A ST JeHN'S

Position Description
Care Partner (Aged and Disability Care)
Regional Manager

Care Staff

Position Title:
Responsible to:
Supervisor of:
Who We Are

At St John’s Community Care Clients are at the centre of our organisation. We are a dynamic and committed
to caring for our community by enhancing the independence and quality of life of the frail, elderly, younger
people with disability and people with intellectual and psychiatric disabilities. We work as one team to take a
proactive approach in the delivery of care, ensuring the services we provide to our community achieves best
practice standards.

We believe in investing in our most valuable resource, our staff. We support our team to continually develop
and demonstrate strong leadership, empowering staff members and creating an environment where all
individuals are treated with respect and dignity.

Our staff are passionate about their work, advocates for our clients and dedicated to continually improving client
outcomes. Our values of Clients, People, Accountability, Collaboration, Relationships and Recognition guide
our decision making. They are not about what we do, but how we do it. Staff's dedication to our Mission and
Values enables us to create positive experiences for our clients and each other.

| Position Purpose

The Care Partner role is responsible for coordinating services that improve the quality of life, independence and
wellbeing of older people and people with disability in the community.

The role works with clients/participants, their care givers, families and representatives to identify goals, assess
needs and risks, support informed choice and dignity of risk, and develop and implement person-centered plans
that align with relevant funding and service requirements. The role also coordinates a group of direct care staff
to ensure support is delivered safely, respectfully and consistently, with effective documentation,
communication and continuous improvement.

The main responsibilities include developing tailored care plans, managing budgets, identifying and mitigating
risks, and coordinating care services to enhance our participant's quality of life and maintain their independence.

To summarise, it is not the intent of this position description to limit the scope or responsibilities of the role, but
to highlight the most important aspects.

. leadershp  Successindicators |
> Promote, develop and extend St John's interests | »  Team culture consistently reflects person-
and reputation through the provision of exceptional centered, rights-based practice dignity,
client service choice, respect in line with NDIS and aged
» Manage team through the cultivation of a care expectations.
cooperative  teamwork  environment and | »  Staff receive clear directions and regular
identification of strengths and weaknesses to supetvision; issues affecting safe service
optimise employees’ individual skill sets delivery are escalated and addressed
> Provide clear instructions, direction and support to promptly.

team members » Induction and mandatory training

» Ensure employees follow St John's policies and

procedures, complete their tasks to a high standard
and provide appropriate service within specified
timeframes

Ensure positive, regular communication with all
staff

Identify staff that require on-going training and
discuss training opportunities with the manager to
ensure their skills are improved

completion rates are maintained; role-
specific development plans are in place
and followed up.

Performance reviews/probation reviews
are completed on time; underperformance
is addressed with documented support
plans and outcomes.

Workforce rostering  supports  safe,
consistent service delivery (appropriate
skill mix and continuity where possible).
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Conduct performance reviews and address
performance issues as required

Address staff concerns and complaints and resolve
in a timely manner

Ensure staff are not harmed, abused or injured in
carrying out their duties by conducting regular risk
assessments and implementing corrective actions
as required

Conduct inductions and worker orientations for new
staff

Hold regular meetings with Care Workers for the
purpose of information sharing, support and on-
going education and skills development

Ensure staff are properly utilising Mobile Time and
Attendance System and any discrepancies are
addressed and resolved

Keep the manager regularly informed about issues
impacting on service delivery

Assist with recruitment

Oversee recruitment, training, rostering and on-
going support of volunteers

Operations

Meet with clients/participants to identify goals,
preferences, strengths and support needs,
promoting choice, independence, dignity and
respect.

Undertake assessments and care/support
planning in line with organisational procedures and
relevant quality standards documenting outcomes
clearly and accurately.

Explain service options, rights and responsibilities,
and any service limitations; support informed
decision-making, including dignity of risk, and obtain
consent where required.

Develop, implement and review individual
care/support plans and service schedules that
match client/participant goals and align with NDIS
plans, service agreements and Aged care service
requirements.

