elopme nt and focus i ng on t he chi ld ’s funct ion in their ev eryday ro utines and
ac t iv ities i n thei r nat u ral learn ing env ironments .

 ens uring that s upp ort p lans are flexi ble an d cus t o mis ed to s uit the c hi ld’s an d family mem ber ’s prefe rences
and  lear ning s t y les

 promot ing s uppo rts t hat inc lude the  ch ild  in  dai ly  routi nes in the ir natural learning env ir onment
 colla borat ing w ith the  fami ly and  other p rovi ders  t o s uppo rt the co ord inati on of s upp orts pr ovided
 w orking w ith the fami ly and other provi ders w her e the family w ishes t o eng ag e a key w orker, to i dentify

an  app rop riately  s k illed an d  ex perie nced worker.
 s haring i nfo rmation , know ledg e and s k il ls w ith the family, and other provide rs w here c onsent

has been p rovi ded to  do s o
 respecting and v alu ing feed back fr om the c hi ld, fa mily, and other profes s iona ls t o improve

s ervice del ivery.

POLICY AMENDMENT RECORD
DATE BRIEF DESCRIPTION OF

AMENDMENT
AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



2 7 .   H AND LING P ARTICIPANT  M O NIES P O LICY  AND P ROCED U RE

Po licy  Code CDC.27.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 13th April 2023

1. PUR POS E AND SCOP E

This poli cy and procedure provi de g ui deli nes for Cosmos Divine Care Pty Ltd staff i n rel ation to the handl i ng and
where appropriate, manag em ent, of  part i cipant’s funds.

This poli cy appl i es to al l staff, contra ctors, an d vol unte ers.

Pl an Manag ement services are not i n the s cope of  thi s  pol i cy.

2. RISKS

Where participants requi re staff assi stance i n manag i ng thei r funds, there exi sts:

 a ris k of  s t aff mis manag ing  pa rticipant fu nds acci d ent ally or pu rpos efu lly .
 a ris k of  part icipa nt s  w rongfu lly accus i ng s t aff of  mismanag e m e nt.
 a ris k of  mis judg ing t he  balance  betw ee n duty of  c are and  dig nit y o f r is k .
 and thus

 a ris k t o the  rig hts of  t he  part icipa nt ;  an d
 a ris k t o the  reputat io n, t rus t and ef fectiven es s of  t he s erv ice.

3. PO LICY

 Cosmos Divine Care Pty Ltd is committed to :
 ens uring that pa rticipant s are s upp orted to mana g e, contro l, acces s and s pend their own m oney as

t hey determine.
 ens uring that where st aff have acces s t o a parti cip ant ’s money or other prope rty , that it is manag ed,

p rotected an d acc ou nted fo r.
 ex ercis ing a duty o f care  t o ens ure  t hat  part i cipa n t s  funds are n ot ex plo ited or d is advantag ed.
 A part ic ipant ’s  funds ca nnot be  legally manag ed  b y another pe rs on u nles s :
 the partic ipant has c ompetently as s ig ned manageme nt to that pers on
 an or der has  been made by t he  C ourts
 t he pers on has been app ointed as a C entrelink no minee un der the C ommonwealth S o cia l S ec u rit y

(Adm inistration ) A c t 1999 , whi ch a llows t he pers on to receiv e s oc ial s ecu rity pay ments on be h alf o f
anothe r.

 Cosmos Divine Care Pty Ltd s t aff wi ll not inf ormal ly manag e partici pant f unds witho ut the ex plic it cons ent
o f the  pa rtic ipant an d auth oris at ion from the Di rector.

 Pa rticipa nt s ’ money o r othe r p rope rty w ill on ly be us ed with the c ons ent of the partic ipant an d f or the
pur pos es  intended  fo r  t he  partic ipant.

 Cosmos Divine Care Pty Ltd w i ll not p rovi de f inanc ial inf orma t ion, adv ice or inf ormat i on other that whi ch
wo uld  reas onab ly be re qui re d u n der the pa rtic ipant ’s p lan.

 Pa rticipa nt s s hould manag e their own f unds wher ev er pos s ible. St aff s ho uld not manag e or mak e decis io ns
reg ard ing part icipa nt s ’ funds if partic ipant s are capab le of do ing s o thems elves , inc lud ing p ro v iding f inanc ial
inf orma t i on or advice  other  t han that wh ich wo uld  be  reas ona bly req uire d un der the partici pant’s p lan.

 Cosmos Divine Care Pty Ltd s y s t ems w ill in clu de app rop riat e checks and bala nces to ens ure the s afeg uarding
of  partic ipant s  f rom be in g   ex ploited, and to  pr otect s t aff from a lleg at ions  of f inan cial  mismanag e m e nt:

 Pa rticipa nt s w ho re ly on s t aff fo r manag ing thei r money mus t hav e an account with a s av ings 
institutio n that rec ords a ll t ransactions.

 Participa nt s ’ fun ds held  ons it e s ho uld  be kept  in a  s ecure locat ion.
 A s t aff member who w as not i nv olv ed i n the tra ns act ions mus t v erify that partici pants hav e receiv ed the

g oods and  s erv ices t hat have been pu rchas ed.
 St aff cannot  accrue  benef its  for t hems elves  from  manag ing  partic ipants ’ funds .
 Family members o r advocates mus t be i nvolved in decis io ns conce rn ing t he ex pendit ure or inves t ment of
s ig nif icant am ounts  of  pa rtici pant s ’ fu nds .
 All s t aff a re ex pected to dem onst rate a hig h lev el of ethica l c ondu ct in both their d uty t o the pa rtici pant

and t o C o s m o s D i v i n e C a r e P t y L t d . All st aff a re re qui red to maintain a bs olute c onf identia lity i n res pect o f
pa r t icipant ’s funds a nd accounts .



4. PROC EDURES

Person -cen tred Principles

 I n  g eneral,  pers on- cent red  pri nci ples g overn the  h andli ng of  partic ipant monies .
 St aff s hould ‘ do w ith’ not  ‘do for ’, s uppo rting  pa rti cipants t o:
 lead and d irect tra ns act ions .
 actively  parti cipat e  in  t he trans act io n and  t heir c ommun ity .
 t ak e co ntr ol of  and  responsi bi lity  f or  t hei r   cho ices .
 dev elop and ma intain in dependenc e, p rob lem s o l v ing , s ocia l and s elf -care s k ills ap pr op riate t o the ir age,

dev elo p menta l  s t age, and cu ltura l circ umstances .

Community Participa tion

Me als and Ente rtainme nt
 St aff mus t pay for t hei r own t ak e awa y , fas t food and res t aurant mea ls purchas ed when

accom panying  pa rticipant s in  t he commun ity .
 The us e of a com pani on ca rd is enco urag ed to c over the cos t o f entry into v enues/entertainment fo r a

s t aff member  w hen t he st a ff member  is accompany ing a  part ic ipant as  part o f thei r  i ndivi d ual p lan.
 Where a compan ion car d is n ot av aila ble or acce p t ed, the cos t wi ll be pa id by Cosmos Divine Care Pty Ltd.

To ar rang e reimb urs eme nt, the s t aff member mus t fo rward a receipt a nd request for payment fo rm to the ir
manag er for app rov al.

 A s t aff mem ber mus t not a ll ow a pa rtici pant o r th eir fam ily to pay fo r a s t aff mem ber’s entrance t o any
v enues o r entertainme nt.

Su pported Ind epen den t Living

Budgeting
 Pa rticipa nt s s hould manag e their own f und s w her ev er pos s ible. St aff s ho uld not manag e or mak e decis io ns

reg ard ing  part icipa nt s ’ funds  if  partic ipant s are capab le of  do ing s o thems elves .
 I ncidental S pendi ng M oney fo r Pa rt icipa nt s s hould be determ ined  on a  cas e -by-case  bas is .
 Sig natories t o ind ividua l pa rtic ipant’s acc ounts mu s t s at is fy themselves t hat reques t s for the w ithdrawal of

fun ds are f or g enu i ne pur pos es and f or the benefit o f the pa rtic ipant c oncer ned. Whe re p os s ible such
reques t s s hould  be in wr iting f rom the s t aff  mak ing the req ues t .

 Signatories mus t not s ig n  blank  w ithdrawa l fo rms .
 Any dis crepanc ies in  pr ocedu res s hould be  bro ug h t to the att ention  of the Direct or as  s oon as p os s ible.

Participa nt Bank Accounts
 All ad ult pa rtic ipants, wherev er  pos s ib le, s ho uld  h av e an account  in a financ ial ins t it uti on:
 held  in the ir own name
 t hroug h wh ich  partic ipant s  rece iv e their inc ome,  i nclud ing pens i ons , g i fts  et c; and
 through wh ich a ll s ig nif icant payments  are transac t ed.
 Where p os s ible a s y s t em of direct debit s s hou ld b e impleme nted fo r al l indiv idual part ici pant s ’

acco unts.
 Pa rticipa nt s ’ finances s hou ld be manag e d thro ug h pas s book accou nts without acces s v ia cred it car ds ,

deb it o r othe r p las t ic acco unt i dentif icatio n cards , o r aut omat ic tel ler mac hines .
 St aff may not us e a pa rtic ipant ’s PI N or other ac ces s codes w hen as s is t ing a participant t o ma nag e their

funds .
 All acc ounts , wh ich have s t aff invo lveme nt, s hou l d requ ire at leas t t w o approved s ignatures f or any

withd raw al o f fu nds .

Saf e guarding  Partici pant Fun ds

 The amou nt of  in div id ual  partic ipant  funds he ld  o n s ite s houl d be kept to  a minimum.

A l l parti ci pant expenses require written recei pts. I t i s the responsi bi lity of the Director (or deleg ate) to ensure
that al l recei pts are avai l abl e for checking .

 Pa rticipa nt s ’ fun ds w hich are mana g ed by s t aff members s hould be c hecked at leas t monthly, by an
indepen dent s t aff member (i. e. a s t aff member wh o was not inv olv ed in the t rans act ions ). Debit s ,
w ith drawals and ex pen ditu re s hould be checked ag ains t receipts . Spot -c heck au dits s houl d be perfo rmed
by an in dependent s t aff  mem ber, or other  nom in at ed employ ee at leas t annual ly .

 M onthly f inanc ial repo rts s hould be p repare d on a ll part ic ipant s ’ funds an d financ ial t ransactions, fo r the



inf ormati on o f the D irector, whe re app rop riat e.
 Pa rticipa nt s ’ cas h fu nds and bank books, where p oss ible, s h oul d be held by the partic ipant s t hems elves .

Where this is not p os s ible, they s ho uld be s t ored in a safe p lace. The items are n ot to be k ept, le ft o r s t ored
any w here ex cept in the s t at ed lo cat ion. C hang es in s ig n at ories t o in div idua l pa rtic ipant ’s accounts need to
be made as s o on as a p res ent s i g natory ceas es in their current ro le. C opies o f com plet ed ‘C hang e of S ign at ory
Forms ’ a re to be checked by an indepe ndent s t aff member befo re t hey are lo dg ed with the financ ial
instituti on.

 Any dis crepanc ies in t hes e pro cedures , parti cipa nt s ’ accounts o r mo ney s are to be b roug ht to the at t ention
of the D irecto r, as s oon as p os s ible after  t hei r  dis cov ery .

Participa nt Expense s an d Pu rchases
 UTILI TIES: The cos t t o pa rtici pant s fo r uti lit ies and other reg u lar ex penses w il l be calcu lated acc ord ing to

form ulae ag reed to by t he partic ipant (e. g . , the total bi ll div i ded by the number of part icipa nts ). Pa rt icipa nt s
are req ui red to reimbu rs e the organ isat ion f or all b ills a nd payme nt s accord ing to the ag reed formu la.

 PERSONAL USE I TEMS: Pa rtic ipants are res ponsib l e to pay di rect ly f or a ny pers onal s erv i ces and items
pu rchased (e. g . , medi cal b ills, medi cat ions , community acces s s erv ices charges , s pecia l s oaps , s hampoos ,
perfume  et c. , unles s otherwise  ag reed  in wr iting by the   D irecto r .

 C OM M ON USE ITEMS: Where s t aff as s ist with the purchas e o f s ig ni ficant items for us e in c ommon areas
(e. g . , s ound s y s t e m s , fridg e, T V et c. ), they s hould  dis cus s w ith pa rtic ipants , fam il ies and adv ocat es :

 rights of  ownership ,
 maintenance res p ons ib ilit ies ,
 operat io n, risks , etc.

Pri or to com menci ng the purchasi ng process, the above i ssues shoul d be resol v ed; understanding s reached
shoul d be documented an d a pproved by the Di rector.

Role s and Re sponsib ilities
 St aff directly i nvolved i n manag ing  pa rtic ipant f un ds are res pons i ble  for:
 As s is t ing  participant s  w ith  budget ing and  t he pu rc has e of g oods an d s ervices .
 Exercis ing a  duty of  care to  prevent  the ex pl oitat i on o f  part ici pant s  w hils t

res pecting t he dign ity of  ris k .

Faci l i tating the wi thdrawal of funds for i nci dental expenses and specifi c purchases, an d compi l i ng receipts for
purchases made by  participants.

 C hecking funds kept o n s it e and  ens ur ing the s afe  s t orage  of s uch f unds .
 Reporti ng t o the Di rector any dis c repancies an d, u nus ual ba nk withdrawa ls or ex pendit ure.
 As s is t ing w ith partici pant s ’ bank ing and  payment of b ills .
 Ensuring appropriate amou nts  of  incidental s pen d ing money f or  partic ipant s .
 Ensuring fun ds and receipts are held s ecurely o n p remis es and a re read ily acces s ible fo r reg u lar an d s pot
au dits . 
 St aff invo lved in  mon itor ing  part icipant fu nds:
 Undert ak ing regula r  au dits  of  parti cipa nt s ' funds .
 M onitor ing mo ney manag eme nt s y stems  on s ites  and ensur ing t hat the proces s es  are accou ntable.
 Prov idi ng fami lies and  g uardia ns with re ports ab o ut  partic ipants ’ funds  on an as requi red bas is .
 Reporti ng to the Di rector any dis c repancies  or def icienc ies in  t he money manag eme nt s ys t em.
 C hecking  partic ipant s ' i ncome ag ains t thei r  entit lem ents .
 C hecking t hat partic ipant s ' i ncomes  and  g ifts are d eposited in  t he co rrect accounts .
 C hecking t he appropriatenes s of cha rges  lev ied by  t he organisat i on ag ains t partici pants . 
 C hecking depos its and w ithdrawals  from  parti cipa nts ' accounts ag ains t funds received and pay ments made.
 C hecking payments  made and g oods an d s ervices  purchased ag ains t re ceipts .
 C hecking t he appropr iatenes s of s ignator ies  of  par t icipant s ' acc ounts .
 Prepari ng for  t he Di rect or , month ly rep orts  of  al l audits  perf ormed.
 Prepari ng fina ncia l s t at eme nts  as required.
 C ollating an d s t or ing al l cu rrent a nd p revious c hec k ed  and aud it ed acc ounts .

Monitoring and Review

 This p ol icy and pro cedure w il l be review ed at leas t annually by the Manag eme n t Team and in corporate 
s t aff, part icip ant and othe r s t ak eholde r feedback as well as pa rtic ipant f ile a udit s , t o as s ess alig nment
bet w ee n documente d  proces s es  and actual  pra ct ice.

 Cosmos Divine Care Pty Ltd’s Continuous I m p rovem ent Pla n will be us ed to reco rd a nd monito r p rogres s 
of any  impr oveme nts ident if ied  and feed  into t he s erv ice plann ing and  del ivery pr oces s es .
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28. WORKING IN  P ARTICIP ANT  H O M ES P OLICY  AND  P ROCED U RE

Po licy  Code CDC.28.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 27th April 2023

1. PUR POS E AND SCOPE

This pol i cy and procedure seek to minimi se risk to staff heal th and well being whi l st usi ng equi pment in parti ci pant
homes.

This poli cy and procedure appl y  to al l staff, contractors, volunteers and student placements.

2. RISKS

Ri sks to staff working i n participant homes are i ncreased due to use of unfami l i ar equi pment i n an unfami liar (and
someti mes unsui tabl e) work environment.

A s staff m ight not be apprised of changes to the envi ronment and equi pment, staff need to exercise caution and
condu ct risk assessm ents p ri or to  beg i nni ng each task.

3. PO LICY

Where Cosmos Divine Care Pty Ltd delivers services i n participants’ hom es i t i s responsible to mi ni mi se ri sk to staff
provi di ng supports. Cosmos Divine Care Pty Ltd will conduct an i ni ti al ri sk assessment i n consul tation wi th
partici pants, and other stakeholders (as appropriate) and i denti fy potential hazards and put app ropriate control s i n
pl ace pri or to c om m enci ng servi ce delivery.

Ri sks will chang e over time: Cosmos Divine Care Pty Ltd staff shou l d assess ri sks as they del iver servi ces; they should
report and  ri sk to parti ci pant and  staff heal th and well being as they emerge.

4. PROCEDURE

Responsibilit ie s

 Safet y and wellbe ing are s ha red mutua l res po nsib ilit ies (s ee Pa rticipa n t Righ t s an d Respo n sib il ities Po l icy
a n d Pro c ed u re ). Cosmos Divine Care Pty Ltd an d partici pants , thei r ca rers and t heir fami lies s hou ld w ork
tog et her to p rov ide  a s afe env ironment  for w ork ers .

 Cosmos Divine Care Pty Ltd s ho uld :
 clearly c ommun icat e and  unde rs t and what service s are to be  prov i ded.
 as s es s  addit iona l s ervices befo re  de live r y . 
 rev iew an activ ity t hat may hav e chang ed to ens ur e the contr ols are s t ill working o r need t o be a ltered.
 document the daily m onit ori ng of t he s ervice usin g v arious met hods (e. g . a communi cat ion fo lder /bo ok

or electr onica lly) part icula rly w here t here are s ev eral s ervice prov i ders o r s ev eral comm unit y w orkers fo r
a  partic ular partici pant.

P a r ticipa n ts and/or ca r er s  (and landlor ds  – where  appropriate) s hou ld:
 maintain a s afe work envi ronment (e. g . repair bro k en s t eps , mow long g rass , res t rain an imals , prov i de

adeq uate lig hti ng )
 look after t hei r own in -home s afet y (e. g . maintain electrica l equ ipment an d ins t all s moke ala rms and

s afet y s w itches t o s w itch boards )
 cooperat e w ith s erv ice p rovide rs and wo rkers t o e ns ure s afe work proced ures and a s afe w ork

envi ro nment (e. g . move furnit u re to a ll ow adequate work s pace, us e l ifting eq uipment bas ed on
as s es s ed needs )

 kee p their eq uipment s afe,  w ell maintai ned an d i n  g ood o rder
 info rm s ervice  prov i ders and  others o f any kn own  hazards.

Risk Asses smen t ( Pre-se rvice)

 Where C o s m o s D i v i n e C a r e P t y L t d deliv ers s ervices i n pa rtici pant s ’ homes it w il l conduct a n i nitia l 
as s es s ment of pos s ible  domes t i c hazards ,  pr ior t o comme ncing s ervice  del iv ery.

 The r is k  as s essment will be c ond u cted i n c ons ultat ion w ith (as app rop riate ):
 partici pants , 
 their fam il ies and ca rers



 landlords a nd othe r s t ak eholde rs
 other s erv ices pr ov id ing s uppo rts , where  pos s ible.
 Cosmos Divine Care Pty Ltd w i ll s ee t hat adequate cont rols a re put in p lace p rior t o comme ncing

s ervice  del iv ery.
 The r is k as s ess ment will f ollow the 5 -s t ep Risk Manag eme nt Proces s (s ee Risk Ma n a gem ent Po licy a n d

Pro c ed u re )
 I dentify hazards .
 Analyse :  As s ess and pr ioritise r is k s .
 Treat : Implement c ontr ols t o e lim inat e or  mitigat e the ris k .
 Monitor and rev iew: Cont inua l ly mo nito r and ev aluate the ris k s and treatments t o maintain the ir
ef fectivenes s and ap prop riat enes s .
 Report: P rovide reg ula r rep orts t o the organisat i o n and s t ak ehol ders . (C onsul tati on shoul d be

carried out at each  step of  this  process)
 I f the as s ess ment s hows t hat workers are ex pos ed to s ig nif icant ris k s , Cosmos Divine Care Pty Ltd wi ll

determine w het her they need t o m odify or sus pend t hat part icu lar s erv ice unti l the risk has been
a dequate ly contr ol led. Pa rtic ipant advocacy g roups are av ailab le to wo rk with a ll p ar t ies t o addres s the 
is s ues .

Risk Asses smen t (On -going)

Responding to ch ange s

C hang es wil l someti m es occur which can affec t workplace heal th and safety. C hang es which may

affect staff heal th and safety inclu de the foll owi ng :

Change s in p articipant’s health

I l l ness, i njury and other changes to a participant’s he al th status, shoul d be m oni tored as a potential source of risk
to workplace heal th.

 St aff s hould:
 reg ularly m onito r the  partic ipant ’s health s t at us
 info rm thei r s uperv is or an d i nitiate  the  need  f or a  rev iew of the  care p lan
 reas s ess t heir activities  t o e ns ure the  ris k s are co n t rolle d
 dis cus s  t he need fo r c hang es  w ith the  part ici pant  and thei r families .

Change s to the home e nvi ronmen t 

 A partic ipant ’s  home envi ronment  can cha nge betwee n v is its .  C hang es may incl ude:
 positio ning o f f urn iture
 inope rable  electr ical e qui pment
 people  or anima ls are n ow present 
 alt ered s t orage patterns
 s pills o r  leak s
 new equipment  or fur nit u re
 obstructed acces s .
 St aff need to :
 determine at each  v is it the s afet y of the  partic ipa nt’s home as a wo rkplace before  commenci ng duties .
 undertake a visual s can of  t he  part ici pant ’s home  i mme diately on a rr ival, a nd of the eq uipment  befo re us e.

Change s to serv ice arrangements

 C hang es  t o s erv ice arrangeme nts coul d i ncl ude:
 chang es  in the s erv ice  requ ired
 reques t ed s t aff chang e by  pa rtici pant o r by wo rker
 chang es  in alter n a t e  s erv ice provider.
 Where time  does n ot all ow n ormal  as s es s ment and pla nni ng ,  Cosmos Divine Care Pty Ltd will: 
 complete a p rov is i onal  as s es s ment
 mak e interim a rrangeme nts
 fol low up  w it h  long -term  arra ng e m e nts .
 Cosmos Divine Care Pty Ltd w i ll in dicat e it s ex pectat ions for manag ing ris k prio r to comme ncing

s ervice  del iv ery.

