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Introduction 
Our experience over the past 6 ½  years has been that self-direction and self-
management greatly increases peoples’ level of choice and control and can 
have a profound impact on improving the quality of people’s lives.  

One of the major advantages is the opportunity for people to engage their own 
paid supports. Having complete control over the ‘when’, ‘what’ and ‘who’ of 
support, gives a great deal of flexibility that can significantly expand and 
enhance people’s lives. 

Bespoke Lifestyles’ can provide you with a lot of information about engaging 
workers, but we are aware that the concept of managing your own supports can 
still seem daunting. We hope that given sufficient information and user-friendly 
tools and processes, you will gain in confidence and develop skills and 
expertise in this area. 

Although there is certainly work and time involved in managing your own 
supports, this can actually become an empowering experience and it has also 
given many of our participants more confidence about the future. 

This booklet has been compiled from many different sources by our senior 
consultant, Dianne Mandeville, to give you a comprehensive guide for many of 
the aspects of engaging your own paid supports. The booklet also has 
references to templates and other resources that you will be able to find on our 
website under Staffing Handbook Resources. 

We hope that it will be a useful ongoing tool that will answer questions for you 
as they may arise. Please note that this resource is for the sole use by Bespoke 
Lifestyle participants and is not for general distribution. 

 

Maria Wiltshire 

Managing Director 
Bespoke Lifestyles 

 

 

Disclaimer: While we have made considerable efforts to ensure the information upon which they are based is accurate 
and up to date, users of these guidelines are strongly recommended to confirm that the information contained within 
them (especially references to ATO legislation and industrial relations) is correct by way of independent sources. 
Bespoke Lifestyles accepts no responsibility for any inaccuracies or information perceived as misleading.  
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Self-Direction and Self-Management 
These two terms are often used interchangeably within the disability sector but it is 
important to understand the difference. 

Self-Direction 

• The situation in which a person routinely makes the vast majority of decisions so 
that he/she considers him/herself to be fully in control of the support he/she 
receives.  

Self-Management 

• The responsibility of the day-to-day management and administration involved in 
funded support.  
 

• These tasks can be outsourced as much or as little as you wish, e.g. a key 
worker/coordinator could be engaged to manage staff rosters, payroll could be done 
by a bookkeeper/accountant or help could be sought for recruitment and staff 
management.  

The important thing to consider is who controls and makes the decisions about the best 
use of the funding. 

Advantages of engaging and directing or managing your own supports 

• No middle man 

• You can organise the support when and where you want 

• Flexibility around how, when and where the support is used 

• Less bureaucracy and restrictions 

• No ‘service’ rules and regulations 

• Ability to negotiate with your workers 

• Certainty and continuity 

• Reciprocal consideration 

• Being more in control 

Things to be mindful of: 

• Needing the time and confidence to organise staffing issues – recruitment, paying 

workers, managing workers (or the ability to outsource these) 

• Issue of organising back up support if workers are unavailable 

• Understanding legislation and legalities around engaging workers 
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• Understanding record-keeping and funding accountability requirements  

• Setting high expectations and clear parameters right from the beginning 

• Expecting that workers will act in a professional way as they would in any other 

work situation 

• Dealing with issues or conflicts as they arise 

• Being confident in your role as a hirer of workers 

• How to ensure ongoing effective communication 

• Not compromising on your expectations of the quality of support  

• The importance of ongoing planning for success 

• Having a succession strategy in place to ensure ongoing sustainability 

 

What type of paid support do you need? 
It is important to think carefully about what support you require, when you need it and what 
sort of person you want to provide the support.  

 

What Bespoke Lifestyles believes is needed from a good worker: 

• An inherent belief in human rights and social justice  

• An inherent belief in the dignity of every person and their right to be treated equally  

• A respect for the family’s/person’s culture and values  

• Ability to work collaboratively with the family and the person to achieve their vision 
and goals  

• Demonstrated commitment and loyalty to the person and their family  

• Demonstrated commitment to performing the role to a high standard  

• Willingness to engage in continual learning and development  

• Demonstrated good communication skills including good listening skills  

• A good match with the person whom they are supporting 
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Qualities you would expect: 

• Punctuality 

• Reliability 

• Honesty 

• Common sense  

• Discretion 

• Loyalty 

• Flexibility and adaptability 

• Empathy 

• Friendly/easy going  

• Being responsible 

• Being respectful 

• Demonstrating commitment 

• Maintaining privacy and confidentiality 
 

Taking it to the next level 

The worker should be able to: 

• Show initiative 

• Be creative 

• Be resourceful 

• Think innovatively 

• Build capacity in the person they are working with 

• Be a connector and seek out opportunities 

• Have the confidence and ability to foster meaningful community connections 

• Be able to support the person to develop relationships and informal networks 

 

You also may think about choosing someone who is: 

• Compatible with the person in personality or interests – a good match! 

• Able to fit easily with the person’s family and culture 

• Genuinely interested in improving the person’s life 
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• Likely to be calm in an emergency 

• Not likely to impose their values and ideas and ‘take over’ 

• Willing to ‘go the extra mile’ 

• Genuinely interested in going far beyond just ‘filling in time’ 

• Able to take on responsibility 

Important Issues: 

• Having a shared understanding of values, goals and vision 
• Good communication 
• Integrity on both sides  
• Reciprocal respect 
• Shared priorities and a shared role in putting ideas into practise 
• Transparent and shared decision-making 

People get a good life if everyone in the team commits to being pro-active! 

Workers’ Roles 
When deciding to engage your own workers, you need to be very clear about what support 
you want them to provide. 

It is also important to match workers to the tasks required, as the roles of paid people will 
vary greatly and different roles often require different skill sets. It is helpful to be really 
clear about the roles that are required to best support the person. 

Some roles that may be required: 

• Supporting the person to build, support and strengthen their relationships and  

informal networks  

• Supporting the person to develop their skills to increase their independence 

• Being a personal assistant to the person in their home and in the community 

• Household organisation 

• Supporting the person in employment  

• Linking the person into their local community 

• Supporting the person to have meaningful roles in the community 

• Communication development 

• Supporting the person to continue their education 

• Support with the systems required in self-management 
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It is important that workers make the best possible use of their working time.  

Bespoke Lifestyles believes that: 

• Paid support should be used to fulfil each person’s vision and goals for a rich, 
meaningful and inclusive life. 
 