Coordinate staff allocation and rostering to
ensure safe, consistent and responsive service
delivery, including appropriate ratios/skills mix for
support needs.

Identify, monitor and manage risks to
clients/participants and workers (including home
safety), implement controls, and escalate high-risk
matters promptly and any escalate any changes in
care to respond to risks.

Support effective professional communication
and coordination with families, carers and other

Time and attendance and other workforce
systems are used correctly; discrepancies
are resolved within agreed timeframes.

Performance reviews and probationary
reviews are completed within required
timeframe

Employees demonstrate technical abilities to
deliver services or have developmental
plans in place to address underperformance

Staff concemns and complaints are
addressed in a timely manner

Success Indicators
Assessments and care/support plans are
completed and reviewed within required
timeframes and clearly reflect
client/participant goals and preferences.

Service schedules/rosters align  with
agreed plans and service agreements, with
minimal avoidable missed services and
timely communication of changes.

Consents, risk assessments and control
measures are documented and kept
current; high-risk issues are escalated
according to procedure.

Client/participant records are accurate,
complete and up to date (including
assessments, reviews, communications
and service delivery notes).

Services are delivered within
funding/budget  conditions  (including
NDIS/aged care requirements where
applicable), and variances are identified
and managed early.

Record and review all client observations
and updates to ensure all clinical risk
management  strategies are  being
implemented.
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providers, including referrals to allied health/clinical
and specialist services as required.

» Ensure privacy and confidentiality are
maintained and that information is collected, used
and shared appropriately and lawfully.

» Respond to feedback, concerns and complaints
in line with organisational processes; support timely
resolution and improvement actions.

» Monitor service quality through regular monthly
minimum contact home visits/reviews, ensuring
changes, issues are identified, addressed and
documented.

» Setting up and maintaining client services to align
with their budgets. Discussing any changes to
ensure that services remain within budget/funding
conditions.

» Maintain current knowledge of internal and
external programs, referral pathways and eligibility
requirements, including local community supports.

Feedback and complaints are
acknowledged, recorded and progressed
within required timeframes, with outcomes
communicated and improvement actions
tracked.

Daily communication with staff and clients
is documented clearly, key targets for
regular assessment and client updates are
met.

Budgets are prepared accurately and
managed appropriately in accordance with
the funding availability.

Ownership of professional learning and
development, along with the willingness to
provide constructive feedback to improve
organisation’s processes.

Risk Management and Compliance — Accreditation

» Oversee administrative and documentation
processes that support safety, quality service
delivery, including care/support plans, reviews,
rosters, service activity reporting and timesheets.

» Maintain accurate, complete and contemporaneous
client/participant  records, including consent,
assessments, risk controls, reviews and service
agreements, in line with organisational and
regulatory requirements.

»  Support compliance with the NDIS Code of Conduct
and relevant NDIS Practice Standards applicable to
service delivery (including rights, governance,
complaints and incident management)

» Support compliance with the Aged Care Quality
Standards services delivered, including consumer
dignity and choice, assessment and care planning,
safe and effective personal care, and continuous
improvement.

» Ensure incidents and near misses are identified,
recorded, escalated and managed in line with
organisational procedures; assist with required
notifications/reporting.

» Ensure feedback and complaints are responded to
respectfully and promptly, recorded appropriately,
and used to inform service improvements.

Success Indicators
Documentation and records are audit-

ready (accurate, complete,
contemporaneous) and meet
organisational and regulatory
requirements.

Incidents and near misses are recorded
and escalated promptly;  required
notifications/reporting are completed within
timeframes.

Complaints and feedback are managed in
line with procedure, with clear
documentation of actions, outcomes and
service improvements.

Privacy and confidentiality requirements
are met; information sharing is appropriate
and consent based.

Workforce  screening/clearances  and
mandatory training are current for the team;
non-compliances are identified and
rectified promptly.

