
Sunshine Home Support 
Induction 

About us 
Sunshine Home Support has been operating as a disability support service since February 2019. 
We operate under the NDIS (National disability insurance scheme). We offer supports and services 
to people with a disability between the Sunshine Coast and the Gold Coast although most of our 
clients are in north Brisbane. 


The supports and services that we offer are


GROUP ACTIVITIES 
During Group activities, we pick up a group clients and take them out for the day to a prearranged 
activity, depending on how many clients we have booked in for an activity and those clients levels 
of need, we may have multiple staff working together.


IN HOME SUPPORT 
In Home Support is where we help the clients in their home. We help them around the house with 
general household duties i.e help them with their laundry, cooking, cleaning ect. The amount that 
we assist with the household duties depends on the clients level of care. We also may do 
activities with clients in their home i.e play games, watch movies, 	crafting ect. Some clients 
require personal care i.e showering, toileting ect.
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COMMUNITY ACCESS SUPPORT 
Community Access is where we take clients out of the house. Sometimes it’s to run errands i.e 
doctors appointments, shopping ect, sometimes client have organised their own activities that we 
take them to and participate with them, sometimes they do they activities by themselves, 
sometimes the client will want to go walking. It’s basically any support that we offer where we are 
outside of the home with the client. During community access, staff will need to use their personal 
vehicle to transport the clients. Another branch of community access is where a client may send 
the staff member to run an errand for them.


CLEANING 
Some Shifts will be a dedicated cleaning shift. For these shifts you will be supplied with a cleaning 
kit that will have everything that you need to clean the clients home. These shifts are not normally 
assisted by the client.


HOUSE AND YARD MAINTENANCE 
Cleaning up the yards of clients, mowing the lawns, gardening, general house maintenance ect. 
House and yard maintenance is normally outsourced, but if its simple or if it’s within a staff 
members skill range, we sometimes will send a staff member to complete.


GROUP HOLIDAYS 
Group holidays normally organised once to twice a month. The holidays can be located all over 
Australia but normally they are located within a few hours drive. We offer different kinds of 
holidays, sometimes a holiday home or sometimes something like a cruise. We often change it up 
to keep things fresh and exciting for the clients. The holidays normally are between one to seven 
nights and all accomodation, food and activities are covered for the clients. We normally have a 
large group of clients on the holidays so there are normally multiple staff present. All staff meals, 
accomodation and transport are covered by the company whilst the staff member is working 
during the group holiday. Group Holidays have a separate contract.


ONE ON ONE HOLIDAYS  
One staff member and one participant go away together, depending on the length of the holiday 
or the level of care for the participant, the staff members may be changed during the length of the 
holiday. One on one holidays have a separate contract.


RESPITE 
Staff are unable to use their own home as a respite home for clients. Although staff may be 
rostered to work at a respite house where they would provide In Home Support and Community 
Access.


COUNSELLING  
We have dedicated trained professionals to offer counselling to the clients.


Our Core Values 
• Respect • Compassion • Reliability • Commitment •


RESPECT 
Due regard for the feelings, wishes or rights of others. 
Respect in our company means respecting the client’s privacy, their ability to make their own 
decisions, and their property. To respect the client we also want to treat them as we would like to 
be treated, look them in the eye when speaking to them, ask them any questions you have for 
them instead of other carers, friends or family and don’t assume what a client can and can’t do, 
always ask. Never share private information about a client with anyone.

 
COMPASSION 
Sympathetic pity and concern for the sufferings or misfortune of others. 
Compassion in our company means be kind and thoughtful, caring, taking the time to actively 
listen to each client, smile at them, treat them like human beings, motivate them, think about the 
words and tones that you use, and always be encouraging.
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RELIABILITY  
The quality of being trustworthy or of performing consistently well. 
Reliability in our company means being able to be depended on by both the company and the 
client. It means always being punctual and not leaving a client early. It means keeping promises, 
so if someone has told a client that they are going to do someone, they follow through. 

 
COMMITMENT 
The state or quality of being dedicated to a cause, activity, ect. 
Commitment in our company means being loyal to both the client and the company. Committed 
to helping client achieve their goals, maintain their independence, and work towards bettering 
their life. 

About the NDIS 
We as a company work under the government agency scheme called the NDIS.