• Workers should empower people with a disability rather than build a person’s 
reliance on them. 
 

• Working “with” people rather than “for” people can build the person’s confidence to 
find their own solutions.  
 

• Paid support should be used as a conduit to building community connections and 
informal networks. 
 

Workers should: 

• Make their time count!!   

• Always be thinking about outcomes 

• Do way more than just fill in time 

• Lift the bar higher 

 

The role of Keyworker/Coordinator 

You may decide to engage someone to help with the day-to-day management of your 
funded supports. This person may be a worker who supports the person but may be 
someone who has a coordinating role only.  This position will vary greatly from one 
participant to another. For a list of possible tasks/roles, see Appendix 1. 
 

Recruitment 
What to look for: 

• Be clear about what you are looking for in a worker before you start recruiting  

• Know what the role is and what type of person would best fit the role 

• Know what you won’t compromise on in a worker 

• Consider carefully what prior experience and skills you require and realise that 
qualifications do not necessarily equate to skills  

 
• You may find it more beneficial to consider a worker’s beliefs, attitudes, willingness 

to learn and listen, and their demonstrated level of commitment rather than their 
qualifications and experience 
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• Share your vision and clearly outline the requirements of the role you wish workers 
to undertake;  it is important that everyone is working on the same page 

 
• Set high expectations and clear parameters right from the beginning 

Finding suitable workers 

• Participants can find workers themselves or you may wish to use an accredited 
disability agency to provide workers or to provide a service.  
 

• Bespoke Lifestyles encourages participants to engage workers well ahead of the 
time they are needed.  This helps to ensure that the support will be appropriate, in 
the right place and at the right time.  Emergency, crisis or ill-considered support is 
often compromised and rarely meets the needs of the person with the disability. 
 

Suggested avenues to source paid support: 

• Within your own networks and community  

• Through current workers 

• Word of mouth – ask around if anyone knows someone who could be interested - 
relatives, neighbours, friends, current workers, local schools, church, etc. 
 

• Generic services such as babysitters, gardeners, ironing people, tutors, cleaners, 
etc. 
 

• Advertise on local bulletin boards – e.g. at shopping centres, neighbourhood 
centres, doctors’ offices, libraries, schools, etc. 
 

• Advertise in newspapers - local community papers or regional papers. 

• Advertise on student employment websites – especially those for students who are 
studying healthcare professions such as nursing, occupational therapy, 
physiotherapy, speech pathology, etc. 
 

• Advertise via the internet, e.g. Seek, Gumtree, Findacarer, Jora, Indeed 

• Use employment agencies, e.g. You Select Recruitment  

 

Advertising 

• Be clear about the role you require. (Consider who is needed, when is the support 
needed and where is the support needed) 

• Think about what will capture people’s attention and make them want to apply for 
the position 

• Consider the language used (first person/third person) and the message given 
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e.g. 
I am a 25 year old man who is looking for an outgoing person to spend time with me three 
days/week to support me with my TAFE studies and other community involvement. I am 
fun-loving & enjoy being out and about but need some support as I am in a wheelchair. I 
have my own vehicle but you will need a manual driver’s licence.   
 
The above advertisement concentrates on the person and gives a different 
message than the following advertisement that is very service oriented: 
 
Person with cerebral palsy and high care needs requires support worker for community 
access. The work involves personal care, domestic help, lifting and transportation. Previous 
experience with clients with disability is preferred. 
 

• Think about how much information to divulge.  Sometimes a short engaging 
advertisement can be more effective in gaining people’s attention than giving a lot 
of information.  More information can be given when they make contact. 
 

• Think about whether or not you want the person to have prior experience with 
disability and what skills/ experience / qualifications (if any) you require 

 

Advantages of qualifications and/or prior experience: 

o Skill sets that could be useful, e.g. experience with lifting and transfers; 
ability in facilitated communication 

o May understand issues around behaviour and communication 
o May have training that gives them greater understanding if issues occur 
o May already have current criminal history screening, insurances, first aid 

certificate 
o May have more confidence  
o May be easier to get appropriate references 

 

Disadvantages of qualifications and/or prior experience: 

o May have more pre-conceived ideas about what is possible (or not possible)  
for people with disability 

o May have service-oriented thinking if they have previously worked in a 
traditional service model 

o May find it difficult to change their thinking 
o May fall back on what has worked with others 
o You may need to ‘un-train’ them 
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Interviewing 

Some things to think about beforehand: 

• What qualities am I looking for in the person? 

• What skills/experience do they need to have? 

• What information do I want to share with workers and what information is our family 
business? 

• What can I accept about a person and what am I not willing to negotiate on? 

• Have a list of job expectations written out in detail for the different roles. 
 

Considerations: 

 Do you want applicants to respond via email or phone? 

 Do you wish to divulge your private address initially? 

 Do you want to hold initial interviews in a neutral place before inviting them to the 

person’s home or to your home?  

 At what point do you want the person involved who is going to be supported? 

 Do you need support with interviewing? 

 Would it be useful for applicants to fill out a questionnaire prior to an interview? 

 

Initial Phone Interview 

This can be a useful way of finding out more information before moving to the next stage 
and is an opportunity to provide the applicant with more information about the position. 

It may be useful to have a list of questions and information beside you when you are 
talking to the applicant and you should take notes during the conversation. 

 

Face-to-Face Interview 

 Decide where to hold the interview.  

 Decide who will attend the interview.  

 Will the person who is going to be supported attend the first interview? 

 Decide how long you wish to allow for each interview – you would probably need to 

allow at least 30 minutes. 
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 Be well-prepared.  

 Follow up with referees. 

 Listen to your gut instinct. 

For some suggested interview questions, see Appendix 2. 

 

Group Interview 

• Sometimes it can be useful to invite a number of applicants to a group session 
which also gives you the opportunity to see how they interact with others. This can 
be especially useful if you are looking for a team of workers.  
 

• This gives you the opportunity to explain the role once rather than having to do it for 
a number of different applicants. 
 

• You may wish to ask applicants questions about why they are applying for the 
position that they talk about in front of the group. 
  

• You may wish them to fill in a questionnaire. See Appendix 5. 
 

• You could also pose scenarios and ask how they would react in a particular 
situation. See Appendix 3 
 

• Asking them how they would like to be treated in certain situations could also be 
useful. 
 

