 Safeguards, Policies & Procedures Manual

For Workers

Mickey Mouse Pty Ltd (A.B.N. 81 077 992 691) receives its funding from Disability

Services Queensland. Within the guidelines of the Disability Services Act, passed by the Federal Parliament in 1986. The principles and objectives of this legislation are fully endorsed by Mickey Mouse and his company, (Mickey Mouse Pty Ltd).

Additionally, all organizations receiving funding under this legislation must operate their services in a way that reflects the aims of this legislation. Basically, the legislation states;

People with disabilities have the same basic rights as other members of Australian Society.

These rights include:

· Right to respect for their human worth and dignity;

· Right to realize their individual capacities for physical, social, 

Emotional and intellectual;

· Right to participate in the decisions which affect their lives;

· Right to service which will support their attaining a reasonable

Quality of life;

· Right to receive those services in a manner which results in the

Least restriction of their rights and opportunities;

· Right to pursuit of any grievance in relating to services;

In allowing for these rights, services and programs should;

· focus on achievement of positive outcomes such as increased

independence employment opportunities and integration;

· ensure that conditions for everyday life are as close as  possible to

norms and patterns valued in the general community;

· be part of an integrated with co-ordinated services for the general

community;

· be tailored to meet individual needs and goals;

· promote recognition of the competence of/and enhance the image

of those with a disability;

· promote participation in the local community through physical

and social integration.



MICKEY MOUSE’S PTY LTD OBJECTIVES

1. To support Mickey Mouse to live his chosen lifestyle in the community free from institutionalized systems.

2. To respond to the needs of Mickey Mouse, to provide a personally and practically run system of support.

3. To provide a model to the community of a Company successfully run by and

for a person with  a disability.

4. To strive for a culture which recognizes the value of and respects

the rights of all persons involved in the Company and the legitmate place of

the organization in the community.

5. To develop polices and procedures for the running of the Company which is supported by a person who have a disability who uses Mickey Mouse
6. To do any other things that are necessary or incidental to achieving  any of the matters listed above.

                          PERSONAL NEEDS

To offer one of the best quality service in the community. This service will be tailored to meet Mickey Mouse’s personal needs. This service will have sufficient flexibility to respond to the consumer’s changing needs over time.

The Company Director will talk with each Worker to make sure that they understand the personal needs of Mickey Mouse.

The confidentiality of all information received from and to Mickey Mouse other Workers will be treated with the uppermost security and respect at all times.

Task will include: -

(A) Personal Assistance in the home with things such as in and out of bed;

(B) going to the toilet;

(C) bathing and showering;

(D) dressing and grooming;

(E) assistance with light house keeping;

(F) preparing meals;

(G) and other tasks agreed upon.

STAFF TRAINING

Staff employed by Mickey Mouse must agree to complete both formal external training and on- the-job training as decided upon by the Director.

All new employees will be employed for a trial period of  three (3) months. At the end of this three (3) trial period, on-going employment is expected to be confirmed.

Prior to commencing of on-going employment or shortly after commencing, all Personal Care Attendants must attend a Orientation Session, during which the following topics will be covered:-

Basic information on Mickey Mouse Pty Ltd;

Discussion on terms and Conditions of Employment, and other administrative procedures.

Outline of the role and responsibilities of Personal Care Attendants and other information considered relevant.

Training for staff, is ongoing and should be a priority.

(A) Personal Care Attendants will undergo two (2) shifts, one shift of three (3) hours and one shift of two (2) hours for “ON THE JOB TRAINING”.

(B) Formal Staff  “SERVICE TRAINING” conducted from time-to-time. The range of topics and skills that the Training Sessions will cover are lifting, transferring techniques, back care, new equipment and many other subjects.

(C) Workers will be expected to have completed an approved “FIRST AID COURSE” within Nine (9) months of commencing employment with Mickey Mouse Pty Ltd. The cost of the training course will be met by the service after presentation of course certificate.

(D) Workers are paid for ON THE JOB and SERVICE TRAINING, these hours should be recorded under training on the staff time sheets.






WAGES

Personal Care Attendants wages for the first three months are Level 2 Pay Point 3 and the Worker is classified as a Backup Worker: -

Ordinary Week Days (Mon to Fri - 6am -8pm):             $13.89 PerHour

After 8pm Week Days (Mon to Fri) 24% loading:         $17.22 PerHour

Weekends:







$20.83 Per Hour

Public Holidays:






$34.72 Per Hour

Training is at the rate of:




$11.50 Per Hour

When training another worker:



$  5.00 Per Hour

Other Duties:






$13.89 Per Hour

Over Night Stays at the rate of:



$85.00 Per Night 

Traveling Allowance:





$12.50 Per Week

After three months all Backup Workers are now classified as New Workers and are  at Level 4, Pay Point 1.

