
GROUP ACTIVITIES PROCEDURE 

 

Group Activities will be running every week from Thursday to Sunday. During school
holidays activities will be running everyday. We offer a range of different social outing for
our clients to choose from. Clients will ring or text management with the activities they
would like to attended.
 
Staff will be rostered on depending on how many clients are going, disabilities of the clients
and what activitiy you are doing. On your roster you will see you will have a TBC next to any
group activities, group activities can be canceled anytime with out pay. 

Case notes must be completed for each group activity and sent in as normal. 

Support workers meals and drinks are not included in the group activities if you wish to eat
while you are working you will need to pay for your own meal or bring a packed meal.  

If you are running late for picking up or dropping off the client, you must call the client or
parent/carer to let them know that you are running late and ensure when ringing the client
that your number is on private. 

Please note if you are late picking up the client you will only be paid for the time you picked
the client up not the time you actual shift was mean to start and this must be reflected on
time sheet.

when dropping off clients you need to make sure that they get inside safely before you drive
off. this means eaither taking them to the door and passing them onto a parent or a carer or
if there independent that they are in there house before you drive off. 

Please monitor you fatigue levels while driving and share the driving with other support
workers, if you are finding yourself fatigued and unable to drive the vehicle safely. Always
remember safety is our number one priority.

You are required to send in all receipts with your time sheet to get a refund for your
expenses, you do not need to get the client to sign these for group activities. The receipts
still need to be a proper tax invoice. 



 

How to fill out your time sheet 

On the first line under client name you will need to write group activities this is where you
write the time you stared and the time you finished. The time you started will be when you
picked up the first client to when you drop home the last client. All expenses, meal
allowances and kms are be written in this line. If you have used a company car this also
needs to be written here, either Van or Ute next to kms.  

All clients that have attened also need to be witten on your time sheet with times that they
were personally picked up and dropped home. 
if there has been more then one support worker on you just need to write down what clients
you picked up and dropped home.
Budget
How many carers to how many clients you have depends on your Daily budget. This is the
max budget you can use for the day you do not need to use all of this. If you need to go
over the budgeted amount you need to call and confirm with management.
Budget includes meals, drinks and activities for the day only. If the client wants anything
extra they will need to pay this out of their own money.

Weekdays per hour 
Staff:Clients
• 1:1 - $10
• 1:2 - $30
• 1:3 - $60 
• Saturday per hour
• 1:1 - $15
• 1:2 - $40
• 1:3 - $75 
• Sunday per hour
• 1:1 - $20
• 1:2 - $50
• 1:3 - $90 



  

Using Company Van/Ute
• Van/Ute must be cleaned out at the end of your shift. All rubbish taken out and swept out.
If any spills or crumbs on chairs this will need to be cleaned, there is a cleaning kit provided
in the Van. 
• The vehicle must be filled up at the end of every shift.
• All accidents and incidents must be reported immediately to management with any
damages.
• If you notice any faults in van/Ute these must be reported.
• There is to be absolutely NO smoking in the van for both staff and clients. No tobacco or
filters to be left in the vehicle. 
•There is to be no speeding or breaking the law at anytime while using the company vehicle. 
 I.e using a mobile device whilst driving.
If we get a speeding fine from when you were driving any of our company vehicles, it is a
fireable offence.
•The Van has stock of snacks and drinks for the clients during group activities. If any snacks
and drinks need to be replenished please let management know. 
•Please buy a bag of ice when you get the van and fill the esky for clients to have a cold drink
•There is a large first aid kit located in the van that must stay in the van at all times unless
needed for a accident or injury. There is also 8 on the go first aid kits available for you to use
which you can take with you on your activities. If first aid kits are needed to be used a
incident report must follow. 
•There is an activity box loxcted in the van which is for the clients to use when going on long
trips. must stay in the van and is not for the clients to take home. includes books, games
colouring in and more.  

Please complete and sign the below section to acknowledge you have read and
understand the above policy I _______________________________, understand and accept
the above Expenses policy. Signature ____________________ Date __________________________


