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	Category
	Responsibility
	L
	M
	H
	Identified Improvements

	
Communication
	Follow communication protocols at all times when communicating with parents, guardians, stakeholders and other agencies.
	
	
	
	

	
	Communicate respectfully with participants, parents, guardians, stakeholders, staff members and other generic agencies.
	
	
	
	

	
	Learn each participant’s communication methods and familiarise yourself with the use of communication aids that are being used by them. 
	
	
	
	

	
	Complete Progress Notes, forms, and other documentation as required.
	
	
	
	

	
	Maintain the participant’s Privacy, Dignity and Confidentiality at all times.
	
	
	
	

	Meetings & Appointments
	Attend team meetings and other meetings scheduled by the management team.
	
	
	
	

	
	Assist participants with their medical and other appointments.
	
	
	
	

	
Rosters
	Liaise with and support your operations coordinator/manager with regard to preparation of rosters by discussing your availability.
	
	
	
	

	
	You are responsible to make sure your time sheet is completed and delivered to the office before 1.00pm each Monday.
	
	
	
	

	
	It is your responsibility to contact the operations coordinator/ manager if you haven’t received your roster in time.
	
	
	
	

	
	Make sure you gain approval from the operations coordinator/manager or the after-hours on-call person prior to changing your rostered hours or swapping shifts.
	
	
	
	

	Teamwork
	Support your team members towards achieving a common goal; which is to provide a quality service to your service recipients. 
	
	
	
	

	
	Communicate effectively and work cohesively within your team.
	
	
	
	

	
	Use conflict resolution steps at all times when dealing with conflict situations. If unable to resolve conflict discuss with the management team.
	
	
	
	

	
	Discuss personal development and training requirements with the management team so that appropriate training could be arranged.
	
	
	
	

	Medication
	Make sure the correct medication procedures are followed at all times.
	
	
	
	

	
	Make sure you are aware of changes to participant’s medication, care-plans and management plans.
	
	
	
	

	
	Ensure all changes are communicated to your management team and recorded accordingly.
	
	
	
	

	
Reporting & Documentation
	Ensure all documentation and recordings are completed as required.
	
	
	
	

	
	Complete daily shift reports and /or progress notes as required.
	
	
	
	

	
	Maintain confidentiality at all times.
	
	
	
	

	
	Report writing and documentation should be precise and factual.
	
	
	
	

	Health & Wellbeing
	Make sure participant health issues are identified and communicated to the Director.
	
	
	

	

	
	Follow individual participant support plans, Care Plans and management plans.
	
	
	
	

	
	Assist participants with their personal care, living skills and daily routines.
	
	
	
	

	
	Ensure participant and team goals are being met.
	
	
	
	

	
	Identify barriers and discuss strategies to overcome them with the management team.
	
	
	
	

	
	Work in accordance with Enriched Homecare’ standards and the NDIS Code of Conduct.
	
	
	
	

	Occupational Health & Safety
	Maintain a safe working environment and report all hazards to your Director.
	
	
	
	

	
	Make sure your car and all equipment are checked regularly and in good working order.
	
	
	
	

	
	Report any maintenance issues and repairs to your Director.
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