Ordinary Week Days (Mon to Fri - 6am -8pm):            $15.95 PerHour

After 8pm Week Days (Mon to Fri) 24% loading:         $19.77 PerHour

Weekends:







$24.48 Per Hour

Public Holidays:






$39.87 Per Hour

Training is at the rate of:




$11.50 Per Hour

When training another worker:



$  5.00 Per Hour

Other Duties:






$15.50 Per Hour

Over Night Stays at the rate of:



$85.00 Per Night 

Traveling Allowance:





$12.50 Per Week

Please note, All Staff are employed as casual employees. As such, they will be paid a “fixed” hourly rate that includes a loading for holiday and sick leave.

                                      PAYMENT OF WAGES

All wages will be paid fortnightly by cheque.

It  is the responsibility of Employees to ensure the Director has your TAX FILE NUMBER.. Copies of Employment Declaration forms are held in the office.

Staff must ensure that their time sheets are correctly completed.

Employee Wages Slips and Cheque will be held at the office for collection.

MICKEY MOUSE PTY LTD A.B.N. 81 077 992 691

DISABILIT SUPPORT WORKERS AWARD

            //PER WEEK //PER HOUR // PER HOUR // PER HOUR // PER HOUR

LEVEL// 1/38 HOUR // PAYPOINT // ORDINARY// WEEKEND // PUB/HOL

     4     //   634.40             //          3             //        16.69       //        25.03          //           41.72

            //                    +24% after 8.00pm           20.69       //                           //

*   4     //   620.30            //           2             //        16.32       //        24.48          //           40.80

            //                    +24% after 8.00pm           19.67        //                          //

*   4     //   606.30            //           1             //        15.95       //        23.92          //           39.87

            //                    +24% after 8.00pm           19.77       //                           //

     3     //   575.20           //            3            //         15.13       //        22.69          //           37.82

            //                    +24% after 8.00pm           18.76        //                           //

     3     //   561.20           //            2            //         14.76        //        22.14          //          36.90

            //                    +24% after 8.00pm           18.32        //                           //

     3     //   547.50           //            1            //         14.40       //        21.60           //           36.00

            //                     +24% after 8.00pm          17.85       //                            //

*   2     //   527.90           //             3            //        13.89       //        20.83           //           34.72

            //                     +24% after 8.00pm          17.22       //                            //

     2     //   517.50           //             2            //        13.61       //        20.41           //           34.02

            //                     +24% after 8.00pm          16.87       //                            //

     2     //  507.10            //             1            //        13.34       //        20.01           //           33.35

            //                     +24% after 8.00pm          16.54       //                            //

     1     //  496.40            //             1            //        13.06       //        19.56           //           32.65

            //                     +24% after 8.00pm          16.19       //                            //

Overtime will be paid at ordinary hourly rate of pay.

ORDINARY                                      WEEKEND               PUBLIC HOLIDAYS

All Existing Workers

Level 4, Pay Point 1 Per Hour $16.32

Per Hour after 8pm $20.23

Per Hour                                                               $24.48

Per Hour                                                                                                                    $40.80

All New Workers

Level 3, Pay Point 3 Per Hour $15.95

Per Hour after 8pm $19.77

Per Hour                                                               $23.92

Per Hour                                                                                                                   $39.87

All Backup Workers

Level 2, Pay Point 3 Per Hour $13.89

Per Hour after 8pm $17.22

Per Hour                                                              $20.83

Per Hour                                                                                                                  $34.72

All exiting Workers are at Level 4, Pay Point 1 & Level 4, Pay Point 2. All Backup Workers are at Level 2, Pay Point 3. As workers work for the company, a worker can increase their pay by: -

In the case of a part-time and casual employee, has received such salary/wage for a period of twelve (12) months and has worked for the equivalent 800 hours:).

HOURS OF WORK

Staff must agree to work specific hours on specific days of the week – as stipulated by the work roster.

Each shift has “set” starting and finishing times. Staff will not be paid for extra hours unless they are agreed upon and approved by the Director (of Mickey Mouse).

The working shift duration are of two (2) and three (3) hours, with more work available from time to time.

From time to time a Worker may be asked to work a one (1) hour shift in the event of illness or misfortune.

At times it will be necessary for all Workers to work Emergency Shift/s when core Workers are sick or on leave (Refer to WORK ROSTERS).

IF UNABLE TO WORK A ROSTERED SHIFT/S

It is the responsibility of the staff member to ensure all of her rostered shifts are covered. If unable to work, the following steps should be implemented:-

(1) The staff person should contact all “core” Workers and see if they can do the shift/s.