For ideas around how to structure a group interview, see Appendix 4. 

What to do when you engage new workers? 

1. Have a worker agreement/contract signed by both parties 

It may be worthwhile to initially engage a new worker on a probationary basis.  You 
would then need to have a meeting with them towards the end of this period to give 
them feedback on whether or not you plan to continue to engage them. 

The participant and worker will need to sign an agreement/contract which should be 
renewed on an annual basis. This is important whether the worker is working as a 
sole trader or is engaged as an employee. However, the contract will be different 
depending on this categorisation. This agreement should be agreed to and signed 
by both parties and witnessed. 

For items which could be included in an agreement/contract, see Appendix 6. 

For agreement/contract templates, see Staffing Handbook Resources 1. 
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2. Obtain a copy of the worker’s current criminal history screening  

• Each worker is required to have a current criminal history check in place 
• If the worker also works for a service, they may already have a current Blue Card 

– Working with Children Check or a yellow Positive Notice Card which is 
sufficient and a copy can be made of this. It is important to check the card for its 
expiry date to ensure it is still valid and make a note of this for your records. 

• Self-employed sole traders may apply for a Blue Card via a Person carrying on a 
business blue card application form.  

• Workers supporting children under the age of 18 years must have a current Blue 
Card. 

Bespoke Lifestyles advises that the cost of this check should be paid by the worker.  
This cost is tax deductible for the worker.  

For more details about criminal history screening, see Appendix 7. 

 

3. Ensure that you have Household Worker insurance through WorkCover 
Queensland 

All participants, who receive funding from Disability Services through Bespoke 
Lifestyles are required by Bespoke Lifestyles to take out Household Worker 
Insurance through WorkCover Queensland for any property where paid support is 
being used. The cost of this insurance can be taken from your funding (currently 
$50 for two years).  

This insurance will cover an employee or self-employed sole trader for injuries while 
working in a private dwelling (including a holiday home) and also whilst they are with 
the person on excursions within the community. If an injury occurs, you are advised 
to fill out an incident report which details what occurred and the injury sustained.  
For an incident report template, see Staffing Handbook Resources 2. 

It would also be advisable that the details of this insurance information should be 
noted on the worker agreement or contract so that workers know that they are 
covered should they have an accident whilst working.  

Contact WorkCover Queensland on 1300 362 128 

 
4. Ensure that the workers understand the implications of having or not having 

Public Liability and Professional Indemnity insurance 
  

• Self-employed sole traders should read and sign the Becoming a Self-employed 
Sole Trader – Working with People with Disabilities booklet. Keep a copy of the 
signed page for proof that you have given them this information, see Staffing 
Handbook Resources 3. 
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• Give information about these insurances to PAYG employees, see Staffing Handbook 
Resources 4. 

 
For more information about insurances, see Appendix 8. 
 

5. Check vehicle and driver suitability 

If the worker is required to use his or her own vehicle while supporting the person with 
disability, ensure that: 

• He/she has a current driver’s licence and adequate insurance cover; 
• The vehicle is roadworthy and registered and has the correct seating and safety 

restraints; 
• Their vehicle can be used for work purposes. 
• If the worker’s will be driving a vehicle that is owned by you, notify your insurance 

company of additional drivers. 
• Consider who will pay for the excess in case of an accident that is the fault of the 

driver 
 

 
6. Ensure that your home is a safe working environment   
 
Fill out a Home Safety Checklist and rectify any issues to ensure that your home is safe 
for people to work in. This includes providing a first aid kit, emergency contact details, 
fire exit information and equipment (fire blanket or extinguisher), see Staffing Handbook 
Resources 5a & 5b. 
Update this checklist on a yearly basis. 

 

7. Organise any training that you require the workers to have 
 

8. Provide workers with a clear role description and comprehensive outline of 
their duties 
 

9. Organise remuneration procedures 

 

What workers should expect from you: 
 They will be paid the agreed remuneration and on time; 
 They will be treated with respect and not be exploited; 
 They will be given clear briefing and enough information about the job to be done; 
 They will be provided with a safe working environment which has current 

WorkCover Household Worker insurance; 
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 That all equipment they are required to use is well-maintained and safe; 
 They will be given contact phone numbers if changes are necessary or  

in case of an emergency; 
 That someone will be ready to take over from them at the end of their  

allocated working time; 
 They will be provided with copies of their signed worker agreement/contract; 

 They will be listened to regarding their concerns and the participant and/or their 
representative will work with them to find a solution; 

 They will be provided with the necessary training for the role; 

 They will be given adequate notice if their services are no longer required. 

 

Getting workers ready for their role 
 Workers will need comprehensive information, which includes a clear understanding 

of the requirements of their role and the expected outcomes from their work.   
 We believe that the person with disability (or their representative/s) is the most 

appropriate person to brief a worker. You know best what is needed.   
 However, it is important that time is given to do this and that follow up training is 

provided. This can be done in a number of ways: 

o Written information 

o Verbal information 

o Visual information 

o Buddy shifts 

o Follow up information and review 

o External training if required (e.g. relevant courses such as First Aid or 
communication training; BL workshops for staff; workshops in the wider 
community)   

N.B. If workers are engaged as sole traders, any qualifications you require them 
to have is their responsibility and should be negotiated prior to their 
engagement. 

• Participants will also need to provide workers with relevant information and training 
specifically for their needs. 

For example: 

o Correct techniques for lifting the person and for operating equipment; 
o The role of the worker in building relationships and informal supports; 
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o How to deal with specific medical issues; 
o Strategies for managing behavioural/emotional issues or stressful situations; 
o Communication strategies. 

• It is also really important for your workers to be very well-informed about: 
o Your vision 
o Your values 
o Your standards 
o Your family culture 

 
• Don’t make assumptions about what they will know. 

 
• Remember that it will take time for the worker to get to know the person and fully 

understand how best to support them. It also takes time for a reciprocal relationship 
of trust and respect to be built. 
 

• Give positive reinforcement and constructive feedback. 
 

• Continue to guide them and evaluate their work until you and they feel confident 
that they can do the work on their own. 

• Know what is and what is not negotiable in your vision for the future and how this is 
actualised and be transparent about this. 

• Get the workers involved in achieving your goals – get them to set goals and work 
out how to measure their success. 

• Make sure that workers fully understand your expectations. 