Repo rting incidents

 All inc idents inv o lv ing s t aff and part icipa nts w ill b e repo rted as per the I n ciden t Ma n agem ent Po licy



an d Pro cedure .
 Reportab le in cidents  include:
 injur ies  t o pa rticipants  or w orkers
 eme rgency s ituations
 near mis s in cidents  w here the re is  no  inju ry but  requires  p rev entat ive  action.
 St aff ind uct io n wi ll inc lude  t rain ing i n  Cosmos Divine Care Pty Ltd’s Incident

Manag eme n t  procedures
 Cosmos Divine Care Pty Ltd w i ll inc lude all i ncide nts recorde d in t he I n c iden t Reg ister in its WH&S rev iew as

reg ulat ed i n the  I n t ern a l Au d it Sc h ed u le.

Electrical  equipment

 St aff shoul d f ol low the  Electrical S a fet y Po l icy an d P ro c ed u re w herever pos s ible.
 Cosmos Divine Care Pty Ltd is res pons ib le f or the t es t ing and maintenance o f equ ipment it provides fo r us e

i n pa rtici pant h omes . St aff s ho uld:
 report  faults and  s us pected fau lts immediately
 t reat  Cosmos Divine Care Pty Ltd elect rica l equ ipment  left i n  participant  res i dences  as det ailed be low.
 Where C o s m o s D i v i n e C a r e P t y L t d s t aff m ust us e the partic i pant ’s electr ical inst allat ion and electr ical

equ ipment ( i. e.  power p oints ,  lig hts ,  ex t ens ion leads et c), t hey s hould :
 Vis ual ly ins pect the e lectrica l inst a llati on to s at is fy thems elves as t o the electrica l s afet y of the installati on,

pay ing pa rticu l ar at t ention t o det ai ls s uch as damag ed or mis s ing pa rts and b urn ing o r d iscolourati on of the
e lectrica l fittings   in the  installat ion  (e. g . damag ed light s w itch o r  cracked  power  po int).

 Av oid us ing t he partic ipant ’s elect r ical e quipment (i. e. elect ric ket t les , v acuum cleaners, ex t ens ion leads et c)
if  pos s ib le,  as  Cosmos Divine Care Pty Ltd is n ot i n  contro l  o f the e lectrica l c ond ition  of  t his equ ipme nt.

 C onnect parti cipa nt equi pment v ia a comp liant s a fet y s w itch. If the partici pant’s res i dence is not f itted
with a  s afety switch  – o r i f u ncertain  – s t aff s hould  use their own  portab le s afet y s w itch.

Hazardous substances/chemicals

 All c hemicals a re hazards that s ho uld  be  ide nti fied  and managed.
 There are  a num ber  of c hemicals  us ed in  commun it y s ervice work,

part icu lar ly fo r clea ning , lau ndry an d g arden ing t a s k s. Some of thes e chemicals may be haz ardo us w ith the
ris k s increas ed in a reas w ith p oor v entilation (e. g . s hower alcov es , ov ens o r s mall g ardeni ng s heds ). The
effects from ex pos u re to hazardo us s ubs t ances can range from min or s k in i rritati on to chronic d iseas es s uch
as occupat iona l as t hma a nd v ari ous fo rms of  cancer.

 D isinfectants and c leaning s oluti ons are a commo n cause of chemica l inju ries among w ork ers in t he h ome
environment. Subst ances , l ike s odium hy pochl or it e (bleac h) a re an ir ritant an d, in hig h c oncentrati ons, may
caus e burns to t he s k in, m ucous mem b ranes and ey es . 

 Where s t aff  us e chemica ls s uppl ies by  parti cipa nt s , they s hou ld:
 av oid us ing c hemica ls t hat hav e been decanted  in t o another  conta iner
 read the f irs t aid  in fo rmat ion  and  precauti ons o n t he label  bef ore use;
 note any adverse  react io ns t o chem ical  use; and
 cons ult with  part i cipa nt about  rep lacing t he  pro d uct or des ig ning the tas k where pos s ible
 report a dv ers e reaction  as an  inci dent to  be do cu mente d in the I nc ident Reg is t er

Medications
 M edications , w ith the ex cepti on of a few s uch as c y t otoxic (anti - neop last ic) drugs , are not c las s ified

hazardo us s ubs t ances .

POLICY AMENDMENT RECORD

DATE BRIEF DESCRIPTION OF
AMENDMENT

AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



2 9 .   S ERV ICE  EX IT P O LICY AND P ROC ED U RE

Po licy  Code CDC.29.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 27th April 2023

1. PUR POS E AND SCOP E

This pol i cy and procedure describe t he process f or t he exi ting of participants from Cosmos Divine Care Pty Ltd’s
service.

This poli cy and procedure appl y to al l potenti al and exi sting Cosmos Divine Care Pty Ltd participants, thei r
fami l y mem bers and carers, and  oth er rel evant stakehol ders.

2. PO LICY

Participants hav e the rig ht to termi nate thei r service provi si on and any ti m e, and this deci si on wi ll not prejudice future
a ccess t o the service.

Cosmos Divine Care Pty Ltd wil l collaborate wi th other services to enhance exi t/transi ti on pl anni ng to meet peopl e’s
needs where appropriate.

Exi t procedures wil l be fai r, transparent, fol l ow due process, uphol d the ri g hts of par ti ci pants, and protec t the safety
and  i ntegri ty  of  Cosmos Divine Care Pty Ltd staff,  participants,  programs,  and servi ces.

3. PROC EDURE

 All pa rtic ipant s  s hall be p rovi ded wit h  ap pr opriate :
 Advice and s up port  w hen ex it ing the servi ce.
 Referral t o other s erv ices and l inks t o the c ommu nity (inc lud ing t hos e that will as s is t the part icip a nt’s

rec ov ery and wel lbeing );
 I nformatio n re lating t o e ntering our s ervices at a l at er date (this w i ll a ls o be provide d to fam ily membe rs

and  other s erv ice  pro v iders invo lved in  fo ll ow -up).
 Pri or to the participant’s exi t from Cosmos Divine Care Pty Ltd, t he Di rector (or del eg ate), wi th the

partici pant and fam i l y m embers/carers (i f nominated by the par ticipant) wi l l revi ew the outcomes of the
service and supp ort, as well as i nform the  participant  of  ong oi ng fol l ow -up arrangements (i f any).

 A l l participants wi ll be i nvi ted to compl ete a Pa r tic ipant Exi t S u r v ey upon exi ti ng the servi ce and will
be offered the opportuni ty to have an i nformal interview with the Di rector (or del eg ate).

 Wi th the consent of the par ti ci pant, carers and fam i l y m em b e r s wi ll be i nvol v ed i n ex i t pl anni ng and
fol l ow -up arrangements to ensure con ti nui ty of care.

POLICY AMENDMENT RECORD
DATE BRIEF DESCRIPTION OF

AMENDMENT
AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



3 0 .   D U T Y OF CARE P O LICY  AND P ROCED U RE

Po licy  Code CDC.30.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 27th April 2023

1. PURPOSE AND SCOPE

This policy and procedures outline Cosmos Divine Care Pty Ltd’s duty of care responsibilities to its participants and 
othe r stakeholders.

This poli cy and procedu re appl y  to al l staff, contra cto rs, and volunteers.

2. RISK

Fail ure to prov i de cl ear di rection on the p revention and m anag ement of care c oncerns co u l d l ead to under-repor ti ng
of care i ssues, i n adequate re sponses, and bel ow standa rd service provisi on. Di rection around care con cern
prevention and manag ement aims to drive a culture of ri g hts facili tation for peopl e with di sabil i ty and conti nued
service  improvement  and  staff development.

3. DEF INITIONS

Dignity of risk – Respecting each i ndi v i dual 's autonomy and sel f -determination (or “digni ty”) to make i nformed
choices and calculated risks for  the m sel ves.

Duty of care – A common law concept that refers to the responsibilities of organisations to provide people with an
adequate level of protection against harm and all reasonably foreseeable risk of injury. In the context of this policy, 
duty of care refers to Cosmos Divine Care Pty Ltd’s responsibility to provide its participant s wi th an adeq uate level
of  car e a nd protect ion aga inst forese eabl e h arm and injury.

Care concerns – are defi ned as acts or si tuations where a person ’s heal th and/or wel l bei ng i s jeopardi sed because of
a fai l ure to meet an agreed mi ni m um standard of  care. C are concerns can be mi nor, moderate, or seri ous.

 M inor care c oncer ns are de fic its in acce pted care s tandards where the observed actions of a s t aff mem ber,
v olu nt e e r, c o ntractor or pers on on placement, or genera l o rganis at iona l p ractices are likely to pos e a m ino r
r is k to the s afet y , wellbe ing and qual ity of li fe of peo pl e wit h disa b ility, if intervent ion does n ot occ ur. M in or
care c oncer ns  may  inclu de, but are  not limited  t o:

 Poor att entio n to a pers on ’s g room ing needs ( e. g . nails d irty o r unt rimmed , tee t h not brus hed , c loth ing
unc lea n, hai r n ot com bed et c)

 Being distracted whe n i nteracting w ith pers on ( e. g . t alking on pers o nal mobi le, lis t ening t o po rtable
mus i c device ,  wat chi ng telev ision et c)
 Failu re to pa rtic ipate with interes t and enth us ias m in act iv ities des igned to fos t er a pers o n’s part ici pation

in  t he activ ities  of d aily l iving
 Res t rict ing op portu nities f or a  pers on  t o act  indep endently in  t he abs ence  of any real s afet y conce rns
 Requir ing rem inde rs t o meet deadl ines  fo r a  pers on’s app oi ntments , day activ ities or wo rk
 Requir ing rem inde rs t o mainta in acc urate rec ords .
 M oderate care c oncer ns are de fic its in ca re s t and ards w here the a lleged actions of a s t aff mem ber , v o luntee r,

co ntractor o r pers on on pla ceme nt, o r g eneral org an is at ional pra ctices hav e place d the s afet y , wellbei ng and
qual it y of l ife of pe ople w it h d isabi lity at mode rate risk . M oderate care c oncer ns may incl ude, but are not
lim ited to:

 Frequently  ig noring di rectio n f rom the  s uperv isor / ma n a g er regarding t he s upport needs  of a  pers on
 Pe rs is t ent ly ignoring a pers on ’s  diet ary a nd hyd rat ion  needs after c lear ins t ruct io n and  t rai ning
 Pe rs is t ent teas ing or mak ing fun  of  a pers o n
 Taking unauth or is ed ph otos of a  pers on

      Requiring rem inde rs and gui dance to  at t end to a  pers on’s hea lth needs .
      Serious ca re co ncerns a re breac hes i n  care s t anda rds where the a lleg ed.

actions of a s t aff mem ber , v o luntee r, co ntractor o r pers on on pla ceme nt, o r g eneral org an is at ional
pra ctices hav e place d peo p le with d isabi lity at s ig nificant risk o r immed iate dang er of ser ious ha r m or hav e
already ca us e d the pers on with disab ility s erious ha rm. Se rious ca re con cerns may in clu de, but are n ot
l imited to :

 Expos ing the pe rs on to ex t reme s afet y ris k s



 Witnes s ing an act of ab us e or neg lect without inte rvening and fai ling to mak e an immediate repo rt of t he
abus e  to the  manag er /s upervis or

 Res t ricting a pers o n’s f ree dom  of m oveme nt without autho ris at io n
 I ntentionally w ithho ldi ng fo od o r d ri nks  from  a pe rs on f or a  cons i derab le perio d o f time
 Adding s t aff names t o pers on ’s bank acc ounts or prope rty w ithout the approval of t he pers on ,

an d/o r fam ily o r g uar dian.

4. POLICY

 Cosmos Divine Care Pty Ltd has a zer o-tolerance  po licy towar ds abuse, harm,  and neg lect.
 Cosmos Divine Care Pty Ltd has a duty of care to ens ure that people w ith d isability are not s ubject to any

ty pe  of ab us e,  harm  or neg lect .
 Cosmos Divine Care Pty Ltd has a m ora l and leg al obl ig at ion t o tak e all reas onab le care in p rov id ing s ervices

and t o mee t app rop riat e s t andards of care. T he appro priate s t andard o f care is as s es s ed on the ac t ion a
reas onab le pers on would tak e i n a  partic ular  s ituatio n.

 D uty of care is breac hed by fa il ing to do what is re as onable o r by doi ng s omet hing unreas onab le that
res ults in harm, l os s or inju ry t o an other. T his can be p hys ical ha rm, e conom ic los s or ps y chol og i cal trauma.

 St aff mus t us e t heir pro fes s ional s k i lls an d ex perie nce to dec ide what acti ons they s hould tak e i n each
s it uat ion  of  potentia l ha r m.  Where p oss ible, concerns s h ould be  discuss ed  with the Di rector.

 Duty of care m us t  be balan ced with  an  ind iv idua l’ s dig nit y of  ris k .
 The facto rs  t o be  cons ide red  in s ituati ons o f poten t ial ha rm are:

 the ris k and  likel ih ood  of  harm.
 t he s orts of  injuries  t hat cou ld  occu r an d an as s es sment of the ser iousnes s   of those injur ies .
 precauti ons that cou ld  be tak en to m inim ise  the r i s k  of harm  or s er ious nes s of the  inju ry .
 the us efulnes s  of the  act iv it y invo lving r isk ; and
 current  pr ofes s ional s t andards abo ut the is s ue.

 Av oiding ha rm o r  inju ry invo lves : 
 determining w hen ha rm o r i njury  is fo res ee able.
 tak ing account  of the s er ious nes s of the  potentia l harm o r  i njury.
 as s es s ing ris ks from the othe r  pe rs on's pers pectiv e.
 recog nis ing that s ome  ris k s are reas onab le.
 not activ ely harm ing o r  injur ing t he  other pe rs on.
 av oiding d iscr iminati on a nd ov er ly res t rict ive opti ons. 
 av oiding c ompr omis es  t o the r ig hts  of  other s .
 noticing ris k s  t hat the pers o n ale rts  y ou to.
 recog nis ing when  peop le are  at  r is k of i njury  from  others .
 s upporti ng peop le to c onf ront  ris k s s afely.
 s afeg uarding others f rom  harm  or inju ry ; an d
 maintain ing con fide ntial ity .

5. PROCEDURES

 All C o s m o s D i v i n e C a r e P t y L t d s t aff inv olv ed in parti cipant ca re wil l at al l times p rov i de a s t andard o f care
t hat is reas ona ble an d co ns is t ent with the p ol icies and proced ures out lined  i n this man ual.

 St aff wil l n ot car ry out tas k s  requi ring  qualificat io ns or tra in ing t hat t hey do not have.
 St aff wil l p romptly repo rt co ncerns ab out the s afe t y of parti cipa nt s (inc lud ing env ironmental hazards) t o the

Di rector s o that ap prop riat e acti on ca n be tak en. See Cosmos Divine Care Pty Ltd’s Incident M a nag em ent
and Preven t ing a n d Respo n d in g to  Abuse Neg lec t a n d Exploitat ion Po licies an d Pro c ed u res .

 Pa rticipa nt s w ill be enc ourag ed to always make their own decisions regarding their care. This may requi re
the s up port  of  other s ig ni ficant  peop le as per the Dec is io n Ma k in g a n d Ch o ice Po licy a n d Pro ced u re.

 I n manag ing behav iou rs of con cern s t aff w ill f irst ens ure their own s afet y and the s afety of others . No
pun itiv e actio n wi ll be tak en , and res t raint wi ll on ly be imp leme nted in acco rdance w ith the Po s itive
B eh a viou r S u p port an d Restrict ive Pra ct ices Po l icy an d Pro ced u re .

 Pa rticipa nt s have a right to comp lain about Cosmos Divine Care Pty Ltd s erv ices an d they and their k ey
s upport person/a dvocate s hou l d be ale rted to the Feed b a ck, Com p lim en t s an d Com p laint s Po licy an d
Pro ced u r e   and ex t ernal compla ints  bod ies .

General Principle s

 Pe ople with disabi lity are in forme d of t hei r i nhere nt human rig hts and a re s upported to ex ercise thes e
rights . 

 Pe ople with disabi lity have the rig ht to partic ipate in a nd c ontr ibute to the s ocial, cu ltural, politica l, and



econ omic  li fe o f the c ommunity o n an eq ual bas is w ith others .
 Pe ople with disabi lity have the rig ht to live f ree f r om abuse, neg lect, intimi dation, and

ex plo itat ion.
 Pe ople with  disabi lity have the  rig ht to  be res pect ed for t hei r  wort h , d ignity, indiv iduality, and  p r ivacy .
 Pe ople with disabi lity have the rig ht to real is e thei r potentia l f or intel lectual, phy s ical, s ocial , emot iona l,

s ex ual, and s p irit ual de v elopment.
 Pe ople with disabi lity have the rig ht to hav e acces s t o appropr iate as s ist ance and s uppo rt that wi ll e nable

them  t o max imis e th eir capa city t o ex erc is e choice  and c ontr ol and  real is e their  potent ia l.
 Pe ople with disabi lity have the rig ht to purs ue a ny g riev ances w ith d is abil ity s ervice prov i ders witho ut fear

of the  disco ntinuat i on o f s ervices or of recrim inati ons or retr ibuti on  from  dis ab il ity s ervice prov i ders .
 Pe ople with disabi lity are empowered t o determ in e their own bes t interes t s , incl udi ng t he r ig ht to ex ercise

i nfo rmed c hoi ce an d tak e calcu lated r is k s .
 The cu lt ura l and  l ing uis t ic  divers ity of  peop l e with  dis abil it y is res pected.
 Pe ople with  dis abi lity  receiv e qua lity s t andards o f  care.
 I ntervention i n the l iv es of pe ople w it h d isabi lity o ccurs i n the leas t intrusive way , with the s malles t

in fr ingeme nts on the few e s t rig hts .
 Serv ices and s upp ort s are bas ed on contempo rary ev idence -based bes t practice w ith a s t rong focus

on pe rs on -cent red ap proaches .

Responsibilities

Cosmos Divine Care Pty Ltd’s i s   responsible   for:

 fos t ering a pe rs on-cent red s erv ice c ultu re whic h s uppo rt s  part ic ipant s ’ s afet y and well being
 es t ablis hing and ma intai ning a s afe s ervice  env ir o nment
 prov id ing s t aff with t rain ing and g uidan ce on t he prevention a nd manag eme nt of care c oncer ns and duty of

care. T his may  inc lude t rain ing and g uidance  in:
 disability aw arenes s .
 relev ant leg islatio n, po lic ies , p rocedu res, and g u id elines t hat may as s is t t hem in the de livery o f d irect

s up port .
 any ind iv idua l p roces s es and/or s t andards o f s upp ort that the d is abil it y s ervice prov i der has  in place.
 positive s uppo rt p ractices  and  care c oncer ns.
 identifyi ng and  repo rting al leg at ions o f abus e an d  deficits  o f ca re.
 record ing an d rep orti ng .
 manag ing care co ncerns by:
 provid ing app rop riate g u idance a nd tra ini ng
 provid ing app rop riate s upe rv is ion
 conduct ing per forma nce reviews   and
 tak ing dis cip lina ry actio n where a p pr opr iate
 report ing s erio us care c oncer ns where they ar is e as per the I nci dent Manag eme n t Policy and P roced ure an d

Prev entin g  and Res pond ing t o A buse, Neg lect and Exp lo itation P olicy and P roced ure
 debrief ing  pa rticipants  and s t aff a fter care  con cer ns hav e  occurred
 conduct ing s ervices rev iews  focus i ng on  both the  i ndiv id ual level and  acr os s the organisat io n.
 analy s ing repo rted care  con cerns and  dev elop ing  correct ive s t rateg ies
 implementi ng rev iewed co rrective s t rateg ies
 protecting t he c onf identia lity o f pa rtici pant i nfo r mat ion as per t he Pr iv acy and Conf identia lity Po licy an d

Pr ocedu re.

Staff   are   responsible   for:

 ens uring t he s afet y and wel lbei ng of  partic ipant s  i n their care.
 acting on  duty -of- care g ui dance an d tra ini ng prov i ded.
 provid ing feedba ck on  care manag eme nt s t rate g ies. 
 identifyi ng and  reco rding potentia l im proveme nts t o  care  prov ided.
 dis cus s ing care p references an d p otentials w ith  t h e  part ic ipant ,  fami ly and carers .
 record ing ca re pre ferences  i n the  pa rtic ipant ’s f ile . 
 dis cus s ing improveme nt to care  w it h thei r  manag er.
 identifyi ng pos s ible  care  conce rns and whe re p os s ible ,  acting t o  prev ent  them.
 res pondi ng t o ca re con cerns as t hey arise.
 documenti ng care c oncer ns and res pons es in the participant f ile a nd b ri ng ing them to the att ention of the ir

s u pervisor. 
 modell ing ex emplary behav iou rs w hen s upp orti ng peop le with dis abi lit y and interacting with other s t aff and
care p rovi ders,  inc luding fami lies  and  carers .



Service cu lture

Cosmos Divine Care Pty Ltd will  deliver   person-centred   services   by   ensuring:

 t hat participants are involved in maki ng decisi ons and ch oices abo ut al l as pect s of the s uppo rt
s ervices  t hey receive.

 t hat indiv idual p lans are in p lace that c lear ly docu ment ind iv idua l ch oices , needs , cons ent ar rangeme nts .
 that service deliv ery s upp orts  t he  pa rtic ipant ’s ac hiev eme nt of thei r g oa ls .
 that services  are delivered  in  an et h ical, res pect fu l,  and s afe manne r that

focus es  on  human  rights .
 t hat s erv ices promote the wel lbei ng , i nclus ion , s af e t y, an d qual ity of  li fe of people w ith d is abil ity .
 that intervent ions  or s afeg uards  implemented :
 have been consented to ;
 are the leas t res t rictive  on the  few es t rights ; and
 cons ider  t he pers o n’s pa rticu lar g oa ls , as pi rations ,  interest s , prefe rences , s t rengths, a nd capacities .

Record ing and repo rting

 M od er a te ca r e con cer ns may be Reportable Inc id ents if s t aff per ceive that harm is d one to t he pa rticipant . 
Repo rtable Inc ide nts s hould be rep orted to the ND I S C ommis s ion as per t he I n ciden t Ma n agemen t Po licy
an d Pro c edure.

 S er iou s ca r e concer n s are Reportable I nc idents an d s houl d be repo rted to the ND I S C ommis s ion as per t he
I n ciden t Ma n agemen t Po licy an d Pro cedure .

 From 1 July 202 0, if the conce rns re late to co nduc t of a d is abi lity w orker , it may als o cons t itute n o t ifia ble
c ond uct and requ ir e repo rting t o the Vict oria n Dis ability Workers C omm is s ion. See the I n c iden t 
Ma n a gement Po licy an d Pro c ed u re for furthe r g uida nce.