(2) If unable to get anyone, the staff person must contact workers from the list of “Back-Up” worker/s from the list of “Back-Up” worker/s.

(3) If STILL unable to get anyone or if circumstances prevent you from carrying out the steps listed above you can contact Mickey Mouse (Phone number on Work Rosters sheets)

To all workers please note, It may be necessary from time to time for Mickey Mouse to intervene in the, “If Unable To Work A Rostered Shift” Procedure.

Mickey Mouse has the power to make any changes or adjustments to the worker/s who will cover a shift/s for another worker/s, if he so determines.
WORKCOVER

Any employee who injure themselves during the course of working, or when traveling to and from work, is entitled to make a claim under WorkCover.

Any injury must be immediately reported to the Director of Mickey Mouse Pty Ltd.

You will be provided with a WorkCover Form to be filled in by yourself immediately returned to the Director who will ensure all necessary documents are forwarded to the Workers Compensation Board. The sooner you put the form in, the sooner you get paid.

              REIMBURSEMEN OF EXPENSES

Staff will be reimbursed for any telephone calls made in order to get covering staff etc. The date the call was made, the person/s called, and number of calls should be submitted to the Pay Officer, with your time sheets.

Before returning to work, staff must obtain a medical clearance and forward it to the Director.

         OCCUPATIONAL HEALTH & SAFETY

The use of fire, safety or security equipment in the consumer’s home, will be learned.

      DRINKING ALCOHOL IN WORKING TIME

No alcohol will be consumed during working hours, if so, the staff member will be instantly dismissed.

       

SMOKING WHILE WORKING

Personal Care Attendants will NOT smoke while carrying out personal tasks for the consumer.

TAKING ILLEGAL SUBSTANCES

Staff should not consume illegal substances while on duty.

An illegal substances is any drug or medication not prescribed by a Medical Practitioner.

WEARING APPROPRIATE FOOTWEAR

Shoes and boots should have non-slip soles. THONGS will–not be worn while on duty.

  PHYSICAL, EMOTIONAL AND SEXUAL ABUSE

Safety and health of staff and the consumer of the service is a priority! 

In the area of physical, emotional and sexual abuse, none of the listed things will be tolerated in this service.

Furthermore, the appropriate action will be taken, Refer to:- “Grievance Mechanisms Number5.

All staff please note that a breach of any conditions outlined in the above list could result in instant dismissal.

GRIEVANCE MECHANISMS

(1)
The grievance procedure for the consumer and workers of Mickey Mouse Pty Ltd to voice ANY concerns about problems that will arise in the running of the service from time too time. The channels to resolving Grievances are:-

(2)
If the problem is one of conflict between two people. For example, one staff member and the consumer of the service or two staff members. They should try to talk out the problem with each other.

(3)
If the person with the Grievance feels that her/his problem has not been resolved then a third person may be called to assist to resolve the difficulty.

(4)
If the person with the Grievance is still not satisfied, then the Grievance should go to an outside body. Some of the outside bodies that could be investigated are:-

Older Person’s Advocacy Service Inc

1231 Sandgate Road

Nundah Phone: (07) 3260 6755

Toll Free: 008 818 338

OR 

Community Justice Program,

Toll Free: 008 017 288

OR 

Anti-Discrimination Commission Queensland,

(07) 3239 3365

(5)
If you think your complaint is a matter for the police, you should get legal advice from a private solicitor or the Legal Aid Office or the Community Legal Service.

Grievances once solved should be forgotten.

  REASONS FOR DISMISSAL CAN INCLUDE

Breach of Contract,

Breach of Confidence,

Inattention to Health
e.g. either person’s Hygiene,

Constant Lateness,

Being Under the Influence of Drugs and/or Alcohol,

Manipulation and/or Blackmail,

Physical, Emotional and Sexual Abuse,

Failure to Turn up Without Notice and Without Reasonable Explanation,

Not Physically and/or Mentally Able to Perform Tasks Required.
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EMPLOYMENT AGREEMENT

I, …....................       …................................ shall abide the terms and conditions of my

                   (Employee’s Name)

employment, outline by my employer’s company Mickey Mouse Pty Ltd which are listed below;

The working shift duration with Mickey Mouse is two or three (2/3) hours, with more work may be available from time to time. But, in the same breath from time to time I  understand that I may be ask to work a one (1) hour shift in the event of illness or misfortune.

I,..........................  ....................................agree to work a one (1) hour minimums as a part of my work as a casual Personal Care Attendant with Mickey Mouse Pty Ltd.

Employee:................................................ Date:............/............/.............

Employer:................................................ Date: ............/............/.............

The duties will be toileting showering; dressing; food preparation; light house keeping and other duties as agreed upon by both parties.

I understand that Mr Mickey Mouse will direct and supervise me in my work procedures. 