There are around 4.3 million Australians who have a disability. Within the next five years, the 
National Disability Insurance Scheme (NDIS) will provide more than $22 billion in funding a year to 
an estimated 500,000 Australians who have permanent and significant disability. For many 
people, it will be the first time they receive the disability support they need.

The NDIS can provide all people with disability with information and connections to services in 
their communities such as doctors, sporting clubs, support groups, libraries and schools, as well 
as information about what support is provided by each state and territory government.


NDIS - What does it mean?

National: The NDIS is being introduced progressively across all states and territories.

Disability: The NDIS provides support to eligible people with intellectual, physical, sensory, 
cognitive and psychosocial disability. Early intervention supports can also be provided for eligible 
people with disability or children with developmental delay.

Insurance: The NDIS gives all Australians peace of mind if they, their child or loved one is born 
with or acquires a permanent and significant disability, they will get the support they need.

Scheme: The NDIS is not a welfare system. The NDIS is designed to help people get the support 
they need so their skills and independence improve over time.


This NDIS is how the company gets paid and how the clients pay for their care, all of our policies 
and procedures are standard from the NDIS as they set the guidelines that we have to follow.


Position Description 
Disability support workers provide care, supervision and support for people with disabilities in the 
home, residential establishments, clinics and hospitals. They also work with other health 
professionals to maximise the individual’s physical and mental wellbeing. They also provide 
companionship, emotional support and, where possible, promote independence and community 
participation.


Case Notes 
In the last five minutes of each shift, case notes have to be recorded. Each case note needs a 
date, the time that the shift started and finished, your name, the clients name and what happened 
during your time with the client that day. All case notes are read by management so they don’t 
need to be a full page. Case notes can either be dot pointed or a small paragraph if nothing on 
the shift was out of the ordinary for that client. However, if something out of the ordinary did 
happen, ie. they have a change in their behaviour or if they had a minor injury then that needs to 
be noted in as much detail as you can. If something major happened, ie. you noticed self harm, if 
the emergency services were involved, if there was a major injury, if there was talk of suicide ect 
then warrants a phone call to a manager.
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EXAMPLE 1 - NOTHING OUT OF THE ORDINARY  
Case notes from Alfred Pennyworth

16/02/20

Bruce Wayne

9am - 12pm


Today when I arrived at Bruce’s house he seemed quite tired, almost as if he had been out and 
about all night. I made Bruce a cucumber sandwich for breakfast and then I helped him to clean 
the basement where he told me some pretty interesting/wild stories about some of the things that 
we were looking at. Before I left I made sure that Bruce took his medication and had enough food 
to make dinner that night.


EXAMPLE 2 - OUT OF THE ORDINARY 
Case notes from Alfred Pennyworth

09/01/20

Bruce Wayne

9am - 2pm


Today when I got to Bruce’s house I noticed that he was moving in a way that looked like he was 
in pain. I asked him if he was ok and he said that he was but I wasn’t convinced. I made him 
some pancakes for breakfast and then we had a chat, I was trying to get him to tell me where he 
was sore. When I took Bruce for his shower I noticed some bruising on his ribs. I asked what 
happened and he said he fell out of bed the night before, I asked if he would like me to take him 
to the doctor but he refused. After some persuasion I called 13 HEALTH and asked for their help. 
They advised to keep an eye out for shortness of breath and and extra pain. They said to take him 
to the hospital if it gets worse. Bruce took his meds with his lunch and then said he was ordering 
take out for dinner


EXAMPLE 3 - SOMETHING MAJOR HAPPENED 
Case notes from Alfred Pennyworth

02/03/20

Bruce Wayne

3pm - 9pm


When I got to Bruce’s house he was having a nap so I did some general cleaning around his 
house and washed up his dishes, after he woke up we had some afternoon tea and he decided 
that he wanted to go for a walk down at the beach. We were walking for about fifteen minutes 
when Bruce dropped to the ground and started to have a seizure. I put my jumper under his head 
and then moved away the few things that were near him. I immediately called an ambulance and 
then called the office to alert them to what was happening. I went with bruce in the ambulance to 
the hospital and then stayed with him until Robin came to relieve my shift. I’ve filled out an 
incident report and it’s attached to this email.