 Cosmos Divine Care Pty Ltd s t aff wi ll reco rd a ll care c once rns and p otential care concerns in the
parti cipa nt ’s fi le.

 The I ncident Reg is t er wil l be  us ed to  record:
 all pa rt ic ipant  inc idents
 deficits  in ca re and
 alleg at ions o f def icits i n ca re.
 Pa rticipa nt , fam ily, an d care r care s ug g es t ions will be reco rded us ing t he Feed b a ck a n d Com p laint s

Fo rm  and logg ed  in  t he  Co m p la in t s Reg ister .
 Any inci dent i nv olv ing a pers on w it h d isabil ity t hat may cons t itute an o ffence s hould be rep orted t o the

Po lice. I f it is s afe, pract ical, a nd ap pro pr iate to do s o, s t aff s hou ld s imu lt aneous ly , o r immed iat ely af t er,
c o nsult thei r  s uperv is or.

Monitoring and Review

 This p ol icy and  pro cedure  w il l be  review ed at leas t annually,  inco rpo rating participant and  other  s t ak eholder feedback.

 Cosmos Divine Care Pty Ltd’s service deliv ery an d s at is faction s urv ey s w ill as s es s participant and other s t ak eholder
aw arenes s of th eir rig hts and the ex t ent to which they feel able and s up po rted to ex erc ise them, participant and other s t ak eholder
s at is faction w it h Cosmos Divine Care Pty Ltd’s complaints proces s es ; and the ex t ent to which partic ipant s feel s afe and prot ected 
in the ir deali ng s w ith   Cosmos Divine Care Pty Ltd.

 Cosmos Divine Care Pty Ltd’s Continuous I m p rovem ent Pla n will be us ed to reco rd a nd monito r p rogres s of any
impr oveme nts identif ied.

POLICY AMENDMENT RECORD
DATE BRIEF DESCRIPTION OF

AMENDMENT
AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



3 1 .   P ARTICIP ANT RIGH T S AND RES P O NS IBILITIES P O L ICY AND P ROC EDU RE

Po licy  Code CDC.31.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 13th April 2023

1. PUR POS E AND SCOP E
The  purpose  of  thi s  policy  and  procedure  i s  to  c onfirm  Cosmos Divine Care Pty Ltd’s commitment  to participants’ ri g hts.

This poli cy and procedure appl y to the Director, s taff , students , con tractors and v ol unteers and al l potential and
exi sting  participants, thei r fami l y mem bers and other supporters.

2. PO LICY

Cosmos Divine Care Pty Ltd respects and f ul l y com m i ts to uphol di ng the rights of al l peopl e, includi ng those wi th
di sabi l i ties.

Cosmos Divine Care Pty Ltd i s committed to ensuri ng its participa nts are made aware of thei r ri g hts and responsi bi liti es
and supported to exercise them.

Cosmos Divine Care Pty Ltd acknowledges that peopl e with disabil i ty have the sam e human ri g hts as other
m em bers  of  the  commu nity  and  that  the  communi ty  has  a  responsi bil i ty  to  facilitate the exercise of those ri g hts.

3.  PROC EDURE

State me nt of Rights

Participants hav e the rig ht to:

 fair t reatment – reg ardles s of g ender, rel ig io n, dis abil ity, cu lt ura l and ling uis t ic backg rou nd, or ag e.
 hones t y , res pect, d ig nit y and  a reg ard  fo r p rivacy  and i ndivi dual ity.
 info rmat io n and  s uppo rt to acces s s ervices  in  t he  community.
 to be an act iv e pa rtner  in  t he s ervices pr ovided.
 mak e info rmed dec is ions an d ch oices ab out the s erv ices  t hey receive.
 a s afe, s ecure, an d com fortab le envi ronment wh ils t us ing the  s erv ice.
 quality s ervices , a ppropr iate to thei r needs an d ag e.
 s upport that tak es  into a ccou nt  l ifest y le and cu ltu ral d iffe rences
 purs ue a g r iev ance about t he s ervice and t o have t hat g riev ance res olv ed in a timely and ap pro pr iate

manner.
 have a s upport  person/a dvocate/al ly of the ir  cho i ce to rep res ent them in mat t ers relat ing to thei r  s upp ort.

State me nt of Responsibilities Participants hav e a

responsi bi lity to:

 res pect other pe ople ’s r ig hts t o  a s afe, s ecure, a nd  comfo rtable e nviro nment.
 treat other pa rtici p a nts, s t aff an d v ol untee rs w it h  fairnes s , h ones ty, and res pect.
 res pect other pe ople ’s r ig ht s  t o privacy an d co nfid en t iality.
 fol low the p rog rams ’  polic ies  and p roced ures as  t hey relat e to  pa rtic ipant s and acces s t o  s uppo rt .

If y ou f e e l  y our rights are v iolated

You can :

 Speak directly t o a s t aff mem ber ,  or s end  t hem an  email:
 Phone:  0480 292 788
 Email: c o s m o s d i v i n e c a r e @ g m a i l . c o m 
 C omplain  t o  the  NDI S Commis s ion:

 by phone  on  180 0 0 35  544
 C omplain  t o  the  Victo rian  D HHS:

 by ema il to  comp laints . recepti on@dhhs. v ic.g ov. au
 by phone  on  130 0 8 84  706  (cos t o f a  loca l cal l)
 by pos t to

C ompl ai nts and Privacy U ni t
GPO Box 4057 Mel bourne, Victoria
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 C omplain  t o  the D isabil ity Services C ommis s ioner :

 onl ine at http: //www.odsc. v ic.g ov. au
 by phone  on  180 0 6 77  342  (f ree cal l)

 TTY s ervice  fo r peo ple w ith hear ing o r s peech  dif fi culties :   130 0  7 26  563
 From 1  July  202 0, yo u can  comp lain  t o the  Vict o ri an Dis abil it y Wo rkers

C ommis s ion. I nformat ion  can be  fou nd  here https://www. vdwc.vi c.gov.au/making -compl aints

POLICY AMENDMENT RECORD
DATE BRIEF DESCRIPTION OF

AMENDMENT
AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .
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32. P REV ENT ING  AND  RESP O ND ING  T O  ABU S E,  N E G LECT  AND  EX P LOIT ATION  P O LICY AND  P RO CEDU RE

Po licy  Code CDC.32.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 27th April 2023

1. PUR POS E AND SCOP E

This pol i cy and procedure outli nes Cosmos Divine Care Pty Ltd’s i mm edi ate response requi rements fol l owi ng
v erbal assaul t, bul l yi ng , di scrimi nati on or raci sm or an al l egation of physi cal or sexual assaul t that i nv ol v es a
participant.

For incident manag ement and reporti ng , see the I n ci d ent Ma n a g ement Policy and Pro cedure. The ai m s of the poli cy

and pro cedure are t o:

   ensure ti m el y and effectiv e responses are taken to add ress i m m edi ate  participant safety and wel l bei ng .

   support participants  who have experienced physi cal or sexual assaul t.

 be accoun table to par tici pants for a ctions taken i m medi ately and pl anned in response to their experience of an

assaul t.

   ensure due dil i gence and responsi bi li ti es to participant s are met; and

 hol d perpetrators of phy si cal and sexual assaul t accou ntable for thei r actions. This poli cy and

procedure appl y  to staff , st udents, co ntractors, and volunteers.

2. DEF INITIONS

Abuse (i n the context of thi s pol i cy) – Verbal , physi cal a nd/or emotional mi streatment and/ or l ack of care of a person.
Exam pl es include sexual abuse and any non -ac cidental i njury.

 Child ab use – An act o r omis s ion by an ad ult that endangers or impai rs a chil d’s phys ica l and /o r emoti onal
health a nd dev elopment. C hild abus e can be a s ing le inc ident but often tak es place over tim e. Abus e,
neglect and maltreatment are g eneric t erms us ed to des cr ibe s ituations in w hic h a c hi ld may need
protecti on.

 P hy s ic al abuse : When a child s uf fers o r is likely to s uffer s ig nif icant harm from an i njury inf licted by a
pare nt/g uard ian, care g iver or other ad ult. T he injury may be in fl icted i ntentiona lly or be the c on s equence
of phys ical punis hment or the phy s ical ly ag g res s ive treat ment of a c hi ld. Phys ical inju ry and s ig nif icant ha rm
to a ch ild can a ls o res u lt fr o m neg lect by a parent/g uard ian, careg iv er or other a dult. T he i nj ury may t ak e
the form  of bruis es , c uts , bu rns o r f ractures ,  poiso ning, inter n al inj ur ies , s haking i njuries or s t rangulati on.

 Sexual abuse : When a pe rs on us es power or auth ority over a ch ild , o r induceme nts s uch as m oney
or s pecial at t ent ion , t o inv o lv e the ch ild in s ex ual activity. I t include s a wi de ra nge of s ex ual b ehav iour
fr om inapp rop riate tou chi ng/fon dling of a ch ild or ex po s ing a chi ld to porn ography, t o hav ing s ex
w ith a  chi ld.

 Emot ion al and psy c holo gical ab use : I nv olv es continui ng behav io ur by adults towards childre n, wh ich
e rodes s oc ial competenc e or s elf -e s t eem ov er time. I t occurs w hen a pers on eng ag es in inap pr opr iate
behaviours ,   s uch as rejecting ,  ignoring, th reatening o r v erba lly abusi n g  a chil d, or  all owing ot hers to do s o.

 Racial, cul tural an d r e lig ious abuse : C ond uct that demons t rates contempt, rid icu le, hat red o r neg at iv ity
t owards a c hi ld beca use of thei r  ra ce, c ulture  or religi on.

 Ne gle c t: The fai lure t o p rovide a chi ld w ith the bas ic neces s ities of life , s uch as food , cl othi ng , s helter ,
medi cal att en tio n o r s up ervision, t o t he ex t ent that the child’s hea lt h and dev elopme nt is, or is l ikely t o be,
s ignif icantly ha rmed.

Abuse r – A person who mi streats and/or harms anot h er person.

Bullying – Repeated v erbal , physi cal, soci al or psy chol ogi cal behav i our that i s harmful and inv olves the mi suse of
power by an i ndi v i dual or group towards one or more persons. Bull ying occurs when one or m ore peopl e del i berately
and  repeatedly  upset  or  hurt  ano ther  person, dam ag e thei r property, reputation or  soci al acceptan c e.

Child or Youn g   Person – U nder the C hil dren,   Youth   and Fami lies A ct 2005 (Vi c),  a person   under the ag e of 17 y ears.

Participa nt Incident – an ev ent or circumstance that occurred duri ng servi ce delivery and resulted i n harm to a



parti ci pant.

Exposure t o dome stic/f amily v iole nce : When chil dren and y oung peopl e wi tness or experi ence the chronic,
repeated domi nation, coercion, i ntimidation and victi m i sati on of one person by another through physi cal, sexual

and/or em otional m eans wi thin i ntimate rel ationshi ps ( Adap t ed fro m th e Aust r alian M edical Associatio n
defin it io n ) .

Child  se x  of f e nder  –   Someone  who  sexual l y  abuses  ch i l dren,  and  who  m ay  or  m a y   no t  have pri or convictions.

Child prote ction – The term used to describe the whol e -of-communi ty approach t o the prevention of harm to
children. I t i ncl udes strategic action for earl y i ntervention, fo r the protection of those consi dered most vul nerabl e
and for responses to al l forms of abuse.

Code of conduct – A set of rul es or practices that es tabl i sh a standard of behavi our to be fol l owed by i ndi vi dual s
and org ani sati ons. A code of conduct defi nes ho w i ndi v i dual s should behave towards each other, and towards
o ther  org ani sati ons  and  i ndivi dual s  i n  the communi ty.

Disclosure (i n the context of this pol i cy) – A s tatement t hat a chi l d or person makes to another person that describes or
reveal s abuse.

Discrimination – treating a person l ess fav ourabl y than others i n si m i l a r circumstances because of a personal
at tribute tha t  has no  relev ance t o the si tuati on.

 Age disc r imin ati on – D is crim inatio n o n the bas is of ag e (reg ard les s of ag e) or on the bas is of ag e -s pecif ic
c haracter is t ics or char act erist ics g enerally as s ociated with a pers o n o f a pa rt icu lar  ag e.

 D is ability disc r imina tio n – Dis cr imi nat ion on t he bas is of p hy s ical, intellectua l, psy chiatri c, s ens ory,
neu rological or l ea rning d isabi lity , p hys ical dis fig ureme nt, dis o rder , il lnes s or d iseas e that aff ects t houg ht
proces s es , perceptio n o f rea lity , emot ions o r ju dg eme nt, o r r es ults in d is t urbed behaviour, an d p res ence
in  bo dy of  organisms cau s ing or ca pable  of ca us ing dis ea s e or i llnes s  ( e. g . , HI V v irus).

 Racial disc r iminatio n – Dis c rimi natio n on the bas i s of race , co lo ur, des cent o r nat ional o r et hnic o rig in and
in  s ome ci rcums t anc es , immigrant s tat us . 

 Sex dis c r iminat ion – Dis cr iminat ion on the bas is o f s ex , marital or relatio ns hip s t at us , p reg nancy or
pote ntia l p reg na ncy, b reas t feeding, fam ily res pons ib ilit ies , s ex ual o rientat i on, g ender identit y or i nters ex
s t at us .

Se xual harassme nt – any form of unwanted, unwel come or uni nvi ted sexual behaviour that i s offensi v e, humili ating
or embarrassi ng.

Dome stic/f amily v iolence – The repeated use of vi ol ent, threatening , coercive or con trol l i ng behavi our by an
i ndi vi dual ag ai nst a fam i l y m em ber(s) or someone wi th who they have or have had an i nti m ate relationship,
includi ng carers.

Duty of care – A comm on l aw concept that refers to t he responsi bili ti es of organi sati ons to provi de peopl e wi th
an adequate l evel of protecti on ag ai nst harm and al l reasonabl y foreseeabl e ri sk of injury. In the context of thi s
pol i cy, duty of care refers to the responsibi l i ty Cosmos Divine Care Pty Ltd has to provi de its parti ci pants with an
adequate l evel of care and pro tection ag ai nst foreseeable harm and i njury.

Inde pe nde nt Third Pe rsons ( ITPs) – I TP s are vol unteers trai ned by Offi ce of the P ubl i c Advocate to assi st
peopl e  with  a  cogni ti v e  di sability  or  m ental  il l ness  duri ng  interviews,  or when giving formal statements.

Maltreatme nt (i n the con text of this pol i cy) – P hysi cal and/or emotional m i s treatment, and/ or l ack of care of
a chi l d or person. Exampl es i nclude sexual abuse, the wi tnessi ng of fami ly vi ol ence and any non-acci dental i njury.

Mandatory report ing – The l eg al obl i g ati on of certain p rofessi onal s and commu n i ty m e m bers to report when t hey
bel i ev e, on reasonable g rounds, th at a chi l d i s i n need of pr otection from harm. I n Victoria, the foll owi ng peopl e are
mandated to report:

 reg istered medical  pra ctitio ner
 nurs e
 midwife
 pers on who is regis t ered as a tea che r u nder the E ducation and Tra in i ng Reform Act 200 6 o r has bee n

g ranted pe rmiss ion  t o  teach unde r the Act
 t he pri ncipa l of a government s choo l o r n on -G ove rnment s choo l with in t he mea ning of t he Ed ucatio n and

Tra in ing Refo rm Ac t 2006
 mem ber of  t he po lice  fo rce

Negligence – Doi ng for fai l i ng to do somethi ng that a r easonabl e person woul d, or would no t do i n a certain si tuati on ,
and which  causes ano ther per son damag e, injury or l oss as a result.

Notifiable  condu ct  (under  the  Vi ctori an  Di sabil i ty  Workers  C ommi ssi on)  -  means  when  a di sabi li ty worker has:



   practised as a disabi l i ty worker while intoxi cated by alcohol or drugs
   eng ag ed in sexual mi sconduct whil e practi si ng as a disabi l i ty worker.
 pl aced, or may pl ace, the publ i c at ri sk of harm becaus e the disabi l i ty worker has an
i m pai rment that detri mental l y affects, or i s li kel y detrimental l y to affect, the di sabi l i ty
worker’s capacity to  prac ti se as a di sabi l i ty worker, or
 pl aced, or i s pl acing , the p ubl i c at risk of harm because the disabi l i ty worker practised, or
i s practisi ng , as a disabi l i t y worker i n a manner that co nstitutes a si g ni fi cant departure from
accepted professi onal standards.

O f fender or Pe rpe trator – A person who mi streats and / or harms a chi l d or person.

Reasonable gro unds – See “I dentification of A buse, Neglect and Expl oi tatio n,” bel ow, for i ndi cators which suppl y
reasonabl e g rounds for suspec ti ng abuse has occurred.

Se xual miscond uct (under the Vi c torian Di sabi l i ty Workers C ommi ssi on) - Sexual mi sconduct encompasses a broad
rang e  of  behavi ours.  Sexual  mi sconduct  i ncludes  when  a   di sabi l i ty worker has done any of  the fol l owi ng :

 engag ed i n sexual activi ty wi th a person they are prov i di ng a service to, whether or not tha t person has
g i v en consent

 made sexual remarks about a service user
 touched a  servi ce user i n a sexual way
 touched a  service user i n  an intimate area wi thout a cli nical i ndi cation whether or not they g i v e consent
 eng ag ed i n sexual behavi our in front of a service user.

Because there i s frequently a power i m bal ance between di sabi li ty workers and the person receiving the di sabili ty
service,  any  sexual  activi ty  with  a   servi ce  user  i s  sexual  m i sconduct, even wi th thei r consent.

Eng ag i ng i n sexual activity wi th a person to who m the di sabi l i ty worker has previously provi ded a servi ce may
also be sexual mi sconduct, dep endi ng on the circumstances.

Voluntary (n on-mandated) notification – A no tifi cation to the Department of Hum an Servi ces by a person who
beli eves that another pers on i s i n need of protection, where the notifi cation i s made out of m oral obli g ation, rather
than l eg i sl ative obl i g ation. The person m aki ng the notifi cation i s no t expec ted to prove the abuse, and t he l aw
protec ts  the  an onym i ty  of  the person maki ng the noti fi cation.

3. PO LICY

 Cosmos Divine Care Pty Ltd i s proactiv e i n preventing the occurre nce of abuse and neglect i n its servi ces and to its

participants. Thi s includes suppor ti ng the safety and securi ty of  peopl e affected by fami l y violence.

 P hy si cal and sexual assault are crimes agai nst the person. Staff should be aware t hat many participants,

includi ng children, young peopl e and peopl e wi th a di sabi l i ty, are at greater ri sk of physi cal and sexual assaul t

than the g eneral popul ati on.

 Cosmos Divine Care Pty Ltd has a moral , ethi cal and l eg al responsi bi lity to ensure that al l partici pants are safe

i n thei r care, and wi l l provi de traini ng , resources, i nformati on and gui dance to support thi s. Cosmos Divine Care

Pty Ltd is com mi tted to:

 ens uring that the hea lth, s af et y and  w ellbe ing of  p art icipa nt s  at t he s ervice is protected at al l times .
 fulf il ling its duty of care o bl iga t ions un der the law by protecting partic ipant s from any reas onab le,

f orese e able  ris k of  inj ury o r  harm.
 ens uring that al l s t aff, s t udents and volu ntee rs car ing fo r pa rtici pant s at t he s ervice act in the bes t interes t s

of the part ic ipant and tak e all reas onab le s t eps t o ens ure the partic ipant ’s s afet y and wellb eing at all t imes .
 s upporti ng the r ig hts  of al l pa rtic ipant s t o  feel s af e, and  be s afe, always.
 dev eloping an d mai ntain ing a cu lture  in wh ich  par t icipants feel  v alued ,

res pected and ca red f or.
 encourag i ng activ e partic ipati on from parents /gu ardians an d fam ilies at t he s ervice, and e ns uri ng t hat best

practice is based o n a part ne rs hip app r oach with s hared res pons ib il it y for part icipa nt s ’ health , s afety ,
wellbeing, an d dev elopment; an d

 educat ing part ici pant s of the ir ind iv idua l rig hts by includi ng pers ona l s afet y educat ion pr og rams w ithin
Cosmos Divine Care Pty Ltd s erv ic es .

 Cosmos Divine Care Pty Ltd u nderstands and comp lies w ith o blig at io ns under t he Reportab le Condu ct



Scheme adm inist ered  by the  Victo rian  C ommis s ion  for C hild ren and  Y oung Pe op le.
 Cosmos Divine Care Pty Ltd u nderstands and comp lies w ith o blig at io ns under t he Victo rian D isability

Wo rkers C ommis s ion  M and at o ry Notif icat i ons Scheme.

4. PROC EDURE

NOTE: All instances of a b use, n eglect or exploit a tion must b e considered incidents reportable to the 

NDIS   Commission   a nd   investigated   as   p er   th e Inci de nt Manage me nt Pol icy and Pr oce dure

Responsibilities

   Cosmos Divine Care Pty Ltd will :

 ens ure that all s t aff are aware  of , tra ined  in , com p liant with ,  an d im pleme nt this policy.

 ens ure the cu ltural needs o f part icipants from Ab origi nal an d T or res St rait I s lander and cultu ral ly and
li ng uis t ical ly dive r s e  ba ck g rounds are s afeg uarde d through tra ini ng in  cu ltural  competency.

 ens ure that s t aff are tra ined t o rec ognise and pre v ent/minimise the occur rence or recurrence of ab us e,
neg lect, an d ex plo it at ion  of  partic ipant s within a  s erv ice del iv ery contex t .

 s upport s t aff to create an a ppropriate s erv ice cu lt ure i n acco rdan ce with th is pol icy and v is ion a nd v alues of
the  organisat io n.

 ens ure there are s y s t ems in p lace to identi fy and r eme dy g aps which contri buted to a part ici pant
ex perien cing ab use, n eg lect, or ex pl oitat io n. 

 ens ure s t aff are tra ined in early interventio n app r oaches w here p otential or actual abus e, neg lect and
ex p lo itation  of  partic ipa nts is identi fied. :

 promote a cultu re o f n o ret r ibut ion fo r any pe rs on who repo rt s abuse, neg lect, or ex p loitat i on of a
pers on w ith a menta l  i llnes s  and/ or dis abi lity.

 ens ure that s t aff advise  parti cipa nt s , their fami lies,  and advocates  abo ut:
 support servi ces, which are equi pped to i denti fy abuse, neglect, and expl oi tati on and abl e to refer

indi vi dual s to appropriate speci al i st services; and

   thei r rig ht to pursue griev ances and compl ai nts and access to  the cri mi nal justice system.