WHS obligations are met in day-to-day
practice, with hazards identified, controls
implemented and follow-up actions
tracked.
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» Maintain a safe working environment in your area of
responsibility and ensure WHS policies, procedures
and legislative requirements are met.

» Ensure workforce screening/clearances and
mandatory training requirements relevant to service

delivery are maintained. -
Continuous Improvement Success Indicators

» ldentify opportunities for improvement to » Evidence of improvement to services,
services provided and recommend changes to procedures and standards
procedures and standards that impact beyond
own team » Strong working relationship with peers

and management

» Take action to promote or implement new
ideas and encourage others to do so » Complete own performance review

process

» Work with staff to implement innovation and
continuous improvement in service delivery » Training and personal development

plans are followed through at the

agreed time and dates

» Continuously improving your own capabilities

General Duties
e Undertake the duties in accordance with St John’s mission, values, departmental standards, policies and
procedures
Treat clients with respect, dignity and strive to promote their independence at every level
Maintain client confidentiality at all times
Represent St John’s in a professional and positive manner at all times
Maintain a friendly and approachable attitude towards clients and staff and a clean and professional
appearance
Adhere to St John’s obligations to report incidents of child or elder abuse to the relevant authorities
¢ Adhere to St John’s requirements to report any imminent danger to the client or others, including report to
police, ambulance or crisis services
e  Complete mandatory organisational training requirements
e Attend meetings as required and completed any other ad hoc duties as directed by management
e Undertake the responsibilities of the position adhering to:
o Equal opportunity and anti-discrimination legislation and requirements, legal requirements
o  Workplace Health and Safety (WHS) legislation and requirements
o Confidentiality agreement and Code of conduct

Qualifications

Cert lll Individual support or equivalent

Certificate Ill in Business, Community Services or equivalent
Queensland Driver's Licence and Drivers Authorisation
Australian Federal Police Check

Criminal History Check, NDIS Workers Screening Check
Working with Children Blue card

Experience and Personal Attributes

¢ Demonstrated experience supporting older people and/or people with disability, with a strong commitment
to person-centered, rights-based practice, dignity and respect.

¢ Highlevel competency in using technology including mobile devices and computers, and proficiency with
Microsoft Office, Outlook and relevant client management/rostering systems.

e High level skills in coordinating teams, setting priorities, planning and organising work to achieve
objectives efficiently and within required timeframes.
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o Demonstrated understanding of, and ability to work in line with, relevant frameworks and obligations
including:

¢ NDIS Practice Standards (as applicable to service delivery) and the NDIS Code of Conduct

o Aged Care Quality Standards (as applicable), including consumer dignity and choice, assessment and
care planning, and safe and effective personal care

¢ Incident and complaints management principles, including timely escalation, accurate documentation and
continuous improvement

o Excellentinterpersonal and communication skills with the ability to communicate confidently with a diverse
range of people.

e  Ability to work independently in the community and respond to a changing work environment

o Demonstrated initiative, ability to solve problems, make decisions, and escalate when required

e Ability to resolve conflict, handle complaints and manage complex situations
‘ St John’s Workplace Culture

All staff play a key role in shaping and influencing workplace culture. This requires a consistent approach and
commitment by all staff to the following:

e Choose a positive attitude every day, actively role modelling the mission and values of St John’s

¢ Build professional relationships clients, promoting the social and emotional growth of each individual by
respecting their rights and opinions and by encouraging self-advocacy

e Treat everybody with respect and dignity and value people for who they are and their unique contribution,
irrespective of role or level in the organisation

e Be open to receiving feedback and strive to continually improve yourself and the organisation

e Be clear and open about decision-making processes, gathering the ideas and input of others. Give new
ideas from others proper consideration and participate in an inclusive and collaborative approach.

e Take a proactive approach to workplace health, safety and staff wellbeing.

e Celebrate diversity in the workplace and demonstrate cultural sensitivity

e  Always behave ethically and with integrity

SN

~eNrO

First Name: Last Name:

Employee Date:
Signature:
| have read the above Position Description and understand and accept the role requirements for the position of

the Care Partner.
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