Case notes are emailed to admin@sunshinehomesupport.com at either the end of your shift 
individually, or all together at the end of the week


Care plans 
Each client that we have has their own care plan which has all the client’s details. These details 
include things such as their disability, their date of birth, their address, their goals, what they need 
assistance with and also a little bit about the client and what we do with them. Some care plans 
are more in depth than others as some clients require a lot more care. The care plans can be 
found on the Sunshine Home Support website. We put as much detail as possible into the care 
plan but certain information may make clients distressed or upset as they may not agree with 
certain diagnosis ect. For this reason, do not discuss or mention care plans to any clients.
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Client confidentiality 
Sunshine Home Support takes the confidentiality of our clients very seriously. One massive 
breach of confidentiality is the client’s care plans. All client care plans are completely confidential, 
do not discuss a clients care plan with anybody outside of the company or any other clients. 
Other breaches of confidentiality include talking about other clients to clients, talking about 
clients’ personal details to friends and family, not using clients names and addresses outside of 
work and medical details about the client.


All independent clients have the right to keep any information about themselves confidential 
which includes information being kept from their family and friends. With all dependent clients, 
there may be a legal responsibility to share that information with relevant parties. Contact 
management if you’re unsure.


Other types of information that can be considered confidential include name, date of birth, age, 
sex, address, current contact details for themselves, friends and family, bank details, medical 
history, personal care issues, service records, case notes, information relating to ethic or racial 
origin, political opinions, health or sexual lifestyle ect.


Website  
The Sunshine Home Support website is sunshinehomesupport.com 

To reach the staff documents section of the website, go to the menu, then click on ‘Sunshine 
Home Support Staff Page’, then enter the password ‘Sunshine1’ 

Once that’s done correctly, all the care plans and staff documents will be there.


Staff Notices 
All staff notices are done through an app called WhatsApp. Upon commencing employment, all 
staff are added to the Sunshine Home Support group on WhatsApp. This is where all notices and 
important information is shared as a whole. It’s also where all cancelled supports are posted and 
where we post about shifts that need to be covered. Other things that will be posted there are 
things such as employee of the month, any changes to shift times, staff meetings and training 
times.


All staff meetings and all training is done through Zoom. Zoom can be accessed by downloading 
the app on a smart device or through the Zoom website. The meeting information and password 
will be posted in the WhatsApp group. All staff meetings are paid and normally held every four to 
five weeks.


Client Boundaries  
There are boundaries put in place by the NDIS, the Queensland disability Services and Sunshine 
Home support to keep both the client and the staff safe.

Some simple rules for sustaining boundaries with clients are 

Do not seek out a personal relationship with your clients, or with their family, friends, or support 
network. Have a balanced work and home life so your personal needs are met outside of work.


Do not have a sexual relationship with clients, their family, friends or people in their support 
network.


Do not introduce clients to your own family, friends, or support network e.g. don’t invite people 
home for family gatherings etc. Work and home should be kept separate. 

Do not socialise with clients or their family and friends outside of work hours. Your work finishes 
at the end of your shift. 

Do not supply or use alcohol, drugs or other illegal substances during work. 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Turn up on time for your shift. Don’t arrive late and leave early. People notice, including your 
clients. Organise your commitments and travel so that you have plenty of time. 

Do not borrow, ask for or lend money to clients. Do not talk about your personal financial status or 
other life problems with clients. 

Do not allow clients to drive your own/work motor vehicle.


Do not give advice outside of your skills and expertise – e.g. medical – refer on to qualified 
professionals for any support needed.


Respect confidentiality and privacy – do not discuss information about your clients with your 
family or friends. If you need to debrief about a difficult shift, you can talk to colleagues, 
supervisors and if it was especially difficult, our psychologist. 


Do not disclose personal information about yourself, other workers or other clients e.g. phone 
numbers, address, email, relationship status ect. 

Do not criticise, complain about or discuss issues relating to other workers, staff, your employer 
or other clients with your clients or their family. Work related issues and complaints need to be 
dealt with in the workplace.


Do not ask for money, gifts, or special favours from your clients.


Gifts 
Every now and then some clients may give out gifts. It is company policy to not accept any gifts if 
the value exceeds $35. If the gift appears to be very expensive or valuable, please politely decline 
and leave the gift with the client and then report to management as sometimes it may be because 
of a decline in their mental state.