   The Director wi l l ensure:

 t hat any concer ned pe rs on, inc lud ing b ut not lim ited to, the pers on receiv i ng s ervices , another partic ipant ,

re lative, f rien d o r pe rs on f rom the commun ity is able to make a repo rt o r an a lleg at ion of abus e, n eg lect and

ex plo itat ion ,  with out fear of  retal iation  o r retr ibut ion .

 t hat all C o s m o s D i v i n e C a r e P t y L t d s t aff s up port ing part icipants are res pectful of t heir rights and needs ;
and

 t he requi rement – to repo rt the ab us e, neg lect o r ex ploitat io n o f pa rtici pants to the relev ant auth or ity in
li ne with the  requ irem ents of the I nci dent Reporti ng and I nv es t ig at ion G uide li ne  – is  implem ent ed.

   Cosmos Divine Care Pty Ltd staff wi ll:

 s upport the creatio n a c ulture of no retri buti on f o r rep orti ng of s us pected abuse, neg lect, o r
ex pl oitatio n.

 s upport  other s t aff to  creat e an a ppr opr iat e s ervic e culture  in  acco rdance with this po licy . 
 provide  s erv ices t o  part icipa nt s in a  manner  cons i s t ent with this pol icy .
 report a ll alleg ed or sus pected ins t ances of a bus e, neg lect and ex p loitat i on in accordan ce with th is po licy, as

w ell as t he  I n c iden t Rep o rtin g Po licy an d Pro c ed u re .
 cooperat e w ith the i nv es t ig at ion of any comp laint or g r iev a nce re lating t o the provisio n o f Cosmos Divine

Care Pty Ltd s ervices; an d
 provide  approp riate s upp ort to the  pers on  mak ing  t he report.

Identif ication of Abuse, Neglect an d Exploitation

   I ndi cators of abuse include:

 a part ic ipant a lleges t hat abus e has occu rred , by a s t aff member, v o lunteer , another pa rtic ipant , or other
pers on

 a s t aff member o r v ol unteer  observes  or is t old  ab out the al leg ed abus e
 a st aff member o r v ol unteer s us pects t hat abus e has occurred ( for ex ample, a part ici pant may hav e

unex p lained  inj ur ies , a  pa rti cipant  may  be  dis t res s ed or anxious ,  or clothes may hav e been  ri pped)
 a part ic ipant ’s behav iou r cha ng es s ignificant ly (thi s mig ht incl ude s elf -des t ructive behav iou r, s leep



d is turbances , act ing - out behavio ur , emot i onal dis t res s , or persistent and inapp rop riate s ex ual behaviour)
 a part ic ipant c ompla ins o f phys ica l s y mptoms, or a s t aff member o bs erv es s y mptoms (this mig ht incl ude

b ru ising, ab dominal  pain , s ex ually tra ns m itted dis ea s e or p reg nancy ).
 Where a staff mem be r consi ders that a participant’s b ehavi oural chang es or sym p toms may be a result of abuse,

they shoul d report thei r con c erns i m m edi atel y to the Di rector or their supervi sor.

N OTE: Cosmos Divine Care Pty Ltd distinguishes between inappropriate and appropriate touching, and between 
sexual misconduct and appropriate conversations about sexual support and family planning needs. Where 
Cosmos Divine Care Pty Ltd staff may need to make physical contact and/or have conversations with participants 
about   sexual support   and   family   planning needs, staff  will ensure the   following:

 Parti ci pants are supported t o understand thei r rights (se e Pa rticipan t Rights a nd Resp onsibili ties Poli cy ),
what cons titutes inappropri ate behavi our (se e Staff Co d e o f Co n duct, and further de tai l i n this pol i cy
[Pr ev enting an d Responding to Abu se, Exp l oi ta ti on , an d Neglect] ), and thei r op ti ons for maki ng a compl ai nt
(se e Feedback, C ompli ments, and C ompl a i nts Policy)

 Staff obtain specific, informed, and ongoing consent from the participant and documents this on the
participants  file  (see   Assessment,   Planning,   and   Review   Policy,   Participant Consent   Form)

 Staff explain to participant and their representative the purpose of any physical contact and/or 
conversations on sexual support/ family planning and how it relates to the
participant’s assessment and case plan (which is also documented on participant files) (see Assessment, 
Planning,   and   Review   Policy).

 Staff will ensure that they work within the limits o f the ir skill/ knowledge, and within the scope of 
the purpose of their work with the participant (see Staff Code of Conduct, relevant Position 
Description)

 Staff will consult with their supervisor for guidance on appropriate risk assessment and mitigation measures, 
which may include but are not limited to: having a support person of the participant’s choosing with 
them during the required contact and/or discussions (see Risk Management Policy, and Participant 
Risk   Assessment   form).

N one of the abov e wi l l act as an im pedi m e n t to partici pants and/or thei r representatives l odg i ng a complai nt.
Due process and repor ting as per Cosmos Divine Care Pty Ltd poli cies will be fol l owed i n the event that a compl ai nt
i s received.

Responding to  abuse , neglect and expl oitation

 Allegations of abuse shoul d alway s be treated seri ously. The participant’s feeli ng s about themsel v es and thei r wil ling ness to
rai se concerns i n t he future may be infl uenced by ini tial reactions to their al l eg ati on. I f abuse i s disclosed, or a staff mem ber
becomes aware of abuse, a hel pful response may include:

 listening care ful ly to an d reas s uri ng t he  part icipa n t
 reas s uring t he part icipant w ho discl osed abuse th at t hey did the rig ht th ing by t elling s omeo ne abo ut thei r 

co ncerns
 as k ing the partici pant w hat can be d one to mak e them feel safe, and ex plaining t he actio ns y ou

wi ll t ak e nex t .
   Where Cosmos Divine Care Pty Ltd staff become aware of an al l egation of abuse they must, so far as i s possi bl e:

 imme diat ely ens ure the  s afet y of the a lleg ed  victi m and
 prev ent any furt he r c ontact betwe e n the al leg ed v ictim and the al leg ed perpet rator. This may incl ude

reallocating s t aff o r  v oluntee rs to a lternative duties .
 Where the al l eg ed victim requi res i m medi ate medical attention, a m edi cal practitioner or am bul ance should be

cal l ed, or the al l eg ed vi cti m taken to  the nearest hospi tal accident and emerg ency department.

 Where a s t aff mem ber is t he al leg ed perpet rato r of abus e an d req ui res medical at t ent i on, any medica l
p ractiti oner  cal led  s hould  be i ndepende nt of the s erv ice where t he al leged  abus e took  place.

W he re a participant  is the al le ged perpetrator

 Staff must c onsul t with Poli ce about whether to i nfor m the participant of the repor t to Poli ce. The poli ce may

want to interview the participant and take a statement. Participants wi th a cog ni ti v e di sabil i ty must have an

i ndependent thi rd person present during the interview, and thi s wi l l be arranged by pol i ce. Where the

parti ci pant i s under the ag e of eighteen years, an i ndependent person mus t be present duri ng the pol i ce

interview.

 Staff must c ontac t the servi ce most di rectly responsi ble for the par ti ci pant’s care who wi l l ensure that t he

parti ci pant has l eg al representation and i s assi sted duri ng the inv estigation and heari ng . (See al so the I n cid ent

Ma n ag emen t Po licy an d Pro ced u r e).



 The i nci dent shoul d be repor ted to the NDI S C omm i ssion. W he re a staf f

membe r is the alleged pe rpetrator

 I f a staff mem ber i s accused or suspec ted of harmi ng the participant, they shoul d be removed from contact

wi th al l  participants pendi ng an investigation.

   After reporting to the Police, the Di rector must  be i m m edi ately noti fi ed of the report.

 Dependi ng on the nature of the al l eg ation, the Di rect o r’s response regarding the a l l eged perpetrator shoul d

c ompl y wi th Cosmos Divine Care Pty Ltd’s Human Resources Policy a nd Pr o ced u r e. Responses include redirecting

the staff mem ber to alternate duti es tha t do not inv ol ve di rect parti ci pant care or s tandi ng the staf f mem ber

down.

   The i nci dent shoul d be repor ted to the NDI S C omm i s s ion where a NDI S participant is the al l eg ed victim.

 Where the al l eg ed victim i s under 18 years of ag e, the incident must be reported to the Vi ctori an C om m i ssi on on

C hi l dren and Young Peopl e, under their Reportable C on duct Scheme. Further gui dance on notifyi ng the

C omm i s sion of al l eg ed reportabl e conduct can be found i n Cosmos Divine Care Pty Ltd’s Incident Management

Poli cy and Procedure.

 From 1 J ul y 2020, i f the al l eg ations invol ve noti fi abl e conduct by a disabi l i ty worker (whether regi stered or

unregi stered), the i ncident must be reported to the Vi ctorian Di sabi li ty Workers C ommi s sion. Please see the

Incident Managem ent Poli cy for further gui dance on how to  report.

W he re a staf f  membe r is the alleged victim

 Allegations or assaul ts where a Cosmos Divine Care Pty Ltd staff mem ber is the alleged victim should be deal t wi th

i n accordan ce with Cosmos Divine Care Pty Ltd’s Incident Ma na g ement Po li cy and  Pr o ced u r e.

The i ncident shoul d be repor ted to  the NDIS C omm i ssion where a NDI S  parti ci pant i s the all eged perpetrator.

Notification of next of kin or gu a rd ian – all participants und er 18 years and

receiving disability se rvices

   Cosmos Divine Care Pty Ltd must ensure that the next  of ki n or  g uardi an is contacted.

   The Di rector (or  del eg ate) must expl ai n the fol l owing to the next  of ki n or g uardi an:

 the nature o f the a lleg at ion
 the s t andard p roced ure f or repo rting a lleg at ions t o V ictoria Po lice
 t hat it is a mat t er f or the parti cipa nt t o dec ide wh et her or not to part icipa t e in the p ol ice inves t ig at ion

(V ictor ia Po lice  may  als o pr ov ide th is in format i on)
 any action tak en  by s taff s ince  report ing the al leg at ion.

 The Di rector wil l ask the guardi an or next of ki n i f they wi sh to be present at the interview – subject to

Victoria Pol i ce advice and l eg al requi rem ents.

Participant s over 18 years and receiving disability se r v ices.

   I f over 18 years of age, t he parti ci pant may deci de whe ther or not t o i nform the next  of ki n of the al l eg ati ons.

 Where a participant wi th a c og ni tiv e i m p airment or mental i l l ness deci des n o t to advi se the next of ki n, it should

be  cl earl y documented how t he  partici pant demonstrated  that they made an i nformed decisi on.

 I f the parti ci pant c hooses to noti fy next of ki n, Cosmos Divine Care Pty Ltd wil l assi st the participant to make

conta ct , i f possi bl e. I f  the participant is unabl e to make an i nformed deci si on

regardi ng contact and the participant does not have a g uardi an, the service provi der should contac t the next

of  ki n as appropriate.

Participant s with a legal gu a rdian

   Cosmos Divine Care Pty Ltd will ensure that the l eg al g uardi an i s contacted.

 Cosmos Divine Care Pty Ltd will expl ai n the nature of the al l eg ati on, the s tandard pro cedure for reporti ng

allegations to Vi ctoria Poli ce, that the par ticipant may choose whether or no t to participate in t he poli ce

investigation and any action taken by staff si nce reporting the all egation (Victoria Poli ce may also provi de thi s

i nformation).

 The guardi an shoul d be asked i f they wi sh to be present while the participant’s s tatement i s bei ng taken – subject to



Vi ctori a Pol i ce advice and l eg al requirements.

Participant s on a Ca re by Secreta ry ord er

 Cosmos Divine Care Pty Ltd will contact the participant’s al l ocated case worker and expl ai n the nature of t he

al l eg ati on, the standard pro cedure for re porting allegations to Vi ctoria Poli ce, that the participant may cho ose

whether or n ot to par ticipate in the police inv estigation and any acti on taken by staff si nce repor t i ng the

all egation (Vi ctoria Poli ce may al so provi de thi s i nformation).

 The case worker should be asked i f t hey wi sh to be pre sent whil e the participant makes their statement – subject

to  Vi ctoria Poli ce advice and  l eg al requi rements.

Participan ts on a f a mily reunification order
 Cosmos Divine Care Pty Ltd will ensure that the next of ki n or gua rdi an i s contacted (this is mandatory

i f the participant is under  the ag e of 1 8).

 Cosmos Divine Care Pty Ltd will expl ai n to them the nature of the al l egation, the standard procedure for reporting

al l eg ati ons to Victori a Poli ce, that i t i s a m atter for the parti ci pant t o decide whether or not to participate i n the

p ol i ce i nvesti g ati on and any ac ti on taken by s ta ff si nce reporting the al l eg ati on (Victoria Police may al so provi de

this information). The next of ki n or guardi an shoul d be asked i f they wi sh t o participate i n the interview – subject

to  Victoria Poli ce advice and leg al requirements.

Participant s  receivin g child protection  services wh o   d o  not wish  thei r  next of Kin or  gu ard ia n to be co nta cted.

 I f the parti ci pant i s a person under the ag e of 18 who does not wi sh thei r next of ki n or g uardian to be notifi ed,

this shoul d be di scussed wi th t he departmental ch i l d protection di rector. A deci si on i n relation to notifi cation wi l l

need to consider factors i ncl udi ng the partici pant’s ag e and capa ci ty, where they are l i v i ng and thei r best interests.

I f necessary, l eg al advi ce shoul d be sought, and i f a decisi on i s ta ke n not to n oti fy the next of ki n or g uardian, thi s

must be cl earl y documented and placed  on the  par ticipant’s fi l e.

Police Invo lvement: suspected criminal a cts

   Where an i m m edia te pol i ce response i s required, cal l 000.

   I f a suspected crimi nal act has o c curred, report the inci dent to  Vi ctoria Poli ce.

   The participant must  consent to  call i ng the Victoria Pol i ce, unl ess:

 the partic ipant  is unde r  1 8 yea rs of  ag e.
 the partic ipant has a  cognitiv e  impai rment.

 t here is ev idence as i de f rom the  partic ipant ’s s t atements of a crime hav ing been committed.
 the partic ipant s uf fered s er ious ha rm.
 the partic ipant ’s dec is io n was  made un der d ures s .
 the partic ipant  or other s erv ice  users are s t ill  at r is k  of v io lence  or a bus e.

 A ssi st the participant to m ake an i nformed decision to participate i n the Victoria Poli ce inv estigation, by

provi di ng the fol l owi ng i nformation to the  partici pant :

 The mat t er wil l  be or al ready has been  repo rted t o V ictor ia Po lice.
 The part icipant w il l  be s upported by the s erv ice  pr ovider th rough o ut the inv es t ig at ion pr oces s .
 Victo ria Po li ce may inves t igat e  the inci dent.
 Police off icers may w ant to interview t he partic ipa nt and tak e a s t at e m e nt. The part ici pant may cho os e

whet her o r n ot to pa r ticipate i n the p olice inv es t ig at ion.
 Victo ria Po li ce wil l dec ide whethe r o r n ot to p roce ed with cha rg ing the alleg ed of fender (po lice

of ficers may be  bett er p laced to p rov ide  t his info rmat io n to the  partic ipant).
 Where an incident has not been reported to Vict ori a Pol i ce, the i ncident i nvesti g ati on process required under

this gui de shoul d stil l be foll owed (See  I n cident Manag ement Po li cy and Pro cedu r e ).

Assisting Police Investigations

(Th e f ollowing are subj ect to specif ic direction s f rom Police)

Whi l e some discussi on may be required to establi sh safety and a basi c understanding of what has occurred , do not
questi on the al l eg ed perpetrator  or vi ctim.

 Staff shoul d preserve any physi cal or documentary evi dence that m ay be criti cal to an inv estigation by Victoria

Police or the servi ce prov i der. Thi s may require di scussi ons with Victoria Poli ce.

   Where an all eged sexual abuse has just occurred , i t ma y be appropriate to:



 encourage the v ict im not t o s hower or chang e (i f t he v ictim fee ls t hey mus t s hower or change, as k them
to put the c loth ing th ey w ere wearing at t he t ime of the inc ident in bag s , which s houl d be seal ed, la belle d
and  s ecured) .

 encourage the v ict im not t o eat o r d rink unti l afte r V ictor ia Po lice hav e been contacted and pr ov ide f urther
ins t ru ct ion .

 w here poss ible , lock the doo r to the ro om o r res t r ict acce s s t o the area where the in cident occu rred
s o any p hys ical ev ide nce insi de that area rema ins un dis t urbed.

 I f mul tiple parti ci pants wi tnessed the incident, particip ants should be separated where possi bl e so as to mi ni mi se

the ri sk that t hei r evidence may be  compromi sed before they are interviewed.

 Vi ctoria Poli ce should be assi sted in conducting thei r i n v estigation. The investigation may inv olve poli ce offi cers

taki ng photographs of any physi cal i njuries.

 The poli ce officer may need the carer/worker’s assi stance to expl ai n this procedure to the participant. Cosmos

Divine Care Pty Ltd staff shoul d not assi st the Victoria Police wi th partici pant intervi ews (see ‘I ndependent

Thi rd Person’, below)

Su pporting th e participant th rough the justice process

 Cosmos Divine Care Pty Ltd will assi st the participant t o ac cess l eg al representation if required. I f the participant

has a desi g nated case manag er, Cosmos Divine Care Pty Ltd will contact the case manag er to ensure that the

parti ci pant i s assi sted duri ng the investigation and heari ng if requi red.

 Service provi ders should support participants thro ug h the justice pro cess, i ncl udi ng poli ce inv estigation,

prosecution, and  cri mes com pensati on processes as appropriate. Thi s may include:

 Ens uri ng t he part icipa nt has acces s t o app rop riate commun icat io n ai des and tools t o fa cil itate dis cl os ures
and  t he provisio n of  ev idence.

 Ens uri ng the part icipa nt has acces s t o an interp ret er s hou ld they be from cult ura lly or lingu istically
div ers e backg rou nds .

 Ensuring t he part icipa nt  has acces s t o  a key s uppo rt pers on  of the ir cho os ing.
 Alert ing p ol ice to the  need f or a n Indepen dent Th i rd Pe rs on  or  I ndepende nt

Pe rs on and the parti cipa nt 's particu lar commun ic at ion s upp ort needs , and the need fo r time ly interv iew s
t o  faci litate  the rec all of  info rmatio n.

 Facilitat i ng arrangeme nts  w it h p ol ice f or intervie w s and ex amination  of ev idence.
 Facilitati ng arrangeme nts w ith  s pecia lis t s upp ort s erv ices .
 Worki ng pr oactiv ely with the partic ipant t o co ns id er whet her they w i ll provide a witnes s s t at e m e nt,

inclu ding mak i ng s ur e they unders t and they have time to make their decis i on if they a re in itia lly reluct ant
an d the right to s e e k independent leg al adv ice ( in some ins t ances Victo ria Po lice may be better placed t o
p rovide th is  i nfo rmat ion).

Ad ditional Pa rticipan t Supports

Pare nt, guard ian o r In depen dent Person

 I f the parti ci pant i s under the ag e of 18 years, a paren t , pl enary guardian or I ndependent Person must be present if

they are goi ng to gi v e a stat em ent.

Inde pe nde nt Third Pe rson

   Poli ce are responsi ble for arrang i ng the I ndependent Thi rd Person.

   I t i s the responsibi l i ty of Vi ctoria Poli ce to contac t  the I ndependent Thi rd Person

   The rol e of the I ndependent Thi rd Person i s to :

 as s is t in interviewing pa rtic ipant s w it h a cognitive impai rment or mental illnes s or who us e an a lternative 
f orm  of c ommuni cat ion, s uch as s y mbols,  s ig ns or fac il itated commun icatio n. facilitate c ommunicati on,

 ens ure that the part icipa nt un derst ands his o r he r   rig hts , an d to s up port the partici pant.
 Cosmos Divine Care Pty Ltd staff shoul d advi se the Victoria Poli ce is the participant may requi re an I ndependent

Thi rd Person.

   Cosmos Divine Care Pty Ltd staff should n ot ac t as t he Independent Thi rd Person.

Victim Supp ort Serv ices

Special i st vi cti m support se rvi ces i ncl udi ng crisi s care, counsel l i ng , advocacy, l eg al i nformati on, and

advice, should be consi dered t o aid th e all eged vi ctim.



Centre Aga inst Sexua l Assault (CASA)

C A SA shoul d always be contacted i n  cases of al l eg ed sexual abuse,  with pa rticipant  conse nt.

Participant consent to conta ct C A SA shoul d be obtai ned, provi ded they hav e the capacity to consent and are at l east
1 8 years ol d.

C onsent shoul d be ob tai ned from the participant’s g uardi an or next of ki n, where the partici pant does not
hav e the capa ci ty to consen t or i s under the ag e of 18 – unless the alleged perpetrator is the participa nt’s
guar dian.

I f the partici pant (or g uardian on hi s or her behalf) doe s not consent to c ontac ti ng C A SA, and the participant has the
capa city to ma ke thi s decisi on, Cosmos Divine Care Pty Ltd will put i n pl ace other appropriate supports for the
par ticipant.

Criminal i njuries compensation  and  v ictim support

 A ppl i cati on for com pensati on from the Victi m s of C ri m e Assi stance Tribunal m ay be pursued by the

participant  or  thei r l eg al admini strator after the i ncident has  been reported to Vi c toria Poli ce.

 I n relation to sexual abuse, a C entre A gai nst Sexual Assaul t counsel l or/advocate can support parti ci pants

who wi sh to p ursue compensatio n.

   The al l eg ed victim may a l so wish to con tact :

 Victims o f C rime :  https:/ /ww w . v ictimsofcrime. v ic.g ov . au/

 the Court Net w ork  on  180 0 6 81  614  or at
http://www.courtnetwork.com. au/.

A&TS I an d CALD p a rticipa nt s

 For parti ci pants who are from culturally and l i ng ui sti cal l y diverse comm uni ties or from Aboriginal and Torres

Strait Isl ander communi ties, staff shoul d consider referring the partici pant to spe cial i st agencies or speci ali st

staff for  addi tional support.

Participant s f ro m Aboriginal and To rres Strait Islander communities

 Service provi ders should facilitate an integrated, hol i sti c approach wi th o ther service provi ders, whi ch may include

accessi ng both mai nstream and local A borig i nal and Torres Strai t I sl ander support servi ces. The participant may

n ot want to a ccess the A bori g i nal servi ces located i n the l ocal area where they reside. Where this i s the case, s taff

shoul d support the parti ci pant to access services outsi de of th ei r local area. Appropriate services may i ncl ude the

A borigi nal and Torres Strait I sl ander C orporation Fami l y Violence Preventi on and Leg al Service or the Vict ori an

Abori g i nal H eal th Service.