I understand I have a responsibility to respond to any reasonable direction given me by my employer Mr Mickey Mouse.

I agree to respect the privacy of the person I am assisting and maintain 

CONFIDENTIALITY at all times.

I agree to find a person to work my rostered shift/s if I’m not able to work that/those shifts. Mr Mickey Mouse MUST be informed of any roster changes and must approve of any replacement worker before the person arrives for work.

Personal Care Attendants wages for the first three months are Level X Pay Point X and the Worker is classified as a Backup Worker.

After three months all Backup Workers are now classified as New Workers and are  at Level X, Pay Point X.

Ordinary Week Days (Mon to Fri - 6am - 8pm): 

$13.89 per Hour,

After 8pm Week Days (Mon to Fri) 24% loading:
$17.22 per Hour,

Weekends:






$20.83 per Hour,

Public Holidays:





$34.72 per Hour,

Training is at the rate of:




$11.50 per Hour,

When Training Another Worker:



$  5.00 per Hour,

Other Duties:






$13.89 per Hour,

Over Night Stays at the rate of:



$85.00 per Night,

Traveling Allowance:




$12.50 per Week.

REASONS FOR DISMISSAL CAN INCLUDE

· Theft,

· Breach of Contract,

· Breach of Confidence,

· Inattention to Either Person’s Hygiene,

· Constant Lateness,

· Being Under the Influence of Drugs and/or Alcohol,

· Manipulation and/or Blackmail,

· Physical, Emotional and Sexual Abuse,

· Failure to Turn up Without Notice and Without Reasonable Explanation,

· Not Physically and/or Mentally Able to Perform Tasks Required.

I agree to give  my employer two (2) weeks notice before I terminate my employment with the company.

I understand any breach of the terms and conditions outlined in this document could result in my instant dismissal.

Employee’s Signature:.....................................Date:............/............./.........

Employer’s Signature:.................................….Date:.........../............./.........

RIGHTS AND RESPONSIBILITIES OF ALL                    WORKERS

To respect the privacy of the person your are assisting and maintain

CONFIDENTIALITY and behave in a responsible manner.

To notify the person you are assisting if you are going to be late for work.

Staff should be given sufficient notice of any shift changes.

To secure a relief worker if you are unable to work a shift/s and make sure that Mickey Mouse is notified.

To be open and honest in communication with the person you are assisting.

To complete your work duties as well as possible within the rostered shift,

Staff have the right to be treated with dignity and respect as a valued employee of Mickey Mouse Pty Ltd.

Staff have the right to a safe working environment where safe working practices are carried out.

                DUTY OF CARE & NEGLIGENCE

SOME OF THE LEGAL ASPECTS

The law deals with the notion of “Duty of Care”, particularly in relation to the Duty of care owed by people providing support or care to others.

Duty of Care:

Is part of the larger legal concept of negligence

Belongs to the domain of law known as Common Law.

Common Law:

Is determined largely by factors such as legal precedent and the courts’ interpretation of prevailing community attitudes and expectations.

Is sometimes also referred to as “judge made law” or “precedent law” setting it apart from “Statute Law” or “Parliament made law”.

There are four key factors to negligence:

(1) Duty of Care

A duty of care exists when:

Someone’s actions, or failure to act, could reasonably be expected to affect another person.

Duty of care, then simply means being in a position where someone else is likely to be affected by what you do or do not do, and where, if you are not careful, it is reasonably predictable that the other person might suffer some harm.

(2) Standard of Care

The standard to which a given activity must be performed meet the duty of care is:-

The standard which a reasonable person would in the circumstances meet.

Is what would be expected of a “reasonable person” in your shoes

The standard of care is determined by a whole range of factors. These include:-

The standards that are generally seen as applicable to the situation,

Other laws and regulations that might apply to the circumstances,

The practicalities of the situation,

Responsibilities to other people who might be involved,

Current community values about what is acceptable practice, and so on.

(3) Breach of Duty of Care

A breach of duty of care is a failure to meet the relevant standard of care. This might happen through:-

A Personal Care Attendant doing something that they should not have done, or

failing to do something that they should have done.

This does not mean that every mistake necessarily constitutes a breach of duty of care. This will depend on whether or not the mistake was reasonable in the circumstances..

(4) Harm or Loss or Injury

In any negligence case, the person to whom the duty of care was owed has to be able to show that breach of that duty resulted in some sort of harm or loss. Notions of what constitutes “harm” or “loss” are:-

Traditionally understood in fairly conventional terms such as bodily injury, economic loss or emotional distress,

The harm or injury was caused, either directly or indirectly, by the breach of the duty of care –to be able to show, that is, that, were it not for the other person’s carelessness, the damage would not have occurred.