Also if any staff want to give a gift to a client for special occasions then also follow the $35 
maximum amount.


Dress Code 
Staff are expected to present themselves professionally in both dress and manner. Wear 
appropriate clothing when working with clients, this includes not wearing any see through 
clothing, not wearing anything too revealing, not wearing any shorts or skirts that may expose 
yourself to the client.

Our dress code is casual wear but be mindful of still looking presentable as all staff are 
representing the company.

Enclosed shoes must always be worn and non slip shoes when working a shift where personal 
care and showering may happen. All false nails are not permitted due to them being a hazard to 
the clients when assisting them. If any staff members wear rings with gemstones protruding, then 
remove them before any personal care of a client.

As well as looking professional, there is an expectation that the staff will also act professionally, 
this includes but is not limited to things such as no swearing, no inappropriate gestures, no lewd 
comments ect	

The staff are in close contact with the clients which means that any bad hygiene practices will be 
noticed by the clients and may make them uncomfortable so it is important that good hygiene 
practices are followed prior to a shift. Hygiene is typically thought of in terms of proper 
handwashing, body washing, and facial cleanliness. Although these practices are essential to 
overall cleanliness and interrupting the spread of disease, another component of good hygiene 
consists of practicing good hygiene etiquette.This includes things such as showering/bathing 
often, wearing deodorant, brushing you teeth, washing your hands after going to the bathroom, 
starting the work day with clean clothes ect.
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Cars 
PERSONAL 
Whenever taking a client out in a personal vehicle, it must be clean and presentable so that the 
client can feel comfortable. All cars need to be roadworthy and need to be covered by full 
comprehensive insurance. All staff need to drive responsibly while they have a client in their 
vehicle and not breaking any road rules. If there are personal items in the car, they need to be out 
of the clients sight for both your privacy and their comfort. All kilometres whilst on shift with a 
client are paid for so they need to be recorded, this can be done in a notebook or with a photo of 
the odometer at the start and the of each shift and then written on the time sheet. 


COMPANY 
Whenever taking a client out in the company van, all personal car rules apply except for the paid 
kilometres as the company is paying for that fuel. At the end of each shift in the company van, the 
van needs to be refuelled, cleaned and all rubbish removed. There is a broom/mop and a dust pan 
brush in the van at all times. Please sweep the floor and mop up any spills. If the van floor is still 
sticky, mop with a small amount of water or use the spray on the floor that can be found in the 
van. If the van is damaged on shift, please contact a manager. 


Managers 
DIRECTOR 
Christine Turner 	 	 ph. 0478 365 098


OPERATIONS MANAGER 
Jessica Turner		 	 ph. 0411 314 863


HR 
Jade Edmonds	 	 ph. 0458 222 986


ASSISTANT MANAGER AND PSYCHOLOGIST  
Sarah Shaw	 	 	 ph. 0480 135 978


GENERAL MANAGER 
Christopher Bitar	 	 ph. 0401 561 611


Who to Contact 
JADE EDMONDS 
Contact Jade for any pay or refund inquiries


SARAH SHAW 
Contact Sarah if Jess is on leave and have been directed to do so or if you have a prearranged 
debrief


CHRISTOPHER BITAR 
Contact Chris for all inquiries, including but not limited to rostering, client concerns, incident 
reports, unable to attend shifts ect. 


JESSICA TURNER  
Contact Jess if it’s an emergency and Chris hasn’t answered, also if it is felt that Chris hasn’t been 
able to resolve an inquiry or issue. Please do not contact Jess as your first point of contact unless 
it’s been stated otherwise.


CHRISTINE TURNER 
Contact Christine if it’s an emergency and both Chris and Jess haven’t answered, also if it is felt 
that both Chris and Jess haven’t been able to resolve an inquiry or issue. Please do not contact 
Christine as your first point of contact unless it’s been stated otherwise.
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Contracts and Relevant Documents 
The following documents need to be supplied to us prior to your first shift.

Employee contract and details

tax file declaration 

Police check or a copy of a blue or yellow card

Copy of drivers licence

A professional looking head shot with a blank background for ID card

Signed cancellation procedure

Signed time sheet procedure

Signed expense procedure

All relevant documents can be found on the staff page on the website.