Use of a n interpreter

 Where the partici pant uses a languag e other than Engl i sh, an interpreter shoul d be arrang ed as soon as

prac ti cabl e to interpret f or the parti ci pant, police and o ther persons inv olved i n the process. C ontact the Vi c torian

Interpreting and Transl ati ng Service (VI TS) on (03) 9 280 1955 (24 hours, seven days a week).

 Some alleged vi cti m s may be reluctant to speak to an interpreter because they fear that what they say may be

passed on to thei r local com m uni ty. I n thi s case, i t is possi bl e to request a tel ephone interpreter from another

state, or to no t di scl ose the al l e g ed vi ctim’s nam e to the interpreter. When usi ng an interpreter dir ectly,

consi derati on shoul d be g i v en to arrang i ng an interpreter who i s not associated wi th the participant or hi s or her

i m m ediate cul tural com m uni ty.

 I n the case of al l eg ed sexual abuse, consi derati on shou l d be gi ven to the gender of the interpreter and any

i mpact this may hav e on  the al l eg ed vi ctim.

 A si g n languag e interpreter may be needed to assi st in communi cation with a parti ci pant who i s deaf. I nterpreters

can be ob tai ned vi a the Vi c to r i an Interpreting and Transl ating Service (VI TS).

 For further i nformation, refer to t he Lang uag e Services pol i cy and g ui de:

https://dhhs. v i c.gov.au/publi cations/l anguag e-servi ces-poli cy-and-gui delines .
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Culturally-specific Cen tre Against Sexu al Assault servi ces

 C A SA shoul d be contacted to arrange culturall y -specific servi ces for al l eg ed victims from cul tural l y and

l i ng ui sti call y di v erse communi ties.

On go ing support

 I rrespective of gender, vi cti m s of sexual assaul t frequentl y experience negative outcomes includi ng di ssoci ati on,

posttraumatic stress disorder, d epressi on and anxi ety. Vi cti m s of physi cal assaul t al so frequently experience

shock, num bness, fear, d epressi on and anxi ety. I n recogni tion of this, after an al l eg ati on of abuse, additional

support and/or a revi ew of supports prov i ded to the  participant may be  requi red.

 A quali ty of support review must al so be undertaken b y the Director f or participants who are vi ctims or alleged

perpetrators of an assaul t. Agreed actions for the par ticipant’s i m m ediate and ong oi ng needs must be recorded

on  th e  parti ci pant’s care  pl an. Thi s must include:

 s t eps being t ak en to as s ure the  partic ipant ’s s afet y and well being i n t he future
 t reatment or co uns ell ing t he  pa rtic ipant may  acce s s  t o addres s t heir safet y and well being
 modif icatio ns in  t he way s ervices are provided  (fo r ex ample,  s ame g ender care or p laceme nt)
 how bes t t o s upp ort the pa rtic ipant t h rough a ny action the partic ipant t ak es to s eek just ice or redres s

inc lud ing mak ing a  repo r t to Pol ice
 provid ing d irect s up port to  part ici pants t o dis cus s  t he inc ident
 any ong oing  risk manag eme nt s t rat eg y required w here this  is deemed appro priate.

Deb riefing f o r staff and  p articipant s

Service provi ders are ul timatel y responsi ble for t he wel fare and suppor t of their staff , includi ng the
appropriate prov i si on of debri efi ng services.

Staf f

   Cosmos Divine Care Pty Ltd will ensure:

 t hat s t aff who are wit nes s es or otherwise im pacted by the ev ent hav e acces s to addit iona l manag eme nt
s uppo rt o r co uns ell ing  w here requ ired.

 t hat people wh o are dis t res s ed fo llow ing an ab no r mal ev ent are fac ilitated in their recov ery and helpe d
retu rn to  t heir  pre - inc id ent  lev el of  fun ct ion ing as s oon as pos s ib le , f or ex ample by:

   al l ocating a safe place for retreat,

   g i ving staff the opti on of  bei ng im m ediatel y and tem porari l y relieved of thei r duti es,

   prov i di ng communication wi th fami lies and

   offeri ng to organise transport home.

Participa nts

   Cosmos Divine Care Pty Ltd will ensure:

 t hat other pa rtici pant , pa rticu lar ly witnes s es   t o the alleg ed  ev ent , a re s upported.
 t hat the impact o f the ev ent on  other  part icipa nts  and how they ca n be  bes t s upported  is cons i dered.
 t hat particip a nt, an d part icu larly w it nes s es , recei v e s upport o r c ounsell ing, or othe r mo dif icat i ons t o

s ervices , as ap pro pr iate,  inc lud ing :
   al l ocating a safe place and

   communi cating wi th families.
   I n relation to a sexual abuse, C A SA can prov i de assi stance wi th debriefi ng and secondary consultation.

POLICY AMENDMENT RECORD
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3 3 .   D ECISION M AKING  AND  CHOICE P O LICY  AND  P ROCED U RE

Po licy  Code CDC.33.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 27th April 2023

1. PUR POS E AND SCOP E

This pol i cy describes the process for ensuri ng participants are inv ol ved and participate as full y as possi bl e in the deci si ons about the
su pport they rec ei v e.

This poli cy and procedure appl y to the Di rector, s taff , students , con tractors and v ol unteers and al l potential and exi sting
participants, thei r fami l y mem bers, and other supporters.

2. RISK
C hoi ceand c ontrol are fundamental v al ues underpinning the NDIS and refl ect the partici pant ’s ri g ht to autonomy. I n pra cti ce,
m any thi ng s m ay i nterfere wi th the decision- m a k i n g process and reduce the l ev el of autonomy exerci sed. The obstacles are too
numerous and speci fi c to anal y se effectively. The org ani sati on should foster a gener al sensitivity to the val ues of choice and contr ol
and co ntinual l y re -evaluate and i mprove assessm ent processes.

3. PO LICY

Cosmos Divine Care Pty Ltd i s commi tted to ensuri ng al l participants are i nvol v ed i n m aki ng deci si ons and choi ces
abou t al l aspects of  the supp ort services t hey receive from the organi sati on.

Participants shoul d be the person m aki n g i nformed deci si ons and ch oi ces wi th reg ard to themsel v es and the
servi ces they receive.

A l l peopl e have the ri g ht to m ai ntai n thei r personal , gender, sexual , cul t ural , religious, and spi ri tual identities, and
the right to  di g ni ty of risk.

4. PROC EDURE

 The Direct or ( or deleg at e) will advise pa rtic ipant s / parents /g uardia ns w hen mak ing appointments for an
I ntak e I nterv iew and s ubs equent rev iew s t hat they are entit led t o hav e an indepe ndent s upp ort pers on
at the meet ing t o as s ist them in the decisi on-making pro ces s .

 The Direct or ( or deleg at e) will s upp ort partic ipant s /parents /carers to ac ces s any info rmat io n they
reas onab ly req ui re enabling them to part icipate in decis ions af fecting pa rtic ipant s ’ lives . This i nclude s 
s upporting t he ir ac ces s t o technology , a ids , e qui pment, and servi ces t hat inc r eas e and enhance the ir
decis ion -mak ing and  in dependence.

 The Direct or ( or deleg at e) will be res ponsive to th e chang ing needs, g oals, as pirat ions a nd ch oices of
pa rtic ipant s and w il l co mmunicate i n app rop riat e formats t o fac il itate their inf ormed decisi on -maki ng and
ch oice.

 Where C o s m o s D i v i n e C a r e P t y L t d is unab le to me et the needs and goals o f a participant o r is not res ourced
t o effect ively mee t t he pers on’s needs , the Direct or (or deleg at e) wil l refer the pers on t o othe r re levant
s erv ice prov iders or c ommunity -based  org anis at io ns to fac il itate  their s upp ort  needs .

 The Direct or ( or deleg at e) will act u pon t he outc o mes of a participant/pa rent/guard ian’s inp ut into dec is ion -
mak ing. 

 I nformatio n ab out part icipants ’ r ig hts , s erv ices an d pr oces s es t hat impact them will be p rov ide d i n a var iet y 
of f ormat s w her e  practica ble to  as s is t unders t andi ng , i n o rder  t o s upp ort dec isio n -makin g and cho ice.

Dignity of Risk

 Where a partic ipant has t he capac ity for decisi on mak ing, al l opt ions , r is k s and pos s ib le co nsequences
mus t be d is cus s ed with them, and a ll  relev ant s t ak eholders inv o lv e d in  t he dec is ion-making pr oc es s .

 I f  a decis i on d oes n’t p lace anyone  at  ris k o f ha rm, s t aff are to c omply with  t he decis ion.
 Staff will s uppo rt pa rtici pant s ’ acces s t o i nfo rmati on o n whic h to bas e their decis ions w hen t hey w ant to

try new th ings or con t inu e wit h opti ons that may not have g one well in t he pas t , inc lud ing t he benefit s
and  ris k s , cons equences  and  res ponsi bil ities  t o them a nd  others. 

 All s t aff wi ll be tra ined in res pond ing t o the needs of pa rtici pant s , pa rticipant decis ion mak ing, dig nity o f
r i s k and as s ist ing parti cipants t o mak e i nfo rmed choices in the leas t res t rictiv e way , thr ough f orma l i nduct i on
a nd tra ini ng proces s es  as  w ell as reg ular  t ea m meet ing s .



Provision  of Inf ormation

 Adv ice, n otice or inf ormat i on wi ll be o ffered in t h e languag e, mode of communi cat ion and terms t hat the
partic ipant is most likely t o unders tand. Where p oss ible , ex planati on s h oul d be g iv en both v erbally an d in
wr iting.

POLICY AMENDMENT RECORD

DATE BRIEF DESCRIPTION OF
AMENDMENT

AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



3 4 .   D OM ESTIC AND  FAMILY V IOLENC E PO LICY

Po licy  Code CDC.34.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 27th April 2023

1. PUR POS E AND SCOP E

This  poli cy  describes  the  process  for  the  safety  and  securi ty  of  peopl e  affected  by  fam ily vi ol ence.

This pol i cy and procedure i s primari l y intended for use where family violence i s suspected but not c onfirm ed. Staff
are to use this pol i cy and pr o cedure i f they are c oncerned that a partici pant may be the vi ctim of fami l y
violence.

This poli cy and pro cedure should be read i n conjun cti o n with the P rev en ting a nd Responding to A b u se, Negl ect a nd
Exp lo i ta tio n Po li cy.

This poli cy appl i es to al l staff, students, con tractors, an d vol unteers.

2. DEF INITIONS

Family – acc ordi ng to the  Vi cto r i an Fami ly Vi olence Pro tectio n A ct 2008 , ‘fami l y’ covers:

 a pers on wh o is ,  o r has been , the  relev ant pers on ’ s  s pouse or d omes t ic part ner
 a pers on wh o has ,  or  has had , an  intimate pe rs on al relat ions h ip wit h  t he relev ant pers on
 a pers on wh o is ,  o r has been , a  relative o f the re le v ant pers on
 a chi ld wh o no rmal ly or reg ula rly res ides w ith the relev ant pers on or has prev ious ly res ided with t he

re lev ant pers on  on a  n ormal  or reg ular  bas is
 a chi ld  or a  pers on  w ho has ,  o r  has had , an  int imat e pers onal relat ions h ip with the relevant pe rs on
 any other pe rs on wh om the re levant pers on  reg ar ds or regarded as be ing l ike a family mem be r (e. g .  C arer).

Family violence – the Vi ctoria n Fa mil y Viol ence Pr o tectio n A ct 2008 defi nes fami l y viol ence as behavi our by a person
towards a fam i l y mem ber of that person tha t  is:

 phy s ically  or s ex ually a bus iv e
 emotional ly o r ps y cho log ica lly abus iv e
 economi cally a bus iv e
 threatening
 coercive

in any other way co ntro lling or dom inat ing the fa mily mem ber a nd ca us es that family mem ber t o fee l fear
fo r the s afety or  w ellbeing  of that fam ily mem ber or  anothe r pers o n.

I t al so i ncl ude s behavi our by a person that causes a ch i l d to hear or wi tness, or otherwise be exposed to the effects
of  behavi our referred to in thes e  ways.

3. PO LICY

C o s m o s D i v i n e C a r e i s commi tted to supporti ng peopl e who are experi encing domestic and fam ily vi ol ence to
be safe and a ccess the  appropri ate servi ces.

4. PROC EDURE

Ind ica tors of f a mily violence in an adult
 A pers on wh o is  a  v ictim  of fam ily v i olence m ight:
 appear ne rv ous , as hamed,  or ev as iv e
 des cribe the ir  partner  as  contr ol ling  or pro ne to a nger
 s e e m  uncomfo rtable  or anx ious  in the  pres ence of  t heir partner
 be accompan ied  by t heir partne r, wh o d oes  most of the talki ng
 g ive an unco nv inc ing ex planati on  of  injuries  t hat they or the ir c hi ld has s us t ained
 have recently s eparated o r d iv orced
 be relu ctant to f ol low adv ice
 s uffer anx iet y ,  panic  at t ack s , s t res s  and/or de pres s ion
 have a st res s -related il lnes s



 have a drug abus e p ro ble m  incl udi ng depende ncy  on tran qui ll is ers or alco ho l
 have chron ic  headaches , as t hma and /o r v ag ue aches and pai ns
 have abdomina l pa in a nd/ or c hr onic  dia rr hoea
 report s ex ual dy s funct io n
 have joint an d/o r mus cle  pain
 have s leeping and/ or eati ng dis o rders
 have at t empte d s uicide and /o r hav e a psy chiat ric  ill nes s
 have g y naecological pro blems  and /or  ch ron ic pe lv ic pa in, and/ or  have s uffered misca rriages
 have phys ical s ig ns of v iole nce s uch as bru is ing on t he ches t and ab domen , mult ip le i njur ies, mi nor cuts ,

inju rie s  du ring  preg n ancy and/o r  ruptu red eardrums
 have delayed s ee k ing medical at t ent ion, o r
 pres ent with patterns o f repeat ed  inju ry o r s ig ns o f neg lect.

Respond ing to a concern

Pl ease refer to the flowchart l a b elled Fi gu r e 10 below (fro m Fa mi ly Vi olen ce Risk A ssessment a n d Risk Ma nag ement
Framework an d Pra ctice Guides 1 -3, DHHS) 

 As s es s w het her the pers on  is w il ling to  t alk abo ut  t heir s ituati on.
 I f the pers on is w illing t o talk ab out thei r situati on , as k direct ques t ions that can hel p you as certai n whet her
t here may be  fami ly v iolen ce occ ur ring. 
 I f the res pons es t o the p rompti ng ques t ions ind ica t e that family v io lence is not occ urr ing, yo u mus t res pect

th is. The pers o n mig ht be ex perien cing family v io lence , but e it her not y et ready to ta lk ab out it, or not
c omfo rtable talking to y ou a bout it . I t may als o be p os s ible tha t t hey are not ex per iencing family v io lence.
St aff s h oul d i nfo rm the pe rs on ab out the hel p that is av ailable s ho uld t hey ev er ex perience fami ly v io lence.

Respond ing to family violence

 I f the pers on is in immed iat e dang er, and the pers on is wi lling t o receiv e as s istance, refer to the Pol ice
an d/o r the Spec ial is t Family V iole nce Serv ice for a  fu ll as s es s ment.

 I f the pers on is not in imme diat e dang er and t he p ers on is wi lling t o receiv e as s istance, refer to the
Specia lis t Fami ly Violence  Se rv ice fo r a f ul l as s ess ment.

 Where the pers on is i n immed iat e danger an d n ot will ing t o receiv e as s istance, dis cus s the s it uation wit h
y our  s uperv i s or and  conside r  a  refer ral to the Police.

 I f the pers on is not in immediate danger and not w ill ing t o receive as s ist ance, s t aff s hould in form t he pers o n
abo ut the hel p that  is av ailab le, a nd mo nito r  the s it uation c losely. 

 I f chi ldren are inv olv ed a nd a re at r is k of s ig ni fican t harm, s taff a re to inf orm their s uperv is or an d re fer to
C hil d Pr otect ion. Wh ere the ch ild is n ot at ris k o f s ig nificant harm, but the re are conce rns fo r thei r w ellbeing,
s t aff will mak e a referra l to C h il d FI RST (c heck your l ocal contact he re). Staff are t o ens ure the proces s es in
the Preven t in g a n d Respo n d in g to Abuse, Neg lec t a n d Exploitat ion Po licy are f ol lowed.

Saf ety proced ures

Strategies to deal w ith people w ho are d isplayin g agg ressive behaviour.

 Follow the Partic ipant  Ris k As s es s ment and Partic i pant  Safet y Planni ng proces s es  t o remain  s afe.
 D o not enter a p roperty w here y ou ca n hear s ig ns of ag g res s ion o r where there are ad diti onal unknown

peo ple  in the  hous e .
 C lear the s pace as much  as pos s ible
 Remove others fr om the s cene
 Speak to the part icipa nt  in  a c lear, non -pr ov ocativ e manner
 G iv e  the pers on en ough pers o nal s pace
 Us e v oice and ey e co ntact to at t empt to mai ntain  t he balance
 Us e div ers ion  if  pos s ible  – a cha ng e of f ocus ,  dist r act ion, o r i nter ru pt train  of thought.
 I nform  other s t aff as s oo n as pos s ib le
 C all emergency res ponse tea ms if needed ( inc lud i ng pol ice, am bula nce, menta l healt h res ponse

tea ms ).

Protecting yoursel f and others from a vi ol ent atta ck is  essential.

POLICY AMENDMENT RECORD
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AMENDMENT

AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



35. CLINI CAL  WASTE MANAGEM ENT P O LICY AND  P R O CED U RE

Po licy  Code CDC.35.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 27th April 2023

1. PUR POS E AND SCOPE

This pol i cy and pro cedure ensu re the safety of partic i pants, staff and the g eneral publ i c by ensuri ng that waste
produ ced i n the  deli very of services i s appropri atel y managed.

This  poli cy  appl i es  to  al l  staff, volunteers  and  contract ors  i nvol ved  i n   delivering  supports  that generate cli nical waste.

This poli cy a nd procedure draw on Cl i n ical a nd Related Wa ste – Op era tion Gui dance (EPA , Vic: 20 09), the N a tional
Gu id eli n es fo r Wa ste Ma n a g emen t i n the H ea l th I n du stry (N ati onal H eal th and Medi cal Research C ouncil) and the

I n d u stry Co d e of Pr a ctice for th e Ma n a g emen t o f Cli ni cal and Rela ted Wa stes 6 t h Ed i tio n (Biohazard Waste
Industry  A ustral i a  and  New Zealand, 2010).

2. DEF INITIONS

Clinical waste– (m edi cal waste) wastegenerated i n a cl i ni cal setti ng an d th at has the potential to cause sharps i njury,
infection or di sease . 

Cy totoxic waste – Cytotoxic waste is material that i s, or may be, contami nated wi th a cytotoxi c drug dur in g the
preparation, transport or admi ni stration of chemotherapy. Cytotoxi c drugs a re toxi c compounds known to hav e
carcinogeni c, m u tagenic and/or teratogeni c (causi ng foetal and/or neonatal abnormal i ti es) potential. Direct con ta ct
wi th cytotoxi c m ay cause i rri tation to the ski n, eyes and m ucous m embranes, and ul ceration and necrosis of ti ssue.
The actual pathway through whi ch exposure occurs was stil l unknown, however dermal exposure has been 
su ggested to be the mai n route of exposure. A clear rel ati onshi p has been foun d between dermal exposure l evel s
and direct sources of  exposure  for al l tasks.

Gene ral Waste – waste that does not hav e the poten ti al to cause sharps i n jury, i nfecti on or hazard. Suc h wa ste
may be di sposed of i n t he sam e way as domestic wa ste. This stream includes incontinence pads, sani ta ry wa ste,
di sposabl e nappi es, sal i ne, dextrin, oxygen masks, drai ned I V bag s and tubi ng , g l oves (not bl ood stained), n apki ns and
sterile wraps.

Pharmaceutical Waste –pharmaceuticals or other ch em i cal substances i ncl udi ng expired or discarded
pharmaceuti cal s,  filters  or  other  m aterial s  contami nated  by  pharmaceutical products. (se e Rela ted Wa ste)

Relate d Waste  – Rel ated waste i ncl udes:

 Pharmaceutical w as t e: unus ed, unwanted or out - of-dat e med icines ; s harps, packag es or contai ners
co ntaminated wit h pharm aceutical pro duct s – ex cluding t h os e with on ly trace quantit ies (empty pil l
b ott les ) and s al ine, s ug ar and nut rient s o lutio n s and  dri ps .

 C y t otoxic drug s .

PPE –  Personal Protective Equi pment

Sharps – A ny object capabl e of i nfl i cting a penetrating injury, whi ch m ay or m ay not be contami nated with
bl ood and/or body substances. Th i s i ncludes hypodermi c needl es, intravenous sets (‘spikes’), Pasteur
pipettes, broken g l ass, and scalpel bl ades. Vari ous hard pl astic i tems, such as i ntac t am ni oti c m em brane
perforators  and  broken  pl astic pipettes, al so contribute to sharps.

3. PO LICY

C li ni cal and related wastes can presen t risks i n ha ndl i ng , st ori ng , transporti ng and/or disposi ng for the foll owi ng
reasons:

 t he potential r is k to pers on nel involved in the dis p os al of s ome of t hes e was t es, and to the pub lic , if
it is n ot manag ed co rrect ly; and

 t he potential fo r p ollutio n  o f the env i ronmen t  or v isual o ffence  if was t es  are not dis p os ed of  pr oper ly .

Cosmos Divine Care Pty Ltd will minimi se harm to the health and wellbei ng of its staff, its participants and the general



publ i c by compl yi ng with regul ations concerning waste manag ement. Specifi cally, Cosmos Divine Care Pty Ltd seeks to
ensure:

 t he s afet y of it s s ervice del iv ery s t aff by p rovid ing t hem with the i nfo rmat ion , proces s es , and eq uipment
needed f or pers ona l p r otection an d the s afe handling of  hazard ous mat eria ls .

 t he s afet y of partic ipants , the ir fami lie s and carers , by b uil ding ca pacit y t o effectiv ely manag e cli nica l
was te g enerat ed in the ir h omes .

 t he s afet y of the g eneral pub lic by min imis i ng t he opportunity f or the s pread of d iseas e and acci dental inju ry
aris i ng from  t he h andli ng and  dis pos al  of clin ical  w as t e.

 t he potential fo r env i ronmenta l  po ll ution  is m inim is ed by t he co rrect  dis pos al of hazar dous chem icals.
 t he effectivenes s of Cosmos Divine Care Pty Ltd’s clinical manag eme nt by reviewing and contin ually

impr ov ing was t e handl ing and  s afety proces s es .