• It is also important to provide:  
o Contact names and phone numbers of people who may be involved 
o Emergency information and contact details 
o An incident report document  
o Avenues for conflict resolution 

Don’t forget to update this information regularly (at least yearly).   

• Give them comprehensive information about the person. 

For suggested topics, see Appendix 9. 
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Some ideas on how to keep good staff: 
• Get the right people to start with.  

o Often you can trust your gut instinct and initial reaction 

o Think about what type of worker may be around for awhile  

o Think about where the workers live 

o Think about the worker’s personality and interests 

o How do they interact with the person they will be working with? 

o How does the person they will be working with, react to them? 

• Be very clear about their role and their relationship with the individual and the family 

• Ensure that each worker is on the same page about your vision and goals 

• Make workers feel valued – give positive feedback 

• Begin in a professional manner and set high standards from the beginning that you 
wish to maintain - expect that they will act professionally as they would in any other 
job. However, avoid unnecessary rules and regulations that over professionalise 
their role. The main aim is that they develop a good, caring and respectful 
relationship with the person they are supporting 

• Remunerate appropriately  

• Provide suitable guidance (at the beginning as well as ongoing) 

• Share information about the person they are supporting 

• Open up clear lines of communication 

• Be reasonable but expect that they should lift the bar 

• Be flexible within boundaries  (vs. compromising on standards) 

• Develop a good relationship but maintain a working relationship 

• Develop a team approach with workers 

• Be fair and reasonable 

• Listen to their ideas and seek input 

• Make workers feel as though they are an integral part of a team – hold regular team 
meetings 

• Develop trust in good workers and ensure there is mutual respect  

• Once trust is established, give workers responsibility 
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What can impede the performance of workers? 

• Low expectations of what the participant can achieve 

• A fear of taking calculated risks 

• Limiting a meaningful relationship between the worker and the participant 

• The worker not having a clear understanding of their role 

• Not being given enough specific training in their role with the participant 

• Making assumptions based on prior work 

• Conflicts between members of the team 

• The worker not understanding the boundaries of their role in decision-making 

• Micro-management once trust has been developed 

 

Decision-making 
Workers are sometimes given delegated authority by participants or their representatives 
around various aspects of the participant’s life and it is important for the worker to be clear 
about the boundaries of this authority. 

Some areas where decisions need to be made in a participant’s life: 

 Health  

 General wellbeing 

 Relationships 

 Home life 

 Social and community life 

 How money is spent 

 Appearance 

 Social/moral behaviour 

It can be helpful to discuss with workers which areas of the participant’s life that they can 
make decisions about and which decisions are in the domain of the participant or their 
representatives. It is important that everyone is clear about this. For a document that can 
help to define where authority lies, see Appendix 10. 
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Conflict resolution 
• Workers need to be clear about what the avenues are for conflict resolution and 

what the grievance process is. 

• Ensure that any grievances are listened to and acted upon without fear of 
recrimination. 

• Regular review of their work is a good idea so that you and they have the 
opportunity to discuss issues as they arise. 

• It is best to deal with issues as they occur. 

Possible Challenges 

• Differences between what the participant wants and what their family wants for 

them  

• Privacy issues and the issue of confidentiality for the participant 

• If the worker ends up not being suitable 

• If the participant does not feel comfortable with them but they have done nothing 

wrong 

• Workers overstepping boundaries 

• Workers not fulfilling their role or achieving the required outcomes 

• Disagreements/tension between workers 

• Workers not taking direction from the participant or the family 

• Workers not allowing the participant to fulfil their potential – doing too much for 

them 

• A non-professional attitude, e.g. breaking confidentiality or unreliability  

Strategies for dealing with these challenges: 

• Ensure clear and open communication & transparency 

• Discuss beforehand how you should deal with issues such as this if/when they 
occur 

• Duty of care is essential 

• May be helpful to have an impartial third person involved 

• Deal with issues as they occur rather than sweeping them under the carpet 

• Give workers regular opportunities to discuss issues 
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Communication 
Daily communication 

This can be done in a number of different ways: 

• Verbal report 
• Written report 
• Email  
• Cloud based computer systems e.g. Dropbox 

A printed template could even be created with lists of tasks that could be ticked off 
when completed and with spaces for comments. 

Team meetings 

Holding regular meetings every 6-8 weeks is a worthwhile investment.  It is a great 
way of keeping everyone on the same page, dealing with challenges and doing 
ongoing planning for lifestyle development. 

It is also a useful strategy for developing a strong team approach – important when 
much of the work is solitary. Workers really appreciate the opportunity to network 
with each other. 

Workers would expect to be paid for their attendance at a meeting (perhaps a flat 
meeting rate or the hours at their regular rate). 

Suggestions: 

• Have a written agenda and take meeting notes 
• Distribute meeting notes afterwards 
• Follow up on actions decided upon  
• Expect all workers to attend 
• Use it as an opportunity to address any issues 
• Use it as an opportunity for workers to give input 

For a suggested agenda template, see Appendix 11. 

Worker reviews 

• Build in a good system of regular reviews  
• An opportunity for two-way feedback – what is working well and addressing issues 
• A one-on-one meeting – paid time, maybe at the beginning or end of a shift – ½ 

hour can work well 
• Information sharing  
• What does the worker need to do their job well? 
• Discuss how they are going towards meeting their goals  
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For suggested topics for the conversation, see Appendix 12. 

Feedback from workers 

What they value:  

 Open, honest and direct communication 

 The participant and their representative/s being really clear about what they want 

 Their ideas being listened to and valued 

 Seeing progress with the person they support and knowing that they have played a 
part in that - work satisfaction - “Seeing changes and progress is rewarding and 
makes me want to do more”  

 Being given the space to try new things 

 Having the opportunity to be flexible 

 Building a rapport with the participant and their family 

 Feeling valued 

 Having regular meetings for review, feedback and forward planning 

 Making a difference to someone’s life 

 Being able to develop a relationship with the participant and their family 

 

What they find difficult: 

 When they are not clear about their role 
 

 Not being given enough guidance about how to work with the participant 
 

 When they are not given any feedback  
 

 Feeling isolated in their work 
 

 If they feel undervalued 
 

 If there is conflict and they do not know the avenues for resolution of this 
 

 Lack of open communication 
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Terminating the services of a worker: 
 

 If you feel that the worker is just not suitable for the role, it is important to plan 
carefully how you will end their engagement. 
 