Time sheets  
Time sheets need to be filled out accurately and signed by the client and the staff member. The 	
time sheet procedure will go into full detail of our expectations. 

Different types of support need to be coded differently for our invoices and billing, please 	 	
use the following codes:

  
IHS	 - in home support  
CAS	 - Community access support. 

GA	 - group activities  
C 	 - cleaning  
MM 	 - Mowing and maintenance

R 	 - Respite


The expense procedure will go into full detail regarding the expense section on the time sheet.


Drug and alcohol policy  
All workers have a duty to take reasonable care for their own health and safety and ensure they 
don’t adversely affect that of others. This means they must be fit and well enough to do their job, 
not be under the influence of alcohol or drugs, or use alcohol or illegal drugs while at work.


If an employee is currently taking any medications that may affect their ability to safely perform 
their duties, the employee should consult with their treating medical practitioner about their 
capacity for work.


Sick Days 
All casual staff do not accrue personal leave, if any staff are unwell and unable to attend a shift, 
they must contact management with as much notice as possible. If the notice is less than 24 
hours, the staff must supply a medical certificate. 

If the staff member is already at a shift and starts to feel unwell and they feel that they can’t 
complete their shift, they must contact management to alert them of the situation, and they will 
only be paid for the portion of the shift that they worked.


Employee of the Month 
Our company elects employee/employees of the month for every month of the year. To be eligible 
for employee of the month we expect that staff will adhere to the company values, will show 
initiative, will be punctual and polite ect


The employee of the month will normally receive a prize that differs from month to month.
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Pay rates 
$26.50 p/h Monday - Friday between 6am and 8pm

$29.15 p/h Monday - Friday between 8pm and 6am

$31.80 p/h Saturday all day

$42.40 p/h Sunday all day

$53.00 p/h on public holidays all day


Certificates 
There are two courses that need to be completed prior to starting, these two courses are


COVID-19 INFECTION CONTROL TRAINING 
COVID-19 infection control online training is available for health care workers in all settings. It 
covers the fundamentals of infection prevention and control for COVID-19. It will take an 
estimated time of 15 minutes

https://www.health.gov.au/resources/apps-and-tools/covid-19-infection-control-training


NDIS WORKER ORIENTATION MODULE 
This module has been developed to assist NDIS workers to better support people with disability

It will help workers to understand:

• What the NDIS is and why we need it

• The role of the NDIS Quality and Safeguards Commission

• Worker’s responsibilities under the NDIS Code of Conduct

• Worker’s role in supporting people with disability to achieve the vision of the NDIS.


Completion of the module will take approximately 90 minutes. You can save, exit and return to the 
module at any time. Once completed, you will receive a certificate of completion.

https://training.ndiscommission.gov.au


Once both have been completed, the completion certificates need to be emailed to 
admin@sunshinehomesupport.com


Availabilities 
There will be a prompt in the WhatsApp group to give availabilities, when this happens please give 
your availabilities with as much detail as possible. 


AN EXAMPLE OF A BAD AVAILABILITY POST 

Mon tues wed after 10 saturday 


It’s unclear and can be interpreted in a lot of different ways, and will just cause the manager to 
have to ask you to clarify


AN EXAMPLE OF A GOOD AVAILABILITY POST 
Can work all day Monday, Tuesday and Saturday

Can’t work before 10am on Wednesday

Can’t work Thursday, Friday and Sunday


It’s clear and concise and doesn’t need any clarification


OTHER GOOD EXAMPLES ARE SIMPLE THINGS SUCH AS 
Can work all times, all days

Only can’t work on Tuesday


If your availabilities are simple, then the post can be just as simple
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Meal allowance 
Staff are entitled to a meal allowance when they’ve worked more than 8 hours continuously, or 
two meal allowances if they’ve worked more than 12 hours continuously. Each meal allowance is 
at the rate of $13.29 and needs to be indicated in the relevant spot on the time sheet.


Declaration of acceptance of the above guidelines 

I, __________________________________________________ understand and accept all of the things 
discussed in this induction. I accept that following these guidelines is imperative to the success of 
my job. 


Signed


_____________________________________________________


Date


_____________________________________________________
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