4. PROCEDURE

Responsibilities

Compliance Requirement

Where s erv ices g enerate clin ical w as t e, Cosmos Divine Care Pty Ltd is res pons i ble t o: work with s ervice - delivery
pe rs onne l to as s es s the ris k s as s ociated with c lin ical was t es g enerated; ens ure approp riate was t e s eg reg a t ion,
packag ing , label li ng and s t orag e. ens ure approp riate trai ning for al l s t aff i nvolved in t he g eneration and hand ling o f
was t es. ens ure that approp riate cl in ical w as t e dis pos al me t hods are av aila ble to s ervice -delivery pers o nnel . dev elop
an eme rgency plan t o res p ond to cl in ical w as t e or hazardous s ubs t ances is s ues and inc idents (and , if implemented ,
to rev ie w and rev is e the p lan as needed). s upply s t aff with; appro priate Pers o nal P rotective Eq uipment ; appro priate
was t e dis pos al mat erials a nd s pi lls k it s . info rmat io n (where avai lab le) abo ut part ici p a n t ris k s reg ardi ng transmiss ible
i nfectio ns and hazardo us s ubs t ances in c lin ical w as t e. info rmat io n abo ut ide ntifying, hand li ng , transp ort ing and
dis pos i ng of a ll cl inica l w as t e streams g enerat ed in s erv ice del ivery. info rmat io n abo ut eme rgency pr ocedu res,
i ncide n t manag eme nt, and us e o f s pi ll kits approp riate to t he r is k s and hazards p res ented by the c lin ical w as t e
s t reams g enerated in s erv ice delivery. us e licens ed c ontract o rs fo r co llect ion and t ransp ort of t he was t e, as
appropr iate v erify that the re lev ant dis pos al faci lity is licensed t o treat t he was t e. reg ularly a udit the pr oces s es and
proce dures  i n p l ace to deal  w ith the was t e to ens ure that they remain  effective.

Staf f responsib ilities

Where s erv ices g enerate clin ical w as t e, s t aff are r es ponsible to unders t and the hazards p res ented by cl inica l was t e; handle a nd
d ispose of cl in ical was t e approp riately ; appro priately s t ore and use the PPE s upp lied . notify t hei r s upe rv is or whe re the cl in ical
w as t e g enerated ex ceeds (or  is l ikely to ex ceed) the equipme nt s uppl ied; and report a ll inc idents app rop riat ely .

Segregation and Lab elling

 Specifi c was te s t reams mus t be manag ed in l ine w ith V ictor ian leg is lat ion , licensi ng, was t e manag eme nt
contract and was te  minim isat ion p ractices .

 Was te s hould  be s eg reg at ed at the point  of g ener at ion.
 Was t e s t reams  are div ided  into the  fo ll owing cat e g ories  fo r app rop riate handling:

C linica l was t e, i nclu ding  animal was t e.
dis carded  s harps human tis s ue was te
laborat ory and  as s ociat ed was t e direct ly  res ulting  from the  pr oces s ing of s pecimens.
Relat ed was t e, inc lud ing chemical  w as t e.
was t e cons t ituted by, or  contam inat ed with , cytot oxic d rugs human b ody parts.
pharmaceutica l was t e radioa c t ive was t e
G eneral Was t e
 Where was t e s t reams overlap, the most hazardo u s component s h oul d det ermine label ling an d d is pos al:

e. g . , s harps that are contami nated wit h cyt otoxic mat erials must be labe lled a nd d is pos ed of as cy t otox ic
w as t e (by hig h temperature inc inerat ion). If a w as t e s t ream is contaminated w it h human tis s ue was te or
p harmaceutica ls, a ll was t e  w ill requ ire  inc inerati on.

 Cosmos Divine Care Pty Ltd w i ll ens ure that a ll s t aff g enerat i ng w as t e unders t and how to s eg reg at e
mat erials t hrough:

monito ring an d t ra ini ng .
provid ing s uitab le co ntainers ,  labe ls, and  bag s .
ens uring al l was t e can be eas i ly , s afely, an d co rrect ly s eg reg at ed at the point o f g eneration.

Labelling



 C linica l an d re lated was t es mus t be proper ly s eg reg at ed, packag ed, labe lled , handled and t rans ported t o
mi nim is e risk to was t e handle rs and the community, s uch as need le s t ick inj ur ies and trans mis s ion o f
i nfectio us dis ea s es .

 All s har ps and other was t e contai ners s hou ld mee t the s pecific Aus t ralian St andards req uireme nts . C lin ical
and  related was t e mus t be seg reg at ed  and identif ied  by fo llow ing co lou r c odi ng and mark ing s :

 C ontainer  labels mus t be  displayed  on at  leas t t w o s ides

Gen era l wa ste

 G enera l was t e  is  any  w as t e  t hat d oes not p res ent  a ris k of  in fectio n o r haz ard.
 G eneral was t e inclu des aprons , g owns and glov es , s anitary was t e, napkins, and s t er ile wra ps ; oxy g en mas ks, draine d 
d ialy s is w as t es , drained s al ine or dex t rin I V bags , nas og as t ric feed ing tubing; intravenous d rip equ ipment that has n ot been
co ntaminated wit h pharmaceutica ls, haza rdous c hemica l add itiv es , s uch as cy t otox ic or rad ioactive drug s – and from w hich s harps
have been  remove d.
I ncontinence pads and d is pos a ble nappies – Un les s t here is v is ible bl ood , inco ntinence pads and dis pos ab le nap pies are not
cons ide red c lin ical w as tes . Urine a nd faeces f rom patients unde rg oing t hera p y may contain drug s and the ir met abolic by -
pr oduct s . D is pos al  of thes e was t es  to s ew er is unav o idab le and  is not pr ohi bited  or res t rict ed.
 G eneral was t e s hould be han dled in a manner co n s ist ent with domes t ic was t e a n d dis pos ed of at point of w as t e
g eneration us ing  domes t ic was t e dis pos al fa cil ities o r f lus hed  down d omes tic toilets   into sew er  lines .
 St andard p recauti ons s hou ld be tak en as appropri a t e: g loves and other pers ona l p rotect ive equ ipment a s required;
doub le bag g ing s anitary was t e, inc onti nence pads and d is pos able na ppies ; flus hi ng flu ids w ith t he toilet s eat down to contai n
aeros ols .

 NOTE : Was t e fr om patie nts k nown to have, or s us pected of hav ing a communi cable dis ea s e is cons i dered c li nica l w as t e.
I t is not pos s ib le to det ermine the ex t ent and durat ion fo r whic h th is w as t e rema ins infect i ous . I t will depend on t he infection, t he
s t at e or ty pe of the in fectio n, the s t at e or ty pe of the d iseas e and i n s ome cas es , th e effect or s peci f ic treatment. D es ignating
w ast e  to this cat eg ory s hould  be bas ed o n cons iderat ion  of the  k nown m odes  of t ransmis s io n of the  mic roo rg anis ms inv olv ed.

Clinical W a ste

 C linica l was t e means w as t e that has t he potential t o caus e dis eas e, i nclu ding , for ex ample , the followi ng : animal was t e
dis carded  s harps human tis s ue was te laborat ory w as t e.

Disposal  of clinical  waste
 All med ical w as t e, other than s harps , mus t be pla c ed in clear ly labe lled heav y -duty y ellow plastic bag s . Bag s intended for
domes t ic us e are uns uit able  for t his was t e.
 Any bulk f lu ids s hou ld be  emptied  into  domes t ic s ew erag e  s ys t ems .
 C linica l was t e mus t be inci nerat ed in a reg is t ered fac ility; collected fo r d is pos al by a pers on l icens ed f or the collect ion and
t rans port  of medical was t e.

Laund ry

 To mi nim is e the ris k o f d iseas e trans mis s ion via ex pos ure to contami nated linen , us ed li nen o r linen s oi led
with bl ood or othe r bo dy s ubs t ances s hould be hand led, pr oces s ed and d is pos ed o f i n a man n er that
prev ents ex pos ure to s kin and mucous memb r ane s , c ontaminati on of cloth ing and transfer of
micro org anis ms t o othe r pe rs ons and the env ir on ment: us ed, s oi led o r wet l inen s h oul d be bag g ed at the
point of g enerati on; linen t hat is heav i ly s oile d with blo od , othe r bo dy s ubs t ances or other fl uids (inc lud ing
w et w it h wat er) s hou ld be bag g ed in cle ar leak -p roo f bags ; linen bag s s hould not be f il led com pletely as
t his w ill inc reas e the risk o f r upture in trans it a nd inju ry t o bag ha ndle rs . us ed or s o iled l inen a re not t o be
rins ed or s orted in patie nt care a reas; domes t ic was hing machi nes are o nly to be us ed t o lau nder pat ients ’
pe rsonal items  and on ly one  patient’s pe rs onal it ems  can b e was hed per cy cle.

Clinical W a ste: Sha rps

A l l sharps pose a potenti al hazard an d c an cause injury through cuts or p unc ture wounds. Discarded sharps
may be contaminated with bl ood, body fl uid, mi crobiol ogi cal materi al s, and toxi c, cytot oxi c or radi oac tiv e
substances. There i s di sease potential i f the sharp was used i n the treatment of a pati ent with an i nfecti ous
di seas e .



Safe handl ing of s harps
 I t is important that a ll s t aff are aware of the in her ent ris k of inj ury as s ociated with the us e of s harps s uch as needles ,
scal pels an d lancets . When hand ling s harps t he fo llow ing pr inc ip les apply : the pers on us ing t he s harp is res po nsible fo r its s a fe
disposal .

dis pos e of t he s harp immediate ly fo llow ing its us e and at the poi nt of care; dis pos e of all s harps in designated
p unctu re res ist ant containe rs t hat con form t o relev ant Aus t ralia n Standar ds (AS/N ZS 42 61 :19 94 reus able; AS
40 31: 199 2 n on-reus able); dis pos e of s harps d is pos al c ontaine rs w hen they a re ¾ fu ll or reach the s pecif ied fill 
l ine , s eal app ro priately a nd p lace in the clinica l was t e stream. nev er pas s s harps by hand betw ee n healt h ca re
w orkers. if ca rry ing a s ha rp is u nav oi dable , then it mus t be carrie d i n a c ontaine r s uch as a kidney dis h , s o as t o
m inim ise the l ikelihoo d of a s harp’s inj ury . nev er recap us ed needles u nles s an app rov ed recapping dev ice is
us ed;  nev er bend, break  or otherwis e man ipu late by ha nd a need le  f rom a  s y ring e.

Sharps containers

 Sharps conta iners mus t com ply w it h AS403 1/1 992 or AS /NZS 42 61: 199 4 and mus t : be des ig ned and
constru ct ed to reduce the possib ility o f i njury to hand lers d ur ing collect ion and t rans port of s ha rps fo r
d is pos al. be res is t a nt to im pact , penet rat ion, and leak ag e; be s t able, have integ rity of t he handles / other
car ry ing f eat ures and clos ure dev ice and have a capacit y indi ca t or (f i ll li ne) m arked on the outs ide wal l of
t he container ; be s trateg ically pla ced s o as t o m in imis e the d is t ance s harps are carr ied to t he dis pos al p oi nt.
in n on-c linica l comm unity s et t ing s , s uch as with in a pat ient’s h ome, be place d out of the reach o f ch il dren
(1. 4m ab ove the fl oo r); be trans ported w ithi n a c o mpartment in the ca r s eparated fr om the d riv er ’s
compartment; a nd be trans ported t o a hos pital , c ommun it y health ce ntre or mult i -pu rpose s erv ice for fina l
d is pos al.

 Reus a ble s ha rps co nta ine rs m us t be readi l y e mpt i ed and c lea ned  bef o re reus e.
 Reusable s harps c ontaine rs mus t not be  us ed to s t ore cy t otox ic  w as t e.

Related Wa ste: Cy totoxic

 C y t otoxic was t e is mat erial that is, or may be, c on taminated wit h a cy t otox i c drug du ring the prepa rat io n, tra ns port or
a dmin is t rat ion of c hemotherapy. C y t otoxic res idue is pres ent in patients ’ bod ily f lu i ds . C y t otoxic was t e incl udes: cyt otoxic
pharmace uticals pas t t heir recommende d s helf life , u nus ed o r rema ini ng drug s i n al l f orms , contami nated s t ock, and cyt otoxic
drug s ret ur ned from a patient contaminated was t e from pre paratio n p roces s es s harps and s y ringes , amp oules an d v ials
intravenous infusi on set s and c ontaine rs empty cy t otox ic dr ug bott les cotton woo l f rom bott les co ntaini ng cyt otoxic d ru g us ed
HEPA o r chem ical fi lt ers and other dis pos ab l e contaminat ed e quipmen t contaminated pers onal pr otective equi pment (f or
ex ample – g loves , dis p os able g owns, s hoe covers, res pirat o rs ) s w abs , cloths , mat s and other mat er ials used to cl ea n cytotoxic
co ntaminat ed equipment or to co ntain s p il ls contaminated body s ubstance rece ptacles (fo r ex ample – d is posable vom it bags ) 
dres s ing s , bandag es , napp ies , inco ntinence aids a nd os t omy bag s heav ily s oile d and contami nated bed ding t hat is d et ermined to
be d is pos ed contaminated s pec imens fr om the la borat ory . g loves , g owns , dos ing c ups and a ll equ ipment use d in t he pre parati on
an d administrat i on of c hemotherapy o r ant i -neo plast i c drugs ; napkins and other clean ing mat eria ls us ed to c ol lect bod ily f luid 
s pi lls an d wipe s urfaces s uch as bed  rails, to ilet s ea t s , g rab ra ils w hich  chemoth era py patients touch.

 Cosmos Divine Care Pty Ltd w i ll : advis e s t aff where a part icipant is u ndergo ing cy t otoxic d rug treat ment provide approp riate
s pi ll k its ;

provide in format i on on the contents of a s pi ll k it; provide w ritten instructi ons on how to manag e a s pi ll in a home s ituation ;
provide precaut iona ry in format ion t o care rs w ho are preg nant or breas tfeed ing; provide t he op portu nity fo r s t aff membe rs
t o opt - out of w ork i ng w ith pa rtici pant s underg oing cy t otoxic d rug t reatment on t he bas is of: preg nancy, p lanned preg nancy
or breast feeding ; illnes s and in fectio us dis ea s e; abnorma l path ology res ults .

  St aff caring fo r pa rticipant s unde rg oing t reatment w ith cyt otoxic drug s wil l: av oid s k in c ontact with the patient’s body s ubs t an ces ;
prev ent g enerating aeros o ls w he n han dl ing t he pa tient’s body was t e dis pos e of w as t e, s uch as ur ine, faeces , v omitus , t he
content s of os t omy bag s , inco ntinence a ids and d is pos able na ppies contain was t e g enerated fr om d rug admi nist ratio n in a
ded icat ed c ontaine r; kee p was t e containers s ec ure and app rop riat ely la belled ; clean-u p s pi lls immed iat ely us ing provi ded s pi ll
k it s ; t rans port cy t otox ic  w as t e in s ea led c ontaine rs in t he boot  (not ca bin ) of  a v ehicle.

Disposal  of cy totoxic waste

 Hard wa ste: C y t otox ic was t e g enerated in the ho me may incl ude d res s ings , nappies , inc ontine nce ai ds ,
os t omy bags , catheter s , cathet er bag s and the like. Health ca re workers s h oul d bag t hes e items ( purp le bag )
an d remove the bags following thei r v is it . The was t e s hou ld be dis pos ed in a cyt otoxic was t e bin a nd tak en
back to  t he health  care  facility ,  in th e boot  of a v eh icle , fo r dis pos al  in a  cy t otox ic was t e bin.

 I f was t e consis t s of a mix t ure o f cytotoxic and oth er was t e it mus t be inci nerat ed at the
temperatu re rec omm ended  for cy t otoxic was t e.



 I n the absence of a health care wo rker, a patient o r care r s hou ld dis pos e o f the was t e into a s ea led p las t ic
bag, the n i nto the h ousehold  ru bbis h.

 S o ft wa ste: C y t otoxic contaminated b ody was t e – i.e. , ur ine, faeces , vomitus, the contents of os t omy bag s
and the l ike  – s hou ld  be disposed  of  into a household to ilet by us i ng a fu ll  fl us h and w ith the  lid  down.

Laund ry

 All line n s hou ld be hand led w ith care , p laced w ith minima l han dling into leak -proo f bag s fo r trans po rt to
laun dry fac ilities . 

 G ross ly contaminated  linen  s hou ld  be discar ded a s  cy t otoxic was t e.
 Recommended PPE :

g loves  (double) cov eralls /  g owns
res pirato ry protect iv e eq uipment
 St aff s hould, a nd s ho uld in form part icipa nt s and t heir ca rers t o : bag laund ry at t he l ocatio n

of us e; wear tw o pai rs of dis pos able g lov es w hile s o rting l inen f or laun der ing; unbag, s ort a nd
was h c ontaminated items s eparately; was h s oiled linen at t he max imum cy cle and in ho t or c old
w at er, then  l ine d ry ; put the g loves  into  a p las t ic bag, then  int o  t he h ou s ehold g arbage.
 Once lau ndered , c ontaminated  li nen can  be  reus ed.

Related Wa ste: Pha rma ceutica l

 Pharmaceutical w as t e may aris e from :
pharmaceutica ls t hat hav e pas s ed their recomme nded s helf l ife; pharmaceutica ls dis ca rded d ue t o off -
s pecif icatio n batches  or co ntaminated packag ing.
pharmaceutica ls ret ur ned by patients or disca r de d by the pu bl ic; pharmaceutica ls t hat are no longer
requ ired  by th e es t ablis hment; and
was t e g enerated during  t he manu facture a nd ad minis t ratio n  o f pha rmaceutica ls .
  Non-haza rdous mat er ials s uch as  norma l sali ne o r  dex t rin need  not  be cons idere d as pha rmaceutical  w as t es . 
 Exces s s t ock of pharmaceut icals, e ither cur rent o r ex pired, may be retu rned to a relevant auth or ity or col lectio n
centre fo r app ropriate d is pos al o r dis t ribut ion. The d is pos al met ho d depe nds on t he chemica l com positi on o f
the material. T his mus t be c hecked with the ma nu facturer. T he com ponents mus t be interp reted/class if ied
acc ord ing t o the k n own toxic ity of the pharmaceutica l inv olv ed, and t he degree o f co ntam ination. I f in dou bt,
cons ult the  pharmac is t .

S torage

 C linica l an d re lated was t e mus t be s t ored i n a ma nner that is not offensive and that min imis es t he threat
t o  healt h , s afety or t he env ironme nt.

 Any was t e mix ed with cli nica l was t e must be treat ed  as cl i nica l was t e.
 Where it is neces s ary to s t ore c linica l was t e, Cosmos Divine Care Pty Ltd w ill p rovide an enclos ed s t ructu re

s uch as a s hed , g arag e, cag e,  f enced area  or s eparat e load ing bay t o s t ore was t e.
 Cosmos Divine Care Pty Ltd w i ll ens ure that p rov ide d s t orag e areas : are cleaned reg ula rly a nd t o be ke pt

f ree f rom od our and v erm in are lo cat ed away fr om f ood a nd cl ean s t orag e are a s , are inacces s ible to t he
publ ic, have rig id, im pe rv ious f l oo ri ng ; have a locka ble d oo r o r, if not pract icab le, locks o n all b ins in t he
area; have, where practicable, lo ading an d unl oadi ng s pace wit hin t he s t orag e area; have clea n up f acilit ies ,
s p ills k its , approp riat e drai nag e and bund ing (i. e. ret aining walls wit hin t he s t orag e area to contain any
m a t e rial t hat has e s caped).

S a f e Wo rk Procedu res

Risk Asse ssme nt

 Cosmos Divine Care Pty Ltd w i ll as s es s and document the r is k s t o st aff as s ociated with partici pants in t heir
care pr ior t o c ommencing s er v ice delivery, by cons ult i ng data s heet s for pa rtic ipant med icatio ns ;
cons ider ing p roced ures req uire d and l ikelih ood of s t aff ex pos ure; cons ider ing the envi ronment in w hich
part icipa nt care wil l tak e pla ce; us ing t he Hazardo us Substance Ris k As s es s ment; and cons ult i ng w ith the
relevant s t aff.

 The Haz a rd o u s S u b sta nce Risk As sessm en t  w ill be  at t ach ed to the partici pant’s f ile.

Personal Protective  Equipme nt (PP E)

 Cosmos Divine Care Pty Ltd w i ll s upply s t aff w ith PP E: s uitable f or the nat ure an d degree of the identi fie d haz ard.
recomm ended  in a ppl icab le S af e t y D ata Sheets (SD S).



 Cosmos Divine Care Pty Ltd w i ll ens ure s t aff u nders t and: the s t andard p recautio ns (s ee the Infection C ontr ol Po licy a nd
Pr ocedu re); the hazards ide ntifie d and t he means of min imisi n g risk ; the pro per s electi on, fitti ng (don ning/ doff ing, or p utt ing
on/ removing), s t orag e and maintenan ce of  PP E; the pro per use o f s pi ll k its  provi ded.
 Cosmos Divine Care Pty Ltd w i ll ens ure – whe re poss ib le – th at all c ontracto rs, s uch as was t e collectors ,

comp ly with a ll  WHS an d othe r l eg is lat iv e requi rements , e. g ., wearing approp riate PPE.

Spill  Kits

 C linical Waste Sp ill kit co ul d c o nt ai n b r oo m mop a nd mo p b u ck e t. a large (1 0 l itre) reus able plas t ic c ont ainer or buc ket
with fitt ed lid , c o nt a i n i n g ; 2 plas t ic g eneral was t e garb ag e b ag s for t he dis p os al of any general w as t e ; 2 C li nical was t e bag s for
t he d is p osal of C l inical w as t e ; a p an a nd s c ra p e r; 5 granu lar d is infect ant s achets cont aining 1 0, 000 pp m availab le c hl orine or
eq u i va l e nt ; dis p os able rub ber g loves s uita b le fo r c l e a n i n g det e r g e nt dis p os able c loths and s p o n ges dis p os able ove ra lls heav y
duty g loves s uitable for hand li ng C li nical w as t e eye p rot ecti o n a p last ic a p r o n a mask (for p rotectio n ag a ins t i nhalati on of
po wd er  fr om  dis infectants ,  o r aeros ols  g enerated  from  t he  s p i l ls ).  Was t e  s p ill  s ig n incident  rep ort  for m.