 How you manage this will depend on what you have written in the 
contract/agreement.  
 

 It will also depend on the category that the worker is engaged under. 
 

 Fair Work Australia will have guidelines around this for workers who are engaged 
as employees. 
 

 Normally you would include in your agreement/contract that any actions by the 
worker that was detrimental to the safety and wellbeing of the person supported 
would result in instant termination of the worker’s contract. 

 

Managing your budget for your paid support 
Some considerations: 

 Allow for the costs involved in self-managing the support, e.g. insurances, training, 
recruitment, home office, payroll 

 Consider how many weeks per year you will need support – there may be times 
when you will only be using informal supports, e.g. over Christmas/Easter 

 Will you need funded support for public holidays? 
 Do you need to allow for superannuation? 
 How will you determine suitable remuneration? 
 Will workers be paid using an hourly rate or will you use 24 hour shifts or an agreed 

amount for a block of time? 
 Do you need to allow for salary loading for weekends, evenings, Public Holidays? 
 Do you plan to engage workers as employees or as self-employed contractors/sole 

traders? (see below for further details) 
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Remuneration for support provided 
Before you enter into a work agreement or contract with a worker, you need to check 
whether the arrangement you're planning to enter into is one of employment or engaging a 
contractor/sole trader.  

Also it is useful to realise that the work they are doing is of a ‘private and domestic’ nature 
and that you are not a money-making enterprise. 

Categories of workers – some considerations 

• Are workers working regular shifts? 
• Are workers working a considerable number of hours every week? 
• Are workers willing to organise their own tax? 
• Can workers delegate their work to others? 
• Are your workers people who are being paid wages in their current work – are they 

willing to change their employment conditions? 

Three types of workers:  

1. Independent contractors/sole traders 
 
Attributes: 
 
• Paid to achieve an outcome or result  
• The contractor has the right to delegate the task they have been engaged to 

do. (i.e. they have the right to employ colleagues to assist or replace them to 
achieve the required outcome or result) 

• Are not paid using an hourly rate but an amount for the work done/results 
achieved 

• Issue a contract stating the conditions around the work to be done 
• Supply an invoice for completed work  
• There are no superannuation or tax obligations payable by the participant 

 

N.B. Workers who are engaged for a given number of hours at a rate of pay per 
hour and who cannot delegate their work, would not fall under this category. 

 
2. Contractor/Sole Trader (with or without an ABN) but an employee under the 

Superannuation Guarantee Act 
 

It is important to note that although a worker may be labelled as a contractor or sole 
trader on face value because they hold an ABN, they may still be classified as an 
employee for superannuation guarantee purposes where the engagement with the 
worker does not display the above listed attributes for a contractor. 

A rate of pay would be negotiated that is acceptable to both parties and both parties 
would agree to the conditions of a contract for a certain period of time. 
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Attributes: 

• Working as an individual 
• Responsible for his/her own taxation obligations unless a voluntary 

arrangement by the participant is in place to pay the tax on behalf of the 
worker 

• Needs to supply an invoice which can state how many hours worked and the 
rate per hour 

• The worker may supply an ABN; for information about applying for an ABN, 
see Staffing Handbook Resources 6a & 6b 

• However, there is no need for a contractor/sole trader to quote an ABN 
where the services of the contractor are not in the course of a business 
conducted by the participant but is of a private and domestic nature 

• Whenever no ABN is quoted, the contractor/sole trader should sign a 
“Statement by Supplier’’ declaration form, see Staffing Handbook 
Resources 7.    
This form declares that the income they are receiving is either: 
o Less than $75 in value; or 
o The work performed is of a private and domestic nature 

• An agreement would be entered into that is agreed to by both parties 
• If the work is very casual and intermittent and the person is not being 

engaged in an ongoing way, there may be a verbal or simple written 
agreement in place. In these situations, a one off gift card for payment may 
be applicable, see Staffing Handbook Resources 8. 

 

Paying sole traders/contractors: 

• Agree on a rate of pay 
• Receive an invoice from the worker. For an invoice template that can be used, see 

Staffing Handbook Resources 9. 
• Suggest you have a cut-off date each fortnight and pay all invoices at the same time 

to make it easier. If you insist on this when you first start with a new worker, they 
are more likely to get their invoices to you on time 

• Have a system to confirm hours of work - timesheets or sign in/sign out book 
• Pay via internet banking into the worker’s nominated account  – use the worker’s 

name as the description  

For a checklist to give sole traders when they begin work with you, see Staffing Handbook 
Resources 10.  

Superannuation for sole traders/contractors: 

• Where a person is hired in this capacity for 30 hours or less per week the 
participant will have no superannuation obligations to this individual if the work is of 
a private and domestic nature. 

• If the number of hours exceeds 30 hours per week on a regular basis, this 
individual would likely be deemed to be an employee under the ATO definition and 
you should consider offering casual employment to this worker. 
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• If the 30 hours per week are exceeded infrequently you will need pay 
superannuation on these occasions on the full number of ordinary hours in that 
week. To do this you can register for a PAYG withholding number (WPN) which will 
enable you to sign up to the ATO or other SuperStream clearing house. This will 
allow you to make the necessary payment into the worker’s nominated 
superannuation fund.  
 
For further explanation about superannuation obligations, see Staffing Handbook 
Resources 11.  
 

3. Common Law Employee 
 

• Some individuals receive large funding packages and have support staff working 
regular and substantial lengths of time.  These workers would more than likely be 
considered as ‘common law’ employees especially if they are working for 30 hours 
per week or more. This, however, should be considered on a case-by-case basis 
and discussed with a registered tax agent. 

• If you decide to engage your staff as employees, you will need to understand your 
obligations as an employer. 

• For those participants who are unfamiliar with employer obligations you may wish to 
engage a bookkeeper or registered tax agent to assist.  

• Bespoke Lifestyles also has the expertise to assist with this. 
• The Social, Community, Home Care and Disability Services Industry Award 

(SCHADS) applies to the social and community services sector, home care sector, 
crisis assistance and supported housing sector and family day care scheme sector. 

• Fair Work Australia outlines minimum conditions that apply and also a pay guide for 
this award.  For Fair Work Australia information, see Staffing Handbook Resources 12.  