 C ytotoxic s p ill k its could c ontain mop a nd mo p b uck e t larg e (1 0 lit re) reus able p lastic contai ner or buck e t with fitt ed lid , 
c o nt a i ni n g; 2 cytotoxic was t e bag s for t he d is p os al of c ytotox i c wa s t e 2 pai rs of dis p os able ho oded o v e r a l ls s hoe c ov e rs long
heav y- d u t y glov es lat e x g l ov e s a mask (for p r otect ion a g ains t inhalation of p owd er from d is infect ants , or aeros ols g enerated
from t he s p i l ls ). s p las h g o g g le s abs orbe nt t owelling / a b s orbent s p ill mat 5 g ranula r d is in fect ant s achets containing 1 0, 0 00
pp m  a vai lab le  c hlorine  or e q u iv a le nt ; a p an  a nd  s c r a p e r. was t e  s p ill  s ig n  incident  rep ort  re fo r m.

Spills

Blood or  body substa nce spills
 Spot Cleani ng Put on d is pos able g l ov es Wipe up s pot immediately w ith a dam p cl oth, alc o hol, o r pape r towel may be
us ed. Dis card co ntaminated mater ials i n C li nica l was t e bag . Was h hands th oro ug hly other s pil ls. C ollect ap pro priate s p ill kit f rom
des ignated locat i on Wear d is pos able g l ov es , ey ew ea r, mas k and ap ro n. Remove the bulk of the blo od a nd b ody s ubst ance s w ith
abs orbent mat er ial Us e pan and s cra per to s coop up abs or bent mat erials and unabs o rbed blo od or body s ubs t ances. Dis card
cl in ical mat erials in c linica l was t e bag for dis pos al Was h hands th oro ug hly. Mop the area w ith a det erg ent s ol utio n. Wipe the s ite
with d is pos able towe ls s oaked in a s oluti on of 1% (10 ,0 00 p pm) av ailable c hl ori ne. C lean and dis in fect pan , s crape r, m op an d
bu ck et. Re-us able ey ew ear and a pro n s hou ld be c leaned a nd d is infect ed a fter us e Replace any used items and ret urn the s pil l kit
to  t he designated lo cat ion.
 I f a s pil l oc curs o n a ca rpet ed a rea, mo p u p as mu ch of t he s pi ll as p os s ible us ing dis pos ab le towels t hen c lean with a
dete rge nt. Arrange fo r the ca rpet to be s hampo oed as s oon  as  pos s ible.

Cy totoxic Spills

 D o not us e a lcoh ol- bas ed ag ents t o clean cytotoxi c s pil ls as s ome drug s can bind t o al coh ol a nd increas e
the a rea of contami n at ion. Us e s odium hy pochl or it e (l iqu id bleach) or M ilt on tab let s or s o lutio n where
pos s ible.

 Recommended PPE : cov eralls / g own/ g loves protect iv e ey ew ear s hoe covers res pirato ry protect iv e
eq uipment head cover ing.

 Spil ls of cy t otoxic mat eria ls s hou ld be immed iat el y contained and c leaned us ing t he fo ll owing p rocedu re:
Collect cy t otox ic s pil l kit from des ignated l ocat io n Put out a s ig n to noti fy of potent ia l hazar d. Don a
pa rt icu lat e (P2) res pirato r, t hen ap pro priat e pers onal pr otect iv e equi pment Double gl ov e wit h latex
i nner and heav y-duty outer g loves For liq uid s pil ls , wait a few s econds f or ae ros ols t o s et t le, then cover
the  s pill us ing av ailable  abs orbe nt mat erial, tak ing ca re n o t t o g enerate any s plas hes (aeros ols ).

Scrape up any b roken g las s and abs o rbent mater i als and p lace in cyt otoxic was t e bag. Mop the area w ith
warm wat er. D et erg ent may be appl ied as a f ina l s t ep, was hing from a rea of leas t contami natio n. Dry t he
affected area w ith abs o rbent towels o r ot her s uit ab le m at eria ls Remove s hoe cov ers , outer g loves ,
dis pos able overalls, mas k and g ogg les and place i n was t e bag/containe r Dis card the c ontaminat ed c leani ng
was t e into the cy t otoxic plas t ic was t e bag Seal was t e bag and place in cy t otox ic was t e bin or hav e it co ll e c t e d
in the us ual manner. Was h hands an d any ex posed sk in C omplete an i ncident rep ort. Replace any used items
and  ret urn the  s pil l kit to  t he designated lo cat ion.

Incidents

Imme diate re sponse

 Pe net rating inju ry/needles t ick i nj u r y : Induce b lee ding by g ently s q u e e z i n g . Was h p romptly and t ho r oug h ly wit h s oap
and  wa t e r 
 M ucos al Sp las h : Rins e cop io us ly w it h wat e r. I f eyes are a f f e c t e d rins e w hi le o pen with t ap water or s a line. If b l ood g e t s



in t he  m outh,  s p it  out  and  ri ns e  with  wat e r  and  s p it  out  a g ain. Repeat  s e veral  t i m es .

Cy totoxin Contaminatio n

Cl o thi n g a n d p er so n al protectiv e equ ip men t

I mme diately remove outer g l ov es , g own and any contaminated c loth ing Place dis pos ab le pers o nal
protective eq uipment i n the cy t otox ic was t e bin C ontaminated cl othi ng s hould be ba g g ed s eparat ely ,
mach ine was hed s eparately and l ine d ried Remove and d isp ose  of  inne r g loves .

Ski n exp o su r e

Remove contaminated c loth ing as above. Was h the affected sk in w ith s oap and clean th or o ug hly with co pi ous amounts o f
wat e r 
Report to  s upervisor imme d iately. Seem immediate medica l advi ce and  furt her med i cal att en tion  as neces s ary .

Penetra ti ng i n jur i es, ski n an d o th er bod y  con ta ct

Was h the affected sk in w ith s oap and clean th or o ug hly with co pi ous amounts o f tepid wat e r and do not scr ub
or create fr icti on in t he area o f co ncern. Do not adm inis t er a naes thetic dr ops or o intments Report to s upervisor
imme d iat ely. Seek imme diat e medica l adv ice  and  furt he r medi c al att ention as  neces s ary Document in cidents .

Muco sal exposu re

I mme diately flus h the a ffected area (fo r ex ample – ey e) with an is otonic s aline s olutio n fo r at leas t 15 mi nutes –
cont inu ous i rrig at ion may be faci litated with an intravenous infusi on set co nnected to a n i ntravenous no rmal
s al ine.
Report to s upervisor imme d iat ely. Seek imme diat e medica l adv ice and furthe r medi c al att ention as neces s ary Document
in cidents .

Initial Evaluati on

 Staff should att end a n Accide nt/Emerg e ncy facility t o as s es s t heir e xp os ure to risk and ap pr opr iate
treatment .

 For i nitial and/or s ubseq uent b lood s cree ning s t aff may cho os e to at t end: Accident/Emerg ency
D e p a r t me n t   /   A Sex ual  Healt h  C lini c/ G eneral  P r act iti on e r.

Internal Reporting

 St aff s hould re port a ll inc idents i nternal ly t o the ir s uperv is or. Repo rt inc ident t o Su perviso r. C omplet e inci dent fo rm.
C omplete WHSQ  not ification  fo r m  ( i f  r e q u i r e d  –  s ee  b e lo w ). Ret urn  fo rm/s  t o you r  supervisor  immediat e ly.

Notif ying Incide nts

 All inc idents  s houl d be  repo rted as per  t he  I n c iden t M a n a gem ent Po licy an d Pro c ed u re.

Incident re cording, inve stigati on a nd re v ie ws

 All inc idents w il l be reco rded , i nv es t igat ed, and rev iew ed as per the I n ciden t Ma n a gem ent Po licy a n d
Pro c ed u re.

Review

 The Direct or ( or deleg at e) will rev iew pro ces s es for hand ling and dis pos al of clin ical w as t e as per the I n t ern a l Review a n d
Ex t e rn a l Au d it S ch edule  or as circums t ances  chang e.
 All rev iew s w ill be co nducted in refere nce to an as s es sment of cur rent r is k s and haz ards ; an audit of current p ractices and
comp lian ce; cons ult at io n with  relev ant s t aff; current  leg islatio n and  reg ulati ons; relev ant inc ident  repo rts and c ompla ints . 

POLICY AMENDMENT RECORD
DATE BRIEF DESCRIPTION OF

AMENDMENT
AUTHORISED



End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



36. CH ILD S AFE P O LICY

Po licy  Code CDC.36.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 27th April 2023

1. PUR POS E AND SCOP E

This poli cy describes our commi tment to c hi l d safety.

This poli cy and pro cedure should be read i n conjun cti o n with the P rev en ting a nd Responding to A b u se, Negl ect a nd
Exp loitat ion Po li cy.

This poli cy appl i es to al l Directors, staff, s tudents, con t ractors, and  volunteers.

2.  PO LICY

Our organi sati on i s committed to  chi l d safety.

 We want ch ild ren to be s afe, happy an d empower ed. We s uppo rt and res pect all chi ldre n, as w el l
as ou r s t aff an d v olunt ee rs.

 We are c ommitted to the  s afet y , partic ipati on an d  empowerment o f al l chil dren.
 We hav e zero to leran ce of ch ild abuse, an d al l a lle g at ions and s afety concerns w ill be treated very

s er ious ly an d co ns ist ently w ith ou r  robus t pol icies and  pr ocedu res .
 We hav e leg al an d mo ral ob ligat ions to contact au t horities when w e are worrie d abo ut a ch il d’s s afet y ,

whic h we fo ll ow r igorously.
 Our o rg a nis at ion is c ommit t ed to prev ent ing ch ild abuse and identi fy ing r is k s early , an d rem ov ing and

reduc ing thes e ris k s .
 Our o rg anis at ion  has r obus t human  res ou rces and  recru itment pra ctices fo r all s t aff an d v ol untee rs .
 Our o rg anis at ion is c ommitted to regula r ly t rain in g and educat i ng our s t aff and v olu nteers on chi ld a bus e

ris k s .
 We s uppo rt and res pect al l ch ildren , as w ell as our s t aff and v o luntee rs . We are committ ed to t he cu ltura l

s afet y of Ab or ig inal children , the c ultura l s afet y of ch il dren from a cu lt ura lly an d/o r l ing uis t ica lly d iv ers e
backg rounds ,  and to provid ing a s afe envi ronment  fo r ch ild ren w ith a d is abil ity.

 We hav e s pecif ic p ol icies , pr ocedu res and tra ini ng in place that s up port ou r leaders hip t eam, s t aff an d
v ol untee rs t o ach iev e  thes e commit ments .

 Our o rg anis at ion un ders t ands and c ompl ies w ith obliga t ions un der the Reportab le Condu ct Scheme
adm inist ered  by the  Victo rian  C ommis s ion  for C hild ren and  Y oung Pe op le.

I f you bel i eve a chi l d  i s at im m e d i ate ri sk of abuse pho ne 000.

Ou r children

 This p ol icy is i ntended to empower chi ldre n who a re vital an d activ e partici pants in ou r o rganisat ion. We
i nvolve them w hen mak ing decis i ons , es pecially ab out matt ers t hat di rect ly affect them. We l ist en to
thei r v iew s and res pect what they hav e to s ay .

 We promote d iv ers it y and to lerance in ou r o rg ani s at ion, an d peo ple from all walks of l ife an d cu ltura l
backg ro unds are we lcom e.  I n particu lar we:

 promote the  cultu ral s afet y , partic ipati on an d em powerment of Abo rigina l chil dren
 promote the cultu ral s afet y , p art ic ipat i on an d em powerment of ch ild ren from c ultu rally a nd/ or

linguis t ical ly div ers e backg r ounds
 ens ure that chi ld ren with  a d isabil ity are s afe and  can part icipat e eq ual ly.

Ou r staf f and vo lunteers

 This p ol icy g uides  ou r s t aff an d v ol untee rs on  how  t o  behav e with c hi ldre n i n our organisat io n.
 All of o ur s t aff and vo luntee rs mus t ag ree to ab ide by ou r co de of con duct which s peci fies t he s t andards

of c ond uct req ui red w hen working with chil dren. A ll s t aff a nd v o luntee rs , as wel l as ch ild r en and the ir
fami l ies , are g iv en the oppo rt un ity t o  co ntrib ute to the dev el o pment of the  code  of conduct.



Training and supervision

 Train ing an d educat ion is imp ortant to ens ure tha t ev ery one in our org anis at ion unde rs t ands t hat
chi ld s afet y is ev eryone’s res po ns ibi lity .

 Our o rg anis at iona l c ulture aims fo r a ll s t aff a nd vo lunteers (i n add iti on to parents /carers an d ch ild ren) t o
feel con fide nt and comfo rt able in dis cus s ing any alleg at ions o f ch il d abus e o r c hi ld s afet y conc erns . We trai n
ou r st aff an d v olunteers t o identify , as s es s , and min imis e r is k s of ch ild abus e an d to detect potential s ig ns o f
ch ild abus e.

 We als o s up port ou r s t aff and v olu nteers through ong oing s uperv is ion t o: dev elop thei r s k il ls t o p rotect
ch il dren from abus e ; and pr omote the cu ltura l s afet y of Aboriginal ch ild ren, t he cu ltura l s afet y of chi ldren
fr om  lingu ist ically and/o r d iverse  backg rounds ,  and  the  s afety of ch ildren wit h  a d is abil ity .

 New employ ee s and v o lunteers w i ll be s uperv is ed reg ular ly t o ens ure t hey unders t and our organ isat ion’s
c ommitment to c hi l d s afet y and that ev eryone has a ro le to p lay i n p rotecting ch il dren from abus e, a s w ell
as c hecking t hat their behav i ou r towards c hi ldren is s afe and app r opriate (pleas e refe r to th is org anis at ion ’s
code of con duct to unde rs t and app ropr iate behavi our fu rther). Any inapp rop riate be hav iou r wi ll be rep ort ed
th ro ugh appropr iate chan nels , incl udi ng t he Department of Health a nd H uman S ervices and V icto ria Po li ce,
depending on the s ev e rity and  urgency  of the mat t er.

Recruitment

 We tak e all reas onab le s t eps to employ s k il led pe ople to w ork with ch ild ren. We dev elop s elect ion cr iteria
and a dv er t is eme nts w hich c lear ly demonst rate our c ommitment t o chi ld s afet y and a n awarenes s of our
s ocia l and leg is lativ e res pons ib ilit ies . Our o rganisat ion un ders t ands that when recr uiti ng s t aff and v olunteers
w e  have et hica l as w ell as  leg is lat iv e o bligat io ns . 

 We actively enco urage app licat ions f rom Ab origin al peop les , pe ople fr om cult ura lly an d/o r l ing u is t ically
d iv ers e backg rou nd s and peop le with  a dis abil ity .

 All pe ople eng ag ed in c hi ld- related wo rk , incl udi n g v olunteers , are requ ired to ho ld a Wo rk ing w ith C h il dren
Check a nd to pr o v ide ev idence of th is C heck. Pleas e s ee the Worki ng with C hi l dren Check w ebs ite
<w w w .workingwithchild ren.v ic.g ov. au> for fu rt he r in fo rmat ion

 We car ry out reference checks an d pol ice record c hecks t o ens ure that we are recr uit i ng t he r ig ht peop le.
Pol ice rec ord chec k s are us ed only for t he purp os es of rec ruitment an d are discar ded after t he recr uitment
p roces s is complete. We do ret ain our own recor ds (but not t he actual c rimi nal reco rd) if an applicant ’s
crim ina l h is t ory affected  our decis ion mak i ng pr oces s .

 I f dur ing t he rec ruitment pro ces s a pers on’s recor ds ind icate a cr imi nal his t ory t hen the pers on w ill 
be g iven the  opp ortu nity  t o p rov ide  furthe r  info rmat io n and  contex t .

Fair procedu res f o r personnel

 The s afet y and well being of ch il dren is o ur prima r y concern. We are als o fa ir and jus t t o pe rs onnel. The
dec is io ns w e mak e when recr uiti ng , as s es s ing inci dents , and unde rtak ing dis c ipl inary act ion w il l alway s be
thoroug h , t rans parent, an d bas ed  on ev iden ce.

 We reco rd a ll al leg at ions of abuse and s afet y co nc erns us ing ou r inc ident report ing fo rm, inc lud ing
i nves t iga t ion updat es . Al l rec ords a re s ecurely s t ored.

 I f an al leg at ion o f abus e or a s afet y concern is ra is ed, we p rov ide updates t o chil dren a nd famil ies on pr ogres s 
and any actio ns we as an organisat io n tak e. 

Privacy

 All pe rs onal in format ion cons i dered or reco rded w ill res pect the p rivacy of the ind ividua ls invo lv ed,
whet her t hey be s t aff, v o luntee rs , parents or chil dren , un les s t here is a ris k t o s omeo ne’s s afet y . We hav e
s afeg uards and practices i n p lace to ensu re an y pe rs onal inf ormat ion is pr otected. Everyone is entitled to
k now h ow this  inf ormat io n is  reco rd ed, what wi ll be do ne wit h it, and  w ho w il l have acces s t o it.

Legislative responsibilitie s

 Our o rganisat ion  t ak es  our leg al res po ns ibilit ies s erio usly , i nclu di ng : 
 Fa ilure to disclose: Rep orti ng chi ld s ex ual a bus e is a commun ity -wide res ponsib ility. Al l adu lts in Vict oria who

have a rea s onable be lief t hat an ad ult has commit t ed a s ex ual offence ag ai ns t a chi ld un der 1 6 have an
oblig at ion  t o report that  inf orma t i on to  t he po li ce. 

 Fa ilure to protect: Pe op le o f auth ority in our org a nisat ion w ill comm it an offence if they kn ow of a s ubs t antial
ris k of ch ild s ex ual abus e and hav e the power o r resp onsib ility t o redu ce o r remove the ri s k , but neglige ntly
fa il  t o d o s o. 
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      Any pers onnel  w ho a re m a n da tory r epor ters  must comply w ith  t heir  dut ies . 
 Our o bl ig at ions un der the Repor table Conduct S c heme , whereby Cosmos Divine Care Pty Ltd must report
a ny and a ll alleg ed repo rtable c o nduct by C o s m o s D i v i n e C a r e P t y L t d employees , v olu nteers , o r othe r i n s cope
parties , t o the V ictorian C ommis s ion on C hi ldre n and Yo ung Pe ople , with in t he requ is ite timeframes . Failu re to
n otify or update the Commis s io n o n rep ortable cond uct is an offence under V ictor ian leg is lat ion. F urt her
in form at ion o n h ow to c om ply with the Repo rtable Co nduct S cheme can be fo un d in t he I nci dent Manag eme n t 
Policy and P roced ure.

Risk management

 I n Vict o ria , o rg anis at ions are requ ire d to p rotect c hild ren when a r is k is identif ied (see info rmat io n abo ut
fai lu re to p rotec t above). I n addit i on t o g eneral occ upatio nal healt h an d s afet y ris k s , we p roactively
manag e r is k s  of abus e t o ou r ch il dren.

 We hav e r is k manag eme nt s t rateg ies in p lace to i dentify, as s es s , and tak e s t eps t o minimis e ch il d abuse
ris k s , which i nclu de ris k s pos ed by phy s ica l env ironments (f or ex amp le, any doo rs t hat can lo ck ), and
on line env ironments (f or ex amp le, n o s t aff or v o lunteer i s t o hav e contact with a chil d i n o rganisat ions
on s oc ial med ia).

Regu lar review

 This p ol icy w ill be rev iew ed ev ery t w o years and f ollowing s ignif icant inci dents if they occu r. We wi ll ens ure
that fam il ie s and ch ild ren have the oppo rtunity t o contr ibute. W here p os s ible we do our bes t t o work with
lo cal Aborigi nal commun ities , c ultu rally a nd/ or lingu ist i cally d iverse commun ities and peo ple with a
d isabil ity.

Allega tions, co ncerns an d complaints

A p ers on wi ll n ot c om mit th is of f enc e if th ey h av e a r eas on abl e exc u s e f or n ot dis c l os i n g t h e inf or m ati on , i nc lu di ng a
f ear  f or t h eir s af et y  or  w h er e t h e i nf or m ati on  h as  alr ead y  b een d is c l os ed.
Furt h er i nf ormati on ab out th e f ai lur e t o dis c l os e of f enc e is avai l ab l e on t h e D ep art m en t of J us tic e and R egu l ati on
webs it e
< w w w.j us tic e. vic.g ov. au / h om e/s af er+c om mu ni ti es / pr ot ect in g+c hil dr en+ an d+f amil i es/f ai lu r e+t o+d is c l os e+ of f enc 
e> . Fur th er i nf or m at i on ab out t h e f ailu r e t o pr ot ec t of f enc e is avai l abl e o n t h e D ep art m en t of J us tic e and R egu l ati on
webs it e
< w ww.j ustic e. vic.g ov. au / h ome/s af er+c om mu ni ti es/ pr ot ect in g+c hil dr en+ an d+f amil i es/f ai l u r e+t o+pr ot ec t+ of f enc e
>.  M an d at or y r ep ort ers  (d oc t ors ,  n urs es ,  mi d wi ves,   t eac h ers (i nc lu di ng  ear l y c hi ld h ood  t eac h ers ),  p rinc ip als  an d
p ol ic e) m us t r ep ort t o c h il d pr ot ecti on if th e y b el i ev e on r eas on abl e gr ou nds t h at a c hi ld is i n n eed of pr ot ec t i on
f r o m ph ys ic al  i nj ur y  or s exu al  ab us e.
S ee th e D ep art m ent of H ealt h an d H um an S er vic es webs it e f or inf or m ati on ab ou t h ow t o m ak e a r ep ort t o c hil d
pr ot ec ti on  <  htt p:/ /pr o vid ers . dh hs. vic.g ov. au / m aki ng- r ep ort -c hi ld- pr ot ect i ont >.

Our o rg anis at ion t ak es all a lleg at ions s eri ous ly an d has pract ices in place t o inves t igat e thoroug hly and qu ick ly . Our s t aff and
v olunteers a re  t rai ned to deal app rop riat ely w ith  al leg at ions.

 We work to ens ure a ll chi ldre n, famil ies , s t aff an d v oluntee rs k now what to do and w ho to t ell if t hey
obs erv e abus e o r are  a victim, and  if they n otice inapp rop riate behav i ou r.

 We al l hav e a res p onsib ilit y t o rep ort an alleg at io n of ab us e if we have a reas onable belie f that an inc ident
to ok place  (s ee info rmat io n abo ut fai lu re to discl ose abov e).

 I f an adu lt has a r easona ble belief t hat a n i ncide n t has occur red then t hey mus t report the inc ident.
Factors c ontr ibuti ng t o r ea s onable belief may be : 

 a chi ld s t at es t hey or s omeone they k now has bee n abused (n oting t hat s omet imes t he child may in
fact be  refer ring t o  t h ems elv es )

 behav iour co ns is t ent with that of a n abus e v ict im  is observ ed 
 s omeone els e has ra is e d a s us picion  of a bus e but  i s  unwil ling t o  repo rt it
 obs erv ing s us pici ous behav i our.

POLICY AMENDMENT RECORD
DATE BRIEF DESCRIPTION OF

AMENDMENT
AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .
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3 7 .   D AILY  P ERS O NAL  ACTIVITIES:  P ARTICIP ANT S  WH O  LIV E  ALONE  P OLICY  AND P ROCED U RE

Po licy  Code CDC.37.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 27th April 2023

1. PUR POS E AND SCOP E

This poli cy and procedure seek to ensure the safet y and wel l -bei ng of N DIS parti ci pants receiving dai l y personal

activi ties supports. Thi s policy and pro cedure appl y to the Di rector and al l staff deli v eri ng dai l y personal activities

supports. This poli cy and procedure appl y onl y to NDIS participants who l i ve alone and receive support with dai l y

personal activities.

2. RISK

The N DI S C ommis sion has i dentified ri sks associated wi th the del i very of daily personal activi ties supports,
particularl y where N DI S parti ci pants l i v e al one and:

 receive supports in their home;
 receive supports del i v ered by a sol e support worker fo r an extended peri od of time (unaccom pani ed and

unsupervi sed during support del i very);
      do not reg ul arl y receive face -to-face supports fr om ot her NDI S provi ders;
      have l i mi ted regul ar contact w i th relatives, fri ends or a support ne twork;
 depend on equi pment or ano ther person  to assi st wi th  thei r physi cal mobi lity;
 depend on another  person t o assi st wi th comm uni cati on;
 depend on equipm ent to fa cili tate communi cation or t he use of com m uni cati on devices.

Li v i ng al one and receiving support from a l one sup p ort worker hei g htens m any si g ni fi cant ri sks, i ncl udi ng neglect
and abuse.

Where lone-worker supports are unav oi dabl e or preferred by the parti ci pant , an appr opriate ri sk management
strategy will  aim to regul arl y moni tor the effecti veness of supports and wi l l include ALL of the fol l owi ng :

 formul ati ng thi s policy i n compli ance wi th N DI S requirements,
 conduc ti ng participant risk assessm ents that recogni se and i ncl ude these i denti fi ed ri sks,
 rosteri ng staff wi th regard to these identifi ed risks (and i n l i ne wi th partici pant preferences) where

possi bl e),
 moni toring, supervi si ng and traini ng staff to ensure th ey can:

   understand and i m pl em ent duty of care  requirem ents,

   understand and respond  to  ri sk ass essm ents and risk treatment plans,

   i dentify and respond appropriatel y to chang es i n circu m stances,

   report si g ni fi cant changes and incidents effectivel y .

3. PO LICY

 We recognise that parti ci pants who li ve al one face heightened ri sks when receiving dai l y personal activities
supports.

 We recognise that thi s ri sk increases where parti ci pants:

   hav e  li mi ted  or  no  con tact  wi th  o ther  provi ders,  rel ati v es,  fri ends  and  other supporters,

   depend  on  assi stance  from  o ther  peopl e  or  equi pm ent  for  their  physi cal  m obi l i ty and/or communi cation.

 To ensure t he safety and wel l -bei ng of parti ci pants who l i v e al one, we wi ll take the fol l owi ng steps i n
consultation with participants.

 Wherev er possi bl e, support wi th dai l y personal activ i ti es wi l l not be provi ded by sol e support workers
to NDIS par ticipants who l i ve al one.

 The participant r isk assessment w ill include risks associated wi th NDIS participants receiving support



wi th dai l y person al activities. The risk assessm ent will consider al l ri sks identified by the NDI S
C omm i ssi o n  relating to  partici pants receiving dai l y personal activities supports.

 A risk treatment plan for each relev ant partici pant wi l l be formulated:

 The pl an wi l l refl ect the N DI S C ommi ssi on’s requi rements, thi s poli cy and, wherever possi bl e,
the parti ci pant’s  personal preferences.

   The pl an wil l be included in the parti ci pant’s service ag reement.

   The pl an wil l be im pl emented i n l i ne wi th the service agreement.

   I m pl ementati on of the plan wi l l be moni tored.

4. PROC EDURE

RISK MANAGEMENT

Risk Asses smen ts

For participants who l i v e al one and requi re assi stance wi th dai l y personal ac tivi ties, i ntake assessm ents wil l
consider the lev el of risk i mplied by the fol l owi ng :

 How frequently the participant has face- to-face  conta c t wi th:

 other service provi ders.

 rel ativ es, friends, and other supporters.

 Whether or not the par ticipant depends on other peop l e to assi st with physi cal mobi li ty or
com m uni cation.

 Whether or not the par tici pant depends on equi pment to assi st wi th physi cal mobi li ty or
com m uni cation.

The assessm ent wil l consi der the increased risk presented where more than one of the abov e ri sk categories appl y.

Risk Trea tmen ts

Where assessments i denti fy heightened ri sk to a participant, a pl an to m anag e the i denti fi ed ri sks will be developed,
documented, i m pl em ented, moni tored and reviewed.

A t a mi n i m um, the pl an wi ll include:

 Process for selecting staff wi th suitable quali fi cations and worker screenings;
 Processes for selecting support workers that i nclude participants’ i nput and

preferences where possi bl e;
 Documented staff su pervi si on processes (se e STAFFI NG A ND SU PERVI SI ON, bel ow);
 Regul ar communi cation wi th participants includi ng (as far as practicable) face -to-

face com m uni cation with participants i n  thei r home ;
 Processes for engag i ng with other org ani sati ons provi di ng support to the parti ci pant i n thei r home or i n

accessi ng communi ty -based activi ties (subject to  the  partici pant’s co nsent t o share i nformation).
 Processes to determi ne the frequency (appropriate to the participant’s l ev el of ri sk) wi th which

communi cations, reports , reviews, feedback, and i nformation sharing wi th other prov i ders (and any other
ri sk treatments) s houl d be condu cted.

The risk treatment pl an wi l l be i ncl uded i n the participant’s service agreem ent.

 A copy of t he servi ce ag reem ent wil l be supplied to th e participant.
 A copy of t he servi ce ag reem ent wil l be attached to  th e participant’s fi l e.

Where changes occur  that coul d sig ni fi cantly  i m pact prov i si on of personal support:

 the risk assessm ent wi ll be promptl y updated

 a copy of  the upda ted assessm ent wi l l be provi ded to the participant

 a copy of  the upda ted assessm ent wi l l be attached to  t he parti ci pant’s fi l e.

The ri sk treatment  p la n  w ill be reviewed  a t  intervals appropriate to the participant’s identifi ed ri sk.

ST AFFING AND SUPERVISION

Wherever possi bl e, daily personal activities support wi ll not be assi g ned to sol e supp ort workers. Where thi s i s 
not  possi ble,  or  at  the  di rection  of  participants,  sol e  support  workers wi ll be assi g ned onl y if:



 a risk assessm ent has been conducted  and an  appropriate ri sk treatment plan formul ated.

 a written service ag reement has been entered i nto wit h the participant (or has been prepared, a copy
provi ded to the participant, and al l reasonabl e efforts have been made to enter i nto the agreement with the
parti ci pant );

 there i s a documented pl an, appropri ate to the par ti ci pant’s l ev el of risk, to supervi se and moni tor
sol e support workers.

A t a m i ni m um , a documented pl an for supervi si ng the participant’s support worker wi l l include the foll owi ng
risk treatments. The frequency wi th which the fol l owi ng risk treatments are appl i ed must be specifi ed and appropriate
to t he p articipant’s lev el of ri sk:

 Regu lar f eed back: Processes must be in place to regul arl y g ather partici pant feedback to ensure that
they are sati sfi ed wi th the typ e, quali ty and frequency of personal support bei ng provi ded.

 Regu lar communication: Reg ular comm uni cati on wi th parti ci pants, face -t o-face (i n-person) wherever
possi bl e, must be established to ensure that they are satisfi ed wi th the l ev el of service received.

 Regu lar implementa tion review: A person (other than the suppor t worker) must vi si t the participant’s
home to ensure tha t the parti cipant is sati sfi ed that the standard of servi ce del i v ery i n li ne with the type,
quali ty and frequency detai l ed in the service agreement.

 Regu lar supervision: The support worker must receive regul ar supervi si on. Supervi si on includes a
docum ented program th at bui l ds the suppor t worker’s capacity to i denti fy the participant’s ri sks and
needs, r espond appropriatel y and report as required.

 Regu lar mo nitoring by the supervisor: The support wo rker’s supervi sor must regul arly vi si t the
participant’s h ome to super vi se the s upport worker i n person.

 Regu lar reports: Support workers must report regul arly concerning the lev el of care and ski l l with whi ch
they are provi di ng personal support to  the par ti ci pant.

 Management reviews: The Di rector and senior manag ement will review the support worker’s reports to
ensure appropriate standards  of  ca re are mai ntained.

 Timely responses: The Di rect or and seni or manag em ent wi l l take timely action to address any concerns
identified i n the suppor t worker’s reports.

 Record keeping: Records of al l partici pants to whom p ersonal support i s provi ded by a sol e support worker
wi l l be kept, reviewed regul arl y, and updated as ap propriate.

SERVICE AGRE EMENTS

Supports to the participant wil l be provi ded as per the s ervi ce agreement . Serv ice ag reements may refer to supports
other t han dai l y personal activities support, as  appropriate.

Service agreements wi ll take i nto accoun t the participant’s risk fact ors. Service agreements

wi ll specify:

      the participant’s  and provider’s rig hts and obli g atio ns under the agreement.
      the support worker’s selection process, i ncl udi ng the p articipant’s rol e i n the

sel ection.
 the procedure for rev i ewi ng support i m pl em entation by checki ng di rectly (i n -person) wi th the

participant that the ag reem ent i s bei ng i mpl emen ted to thei r satisfaction, i ncl udi ng :
 that a person  (other  than  the support worker) wi l l review i m plementation,
 the frequency with which t hese reviews wil l be conducted.

 the plan to ensure that the suppor t worker’s performa nce is consi stent wi th the ag reem ent and the
parti ci pant’s safety an d well -bei ng by:

 supervi si ng the support worker (specifyi ng frequency of supervi si on) and

 moni tori ng the support worker’s performance i n -pers on i n the participant ’s home, as far as pra cticable
(speci fyi ng frequency of  v i si ts);

 the means by whi ch the provi der wil l communi cate with the parti ci pant , includi ng (as far as practicable)
face -t o-face c omm uni cation wi th the participant i n the partici pant’s home at a frequency appro pri ate to
the p articipant’s identifi ed risk l evel ;

 the process for worki ng wi th, and/ or shari ng i nformation with, o ther organi sati ons that prov i de servi ces
and supports  to  the parti ci pant.

POLICY AMENDMENT RECORD



DATE BRIEF DESCRIPTION OF
AMENDMENT

AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



40. ND IS CONFLICT OF INT ER ES T P O LICY AND  P RO C E D U RE

Po licy  Code CDC.40.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 27th April 2023

1. PUR POS E AND SCOP E

This pol i cy outli nes the pr ocess Cosmos Divine Care Pty Ltd m ust take i n m anag i ng any perceived or actual
confl i cts of i nterest i n rel ation to the cont racting and del ivery of supports to partici pants of the N ati onal
Di sabi lity Insurance Scheme (N DIS).

Cosmos Divine Care Pty Ltd is commi tted to ensur ing that any p o tential confli cts of interest are identifi ed and
m anag ed i n a m anner that ensures parti ci pants retain choi ce and sel f -determi nati on i n rel ation to the use of thei r
fundi ng and t he i ntegri ty of the organisation is protected.

U nder the N DI A Terms of Busi ness, regis tered providers must not constrain, infl uence or di rect deci si on maki ng
by a person wi th a di sabi l i ty and/or thei r fami l y so as to l i m i t that person’s access to i nformation, opportuni ties
and  choi ce and c ontrol.

This poli cy and procedure appl y  to al l  the Cosmos Divine Care Pty Ltd NDIS services.

2. DEF INITIONS

Conflict of Interest: A confl i ct of interest may oc cur i n t he si tuati on where Cosmos Divine Care Pty Ltd as a registered
provi der enters i nto a Service Agreement wi th a participant to del i ver Pl an Managem ent, or C oordin a tion of
Sup ports  and  ot her  funded  supp orts  i ncluded  i n  a partici pant’s pl an.

3. PO LICY

C onfl i ct can occur between the organi sati on’s interest and the participant’s i nterest. For exam pl e, a confli ct of
i nterest ex i sts when an organi sation i s i n a p osi tion to benefi t by b oth manag i ng a participant’s pl an an d
providi ng Support C oordi nation and other types of suppor ts to a parti ci pant, when i t m ay not be i n the participant’s
best  i nterests  to  recei ve  both  from the sam e provi der.

A confl i ct of interest can occur when Cosmos Divine Care Pty Ltd, throug h thei r P l an Management or Support
C oordination (w here provi ded), refers the pa rticipant to another servi ce offered by Cosmos Divine Care Pty Ltd when
there are al ternative organi sati ons that provi de the sam e type of servi ce, and which may better mee t the needs of
the p articipant. I n some locati ons there may be l i mi ted service opti ons av ai labl e, but the parti ci pant has a ri g ht to
know  what opti ons  are av ai l abl e to them.

In these circumstances, i t i s i ncumbent on Cosmos Divine Care to ensure participants are provi ded wi th transparent
i nformati on and advice about t he ful l range of options avai l abl e to them , so they can exerci se i nformed choi ce. There
may al so be occasions when a participant exerci ses their choice t o receive both types of supports from the same
organisation because they prefer to deal wi th a si ng l e prov i der or have an on-g oi ng tr usti ng rel ationshi p wi th that
provi der. Once the participant m akes an i nformed choice and the N DI A has been consulted where necessary,
the co nfl i ct of interest wil l have been appropri atel y deal t with.

4. PROC EDURE

Managing  Conf licts of Inte re st

 When a potent ia l co nfl ict o f i nteres t has been i dentified , an d bef ore a s ervice quote o r Serv ice Ag reement is
dev eloped , C o s m o s   D i v i n e   C a r e   P t y   L t d   mus t :

 Adv is e the partic ipant  of the  potential fo r a c onf lic t of i nteres t and ex pla in how this can  occ ur
 Adv is e the partic ipant of alte rnativ e opt ions f or re ceiv ing Plan Manag eme nt, C oord inatio n o f Sup ports o r

othe r s upp orts fr om  diffe rent pr ov iders
 All adv i ce and in format i on provi ded to a part ici pa nt about s up port opti ons (inc lud ing t hos e not di rectly

del iv ered by C o s m o s   D i v i n e   C a r e   P t y   L t d )  wil l  be transparent and  pr omote ch oice a nd c ontro l 
 Ens ure the part ic ipant unders t ands the p otential c onflict o f i nteres t by as k ing them to ex plain i n thei r own



words t he ir underst a nding o f what it  means  (this ens ures  in formed  co n s ent)
 Obtain the partic ipant’s c ons ent to p roceed w ith t he service qu ote or Se rv ice Ag reement by draw ing t o

the ir att enti on the c ons ent claus e co ntained in the Serv ice Ag ree ment with Cosmos Divine Care Pty Ltd and
t he  partici pant

 I t  may be approp riate f or  t he Direc t or to  contact t he NDI A for  advice be fore proceed ing.
 Cosmos Divine Care Pty Ltd w i ll manag e conf licts o f i nteres t as t hey aris e in line w ith NDI S Operationa l

G ui deli nes or pr icing arrangeme nts  and g uide lines .
Further:

 St aff pr ov idi ng Plan Manag eme nt or Sup port C o ordinati on wi ll not hav e any ro le in the c oo rdination of
del iv ery of  di rect s ervices  fo r the pa rtici pants t hey are s upporti ng.

 Where C o s m o s D i v i n e C a r e P t y L t d operat es as a fi nanc ial int ermediary, s y s t ems w ill be in place to e nsure
fu nds t hat are a llocated to par t ic i pants remain indepe ndent o f funds us ed f or other organ isat ional
pu rpos es and w ill on ly be used f or t he purp os es intended. Clear gu idel ines w i ll be in p lac e regarding t he
a ll ocat io n o f NDI S funds , the inde pendence of funds a nd the pr oces s of manag ing a partici pant’s f unds as
s t ipu lated in  t he pa rtici pant’ s  plan.

 Cosmos Divine Care Pty Ltd s t aff or v o lunteers w i ll not accep t any offer of money , g i fts , s ervices, or
benef its  t hat woul d caus e them to a ct i n  a manne r co ntrary to t he interes t s of the pa rtici pant.

 Cosmos Divine Care Pty Ltd o r its s t aff or v o lunteers w i ll have no f inan cial o r othe r pers o nal interes t t hat
cou ld d irectly or ind irect ly in fluen ce or c ompr omis e the ch oice of provide r o r p rovisi on of s upp orts t o a
partic ipant.  This i ncludes t he obta ining or offer ing of  any fo rm o f c ommiss ion.

Recording a Conflict  of Inte re st

 All identi fied conf li ct s of interes t are to be rep ort e d to the Di rect or w ho w ill record t hem i n the Con fl ict s
of I nteres t Reg ist er.

 The Conf licts  o f I nteres t Reg ist er will  doc ument:

 The part ici pants name;
 The part ici pants NDI S number ;
 The nature  of  t he co nfl ict o f i nteres t ; and
 A summary of h ow the co nflict was  manag ed, inc l uding any adv ice f rom the  NDI A.

 The Reg ister wil l be  ro utine ly rev iewed.

POLICY AMENDMENT RECORD
DATE BRIEF DESCRIPTION OF

AMENDMENT
AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .



41. ND IS CANCEL LAT ION P OLICY  AND  P RO CED U RE

Po licy  Code CDC.41.001

Pe rso n Respo ns ible Director – Cosmos Divine Care

S tat us  (Dr aft/Re le ase d) Released

Dat e L ast  Upd at ed 03rd April 2023

1. PUR POS E AND SCOP E

This pol i cy provi des a framework for Cosmos Divine Care Pty Ltd’s p r o c e s s e s and obl i g ations, shoul d a participant’s
parent/g uardi an request a ca ncell ation of services.

This poli cy and procedure appl y to the Director, s taff , students , con tractors and v ol unteers and al l potential and
exi sting  participants, thei r fami l y mem bers, and other supporters.

2. DEF INITIONS

Cance llation – Refers to an i ndi vi dual notifying Cosmos Divine Care Pty Ltd, i n advance, that schedul ed hours of
servi ce  are  not  requi red  or  unabl e  to  be  received.  There  are  two  categories  of cancell ation:

 Short n otice – whe re les s t han a m in imum o f 2 4 h ours ’  notice  is p rov ided.
 Reas onable N otice – whe re 2 4 ho urs o r g reat er  n otice is p rovi ded.

No Show – Refers to an i ndi v i dual not attending or bei ng unav ai l abl e without notice for a booked/schedul ed
service, or where the i ndi v i dual i s not at the ag reed location at the agreed ti m e for the servi ce.

3. PO LICY

Cosmos Divine Care Pty Ltd i s commi tted to transparent pro cesses by which services can be can cell ed. This poli cy comp l ies wi th 
N DIA  and NDI S Pol i cy   on the manag ement   of cancell ation   of servi ces by a participant.

4. PROC EDURE

 Our fees f or ca ncel ling or m is s ing appo intments w ill be c harg ed i n l ine w ith the curre nt ru les s et by the
NDI S Price G u ide.

 I ndividua l NDI S Serv ice Ag reements , b ooki ng requ es t and/or other confi rmat io n d ocumenta t io n p rov ided
t o  pa rtic ip ant s /parents /guardians w i ll outli ne req uirements f or service  cance l latio n n otif ication.

 Where the partic ipant at t ends f or on ly part of the s cheduled s erv ice , with out notice, payment fo r the
enti rety of the  bo oked s er v ice may be charg ed.

 Where the partic ipant fai ls w ithout notice t o att end fo r the plan ned s erv ice, Cosmos Divine Care Pty Ltd
wi ll mak e ev ery effort to contact t he part ic ipant an d/o r C arer/g uard ian to con firm t he p lanned att enda nc e. 

 Where n otice is g iv en with les s t han 24 hou rs (s ho rt notice) , C o s m o s D i v i n e C a r e P t y L t d will t ry where
p os s ible to  offe r an d bo ok the s che duled s e rv ice  t o  an alternative part icipa nt .

 Where the s erv ice cann ot be o ffered t o an alterna t ive participant, the ho urs of s erv ice may be for feited by
the or ig ina l pa rticip ant and Cosmos Divine Care Pty Ltd will be pa id as pe r the s chedu led fee as if the s ervi ce
had o ccu r red.

 For ins t ances w here Cosmos Divine Care Pty Ltd in itiates t he cancellat i on of a s ervice due to o perati onal
reas ons , the  s erv ice wil l be  res cheduled  at no penalty t o either pa rty .

 Shoul d eithe r pa rty w is h to end t he Serv ice Ag ree ment they mus t g iv e one month’s n otice. I f either party
s eri ous ly b reaches t his Se rv ice Ag reement the requi reme nt of  noti ce wil l  be waiv ed.

 All new Se rv ice Ag ree ments betw ee n partic ipant s and Cosmos Divine Care Pty Ltd w i ll incl ude detai ls of
adv ice pe ri ods fo r can cellat ions  and pos s ib le f orfe it  of  t he booked s erv ice.

Notice Pe riod be f ore Scheduled Se rv ice Action Fee

 Where Reas ona ble N otice is pr ovided , there w il l b e no pe nalt y and C o s m o s D i v i n e C a r e P t y L t d wi ll
res chedu le the s ervice with  the   pa rt icipa nt .

 Where the partic ipant prov ides Sho rt Noti ce, the p articipa nt fo rfeit s t he s ervice if it cann ot be offere d and
bo oked to an ot her pa rtici pant and Cosmos Divine Care Pty Ltd is paid as if t he Service occu rred. As pe r 
s cheduled s erv ice  fee.



Where the participant prov i des N o Notice (N o Show) the participant forfeits the servi ce and Cosmos Divine Care Pty Ltd i s pai d

as i f the Service occurred. A s per scheduled servi ce fee.

POLICY AMENDMENT RECORD

DATE BRIEF DESCRIPTION OF
AMENDMENT

AUTHORISED

End o f p ol i cy d o cu ment. Un co n tro ll ed when prin ted .