Attributes: 

• The participant dictates how, why and when the work is done; 
• For this work, the worker is not operating the business on their own account; 
• The worker cannot subcontract the work to another individual; 
• The worker has no responsibility for injury or defects in the work performed;  
• All equipment required is supplied by the participant and not the worker; and 
• A contract of employment is in place. 

 
Superannuation Obligations: 

Participants with employees who are engaged in a private and domestic capacity 
for 30 hours or less do not have an obligation to pay the superannuation 
guarantee.  

However, if the employee works for more than 30 hours in a week the participant 
is obliged to pay superannuation to the worker’s fund on their behalf. The minimum 
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superannuation payable for the 2017 financial year is 9.5% of ordinary time’s 
earnings, provided the following is also applicable to the employee: 

• More than $450 was paid to them during a calendar month; 

• They are over 18 years of age;  
Superannuation is payable quarterly and is due on the 28th day of the month 
following the end of each quarter.  
Participants may wish to pay superannuation for their workers even if they work for 
less than 30 hours per week.  
An employer who has an obligation to pay the Employer Superannuation Guarantee 
(SGL), has to make these payments electronically via “Superstream”. Staffing 
Handbook Resources 13 

What the participant needs to do to employ PAYG staff: 

• Register as an employer for PAYG Withholding (see ATO website for how to 
do this). Information is also available in Appendix 13. 

• Decide on the award and the level within the award. Note that the national 
minimum wage and the National Employment Standards (NES) will apply, 
see Staffing Handbook Resources 12. 

• Each worker must complete a tax declaration which is also signed by the 
participant.  This will assist you to work out how much to withhold from the 
worker’s payments;  

• Supply the employee with relevant documentation (e.g. Hours Worked 
Template, see Staffing Handbook Resources 14; Fair Work Information Statement 
Staffing Handbook Resources 12; Superannuation Standard Choice form Staffing 
Handbook Resources 15. 

• Pay the appropriate superannuation (if applicable) into the worker’s 
nominated fund via Superstream.   
 You cannot simply add superannuation payments to a worker’s pay – 

it must be paid into the worker’s superannuation fund.  
 Each of your employees will need to complete a superannuation 

choice form and you will need to get the fund details from the 
employee.  

 You need to sign up with a Superstream clearing house. 
       

• Complete ATO requirements for payment of Withholding tax and 
superannuation; 

• Issue each staff member with an employment contract signed by the 
participant and the worker;  

• Provide the worker with a fortnightly payslip once payment has been made; 
for details of what needs to be included, see Staffing Handbook Resources 16. 

• Provide the worker with a PAYG Payment Summary Statement at the end of 
each financial year; 
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• We suggest that you open a second bank account that you transfer the 
required tax and superannuation amounts into for each pay period. This will 
then be available for payment at the end of each quarter. Details of this 
account will also need to be forwarded to Bespoke Lifestyles at the end of 
each quarter for accountability purposes; 

• ATO requirements are that you keep a copy of all documentation for seven 
years. 

 

 

 

 

 

 

 

 

 

 

 

 



30 
 

Updated version 15/3/2017 
 

 
 

Resources that may help 

when engaging and managing 
paid support 
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Appendix 1 

Keyworker/Facilitator/Coordinator Role Description 

Duties and Responsibilities – to assist the participant in self-direction and lifestyle 
development 

• Understand the participant’s vision  
• Gain a deep understanding of the participant’s skills, abilities and interests 
• Develop a close relationship with the participant who is being supported and their 

representatives 
• Work collaboratively with the participant to achieve their vision 
• Work in partnership with the participant and show respect for the family’s and the 

participant’s culture and values 
• Report regularly to the participant and/or their representatives 
• Attend support circle meetings and assist with their organisation 
• Assist with forms/paperwork as directed by the participant 

Support Workers 

• Recruit, train and roster support workers as needed (short-list new workers for 
interview by the participant) 

• Develop worker agreements and direct the work of the workers 
• Monitor, support and supervise workers 
• Plan weekly schedules  
• Plan and facilitate regular worker meetings 
• Ensure that there is a consistent approach from all workers 
• Ensure that timesheets are available for workers and are completed accurately 
• Submit timesheets fortnightly to the participant for payment 

Development Work 

• Work developmentally to broaden the participant’s life opportunities: 
o Skill development - work to continually build the participant’s capacity 
o Communication development 
o Broaden and deepen relationships 
o Support the participant to develop meaningful roles in the community 
o Widen the participant’s opportunities for leisure activities 
o Assist the participant to build on existing social connections and create new 

opportunities, e.g. connecting with neighbours, connecting with people with 
shared interests 
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Requirements of the position 

• Skills in supporting the participant in the development of their vision 
• Hold an inherent belief in human rights and social justice 
• Hold an inherent belief in the dignity of every person and their right to be treated 

equally 
• Be able to work creatively and show initiative 
• Good interpersonal skills – good listener 
• Criminal History screening 
• Current driver’s licence 
• Own car available for work use 
• Reliable, flexible, committed 
• Confidence and ability to foster meaningful community connections 

 

Conditions 

Write up a contract for person you engage 

 e.g. 

• Sole trader/contractor/employee? 
• The agreed rate of pay per hour ….. is to be paid fortnightly on receipt of signed 

timesheets and invoice  
• This role is for a maximum of ….. hours per week (this may vary)   
• Compensation for vehicle use is …. 
• 3 months’ trial period – to be reviewed 
• Role description 
• Required outcomes 
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Appendix 2 

Suggested interview questions:  

• What was it that attracted you to apply for this work? 

• Please tell me about yourself and your recent work history. 

• What has been your experience of people with disability? 

• What do you see as key things to be aware of when working with a person with 
disability? 

• What is your vision for people with disability? 

• Our vision is.................................................. 

• How do you think you could help us to meet this vision in your work with.................? 

• Are you studying or working somewhere else at the moment? How will that affect 
your availability to work? 

• You will be working closely with the whole family in the family home. How do you 
feel about that? (may or may not be relevant) 

• Is there anything that you think you would find challenging in this work? 

• Can you give me an example of a time when you have had to work in a team 
environment? 

• Give them a scenario of something that could happen and ask them how they would 
deal with it (See Appendix 3 for examples). 

• Is there anything in your life that would limit your ability to do this work well and 
reliably? 

• Participant to then outline the expectations of the role. 

• Discuss the conditions of the work including the remuneration. 

• Discuss the training requirements and a start time for the work. 

• Ask to confirm referees’ details 
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Appendix 3 

Ideas for scenarios & questions  

John is a support worker who has been working for a service for several years with 
different clients who had similar needs and routines. John was used to going to a 
client’s house ‘doing his job’ and going home. The clients had a housekeeper who 
made sure the home was kept tidy. The support staff had little responsibility for these 
areas other than basic tidying up an area just used and cleaning the kitchen. 

John applied for and was hired by a family as a full time support worker. The person’s 
home was orderly and everything was to be placed back in its designated place and 
the family emphasised that support workers also adhered to this. John had difficulty 
sticking to this as he believed it wasn’t his responsibility due to his previous 
experiences. About a month later he began ignoring labels etc. placing items in any 
available space and eventually other new staff followed his example.  

Soon the pantry, cupboards and fridge were in complete disarray and workers were 
confused where things should be and the client’s behaviour reflected the confusion and 
frustration of the workers. 

• As a fellow support worker of John, how would you respond when he didn’t put 
things away appropriately? 

• If you were John and saw the mess that had been created by a decision you had 
made, how would you rectify this? 

• Can you describe a similar personal experience and how you dealt with it? 

There are several routines that are to be completed on every shift and the family has 
instructed the workers to include the person they are working with in some home 
duties, e.g. washing dishes, making the bed, assisting with laundry routines, etc.  

There are reasonable timeframes for these to be completed but today was particularly 
difficult and the person was lethargic and distracted, making all activities difficult to 
complete. 

 
• How would you deal with this? 

If a person you don’t recognise comes up to talk to the person you are working with 
when you are at the shops etc.  

• What would you do?  
• Do you think that building community connections for the person is important? 

Why? 
• Can you describe how your role as a support worker can help do this? 
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Appendix 4 
 

Suggested format for a 1½ hour group interview 

Before the interview ask each applicant to fill out a questionnaire, see Appendix 5. 

15 mins Arrival and welcome 

Each applicant to introduce themselves to the group and state why they are 
interested in this position and what they feel they can contribute to the 
participant’s life (about 2-3 minutes each) 

30 mins (This could be done by a Bespoke Lifestyles’ consultant) 

• Introduce the concept of self-management under Bespoke Lifestyles and 
how it differs from a traditional service model of support - how the 
participant is in the driving seat and not Bespoke Lifestyles – how it is 
fundamentally different from the service provider model of support 

• There is no middle man – participant guidelines are to be followed; 
disputes, training/ procedures dealt with by the participant 

• Funding model and how it works 
• Focus is on values, goals, dreams, vision 
• Explain the role of the workers and the role of the participant, including 

boundaries, authority, respect and confidentiality 
• Go through some of the broad expectations of workers in this model of 

self-direction e.g. support for a good life; building connections  
• Explain legalities such as tax, superannuation, WorkCover insurance, 

Public Liability insurance, criminal history screening, contracts, etc. 

30 mins Participant/or their representative to talk to the applicants: 

• Outline their expectations of the role 
• What training/information will be given 
• How the workers will work together as a cohesive team 
• Safety and grievance procedures 
• Non – negotiables 

 

15 mins  Where to from here: 

• Answer any questions that applicants may have about the position 
• Get applicants who are still interested in the position to fill out a sheet to 

indicate their availability for shifts and availability for individual interviews 
• Explain how and when they will be notified about the position 
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Appendix 5 
 

Ideas that could be included in a questionnaire: 

 

1. What does the term “confidentiality” mean to you and how do you see it being relevant to 
this position? 
  

2 Written and verbal communication skills are very important in this role. Describe how you 
effectively relate information?  
 

4. You will be involved in supporting the participant in their personal care. Describe how you 
would promote his/her dignity whilst doing this?  
 

5. When working with a person who is vulnerable, why do you think it is important to follow 
instructions carefully?  
 

6. What personal strengths, qualities or abilities do you believe you could bring to this role? 
 

7. How do you rate your level of patience/tolerance in dealing with challenging issues?  
Please describe:  
 

8. Imagine you have had a car accident where you have acquired a brain injury whereby your 
speech, movement and independence was significantly affected. Your doctor and family 
now make all of your decisions - what you eat, what you wear, where you go, who you go 
with. What are the characteristics would you want in the people who supported/cared for 
you and made everyday decisions for you? What are the characteristics you would want to 
avoid?  
 

9. Can you identify what would be important for you if you were to lose your independence? 
List 3 things that are, and would remain, important to you. 
 

10. Why do you think we should choose you for this support role?  
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Appendix 6 
 
Suggested inclusions in a contract/worker agreement 
 
This will differ depending on whether the person has been engaged as an employee or 
sole trader/contractor. 
 

• Hourly rate of pay or amount agreed on for a piece of work or amount of time (e.g. 
flat rate for a 24 hour shift); 

• Hours of work; 
• Type of engagement e.g. casual (if an employee); sole trader 
• Role description/duties; 
• Expected goals and outcomes from the work they will do; 
• Required information (e.g. driver’s licence, first aid qualifications, criminal  

history check details)  
• Relevant policies and procedures 
• Dress code;  
• How travel expenses will be remunerated; 
• Agreement about use of worker’s vehicle or the participant’s vehicle – e.g. payment 

of traffic infringements; insurance excess in case of an accident; 
• Date of commencement; 
• Length of engagement (there may be an initial probationary or trial period); 
• Leave arrangements 
• Length of notice required for leave or termination;  
• Actions that would result in termination of the contract; 
• Expectations of work on public holidays; 
• Superannuation entitlements, if applicable; 
• Mention of long service leave, if applicable; 
• Insurance details and expectations; 
• Training requirements; 
• Communication requirements; 
• Confidentiality and privacy clauses; 
• Emergencies; 
• If a sole trader is registered for GST, contractor ATO requirements. 

 

For examples of contracts/agreements, see Staffing Handbook Resources 1. 
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Appendix 7 

Criminal History checks for workers  

When hiring or engaging workers, participants should ensure that they have undergone 
criminal history screening and that this is still current. Obtaining criminal history screening 
is the responsibility of the worker and can be done in the following ways: 

If working with adults: 
 
Workers can organise a ‘national police check’ under the category of Employment 
Healthcare and/or vulnerable groups. This can be done online at 
https://www.nationalcrimecheck.com.au/police-checks-
individuals/consumer/start_form?gclid=CNO89vv1x9ECFRUKKgodsBMN4g and costs 
$49.50 as of 1-1-2017. (volunteers cost $29.50)  

 
Alternatively, if the worker also works for a service, they may already have a BLUE 
card, or Yellow Positive Notice card, which can be sighted by the participant. (These 
remain valid for 2 years). (The Yellow card is for services only) 

 
If working with children: 
 

Workers supporting children under the age of 18 years MUST have a current BLUE 
Card (valid for 2 years).  

  
Self-employed contractors (sole traders) should apply here: 
https://www.bluecard.qld.gov.au/pdf/forms/DJAG002-BCB-Blue-card-business-

application.pdf 
 

Workers employed by participants under PAYG, should apply here: 
https://www.bluecard.qld.gov.au/pdf/forms/DJAG001-BC-Blue-card-application.pdf 
 
Cost for blue card applications is $84.25 as of 1-1-2017. 
 

To check that a BLUE or YELLOW card is valid go to:- 
 

https://www.bluecard.qld.gov.au/onlinevalidation/index.html 
 

• This is a point in time check only. The information provided is only current at the 
stated time and date. 

• A misspelt name, incorrect card number or expiry date will prevent the system from 
confirming the blue card is valid. 

• Notification of any subsequent change to this card, e.g. cancellation of card, will not 
be provided.  

• We therefore advise that you regularly check the status of a worker’s blue card. 
 

Staffing Handbook Resources 17. 

 

https://www.nationalcrimecheck.com.au/police-checks-individuals/consumer/start_form?gclid=CNO89vv1x9ECFRUKKgodsBMN4g
https://www.nationalcrimecheck.com.au/police-checks-individuals/consumer/start_form?gclid=CNO89vv1x9ECFRUKKgodsBMN4g
https://www.bluecard.qld.gov.au/pdf/forms/DJAG002-BCB-Blue-card-business-application.pdf
https://www.bluecard.qld.gov.au/pdf/forms/DJAG002-BCB-Blue-card-business-application.pdf
https://www.bluecard.qld.gov.au/pdf/forms/DJAG001-BC-Blue-card-application.pdf
https://www.bluecard.qld.gov.au/onlinevalidation/index.html
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Appendix 8 
 
Insurances for Participants 
 
WorkCover Household Insurance 
 
All participants, who receive funding from Disability Services through Bespoke Lifestyles 
are required by Bespoke Lifestyles to take out Household Worker Insurance through 
WorkCover Queensland for any property where paid support is being used.This 
insurance will cover an employee or self-employed sole trader for injuries while working 
in a private dwelling (including a holiday home) and also whilst they are with the 
participant on excursions within the community. If an injury occurs, you are advised to 
fill out an incident report which details what occurred and the injury sustained.  

 
Legal Liability Insurance 
 
While the WorkCover policy protects the householder in the situation where the 
injured person is in a paid capacity, Legal Liability insurance protects the householder 
if a person who isn’t working is injured at the householder's home (such as a friend or 
neighbour). 
 
If a householder owns their own home, Legal Liability insurance is usually included in 
their Home and Contents insurance policy. If a householder is renting, they can take 
out Legal Liability through a Contents insurance policy or check that the landlord has 
Legal Liability insurance. This insurance is covered for people living in public housing. 
 
 
Insurances for Workers 
 
These insurances are the responsibility of the worker and not compulsory by Bespoke 
Lifestyles. However these insurances are highly recommended. 
 
Income Protection Insurance 

 
Income Protection insurance in Australia guards a person’s ability to earn an income in 
the event that they suffer sickness or have an accident.  Having an Income Protection 
policy means that should someone injure themselves or if illness strikes, they can 
continue to pay their mortgage or rent and help cover their day-to-day living expenses. 

 
Professional Indemnity Insurance 
 
Professional Indemnity insurance provides essential financial protection for 
professionals for claims made against them whilst carrying out their service. 
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Public Liability Insurance 
 
Public Liability insurance covers potential liabilities for third parties for personal 
injury or property damage if their business is found to be negligent. Some laws 
impose a ‘duty of care’ upon certain people, including employers, owners of 
property and suppliers of goods.  If they have breached their duty of care, they 
may be liable for damages. 

 
 
 

BizCover Insurance is an online Business Insurance Marketplace that has managed to 
secure reasonably priced Professional Indemnity and Public Liability insurance cover for 
‘Disability Care’ workers through the VERO Insurance Company (one of Australia’s 
largest insurers).  
 
The insurance cover and price quoted is for a self-employed contractor with the first 
revenue bracket being $0-$100,000 for: 
o Professional Indemnity - 1,000,000.00 (1 million) 
o Public Liability - 10,000,000.00 (10 million) 
  
The total cost for 12 months’ cover is currebtkt $300 which equates to $25.00 per month 
or $5.77 per week. 

If your workers wish to take out this policy, they should follow these instructions: 
 

1.  Visit the following link: 
http://www.bizcover.com.au/insurance/profession/allied-health-professionals/ 
2.  Obtain a quote using the ‘Aged Care worker’ activity 
3.  Enter Partner Code:  VEROBSPOKE12 
4.  Select $1million PI cover and $10 million PL cover 
5.  Save and email the quote 
6.  A l t e r n a t i v e l y ,  t h e y  c a n  c ontact the BizCover team, state that they are 

associated with a Bespoke Lifestyles’ individual or family and complete the 
transaction over the phone (02 9328 6125) 

 

Car Insurance 

If a worker is using their own vehicle to transport the person they are supporting, they 
would need to tell their insurance company that they are using it for work purposes.   

http://www.bizcover.com.au/insurance/profession/allied-health-
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Appendix 9 

Suggested checklist of information for the worker about the person they 
are supporting 
 

• General description of the person 
o Personality (likes and dislikes, fears and comforts) 
o Friends and family 
o Food and clothing preferences 
o Leisure preferences 
o Preferred routines 

• Disability support needs 
o Mobility 
o Communication 
o Personal Care 
o Safety 

• Medical support needs 
o Administration of medication 
o Allergies 
o Procedures (e.g. Oxygen therapy, PEG, Tracheotomy) 

• Behaviour support needs 
o Current concerns around behaviour 
o Behaviour support strategies – how is the person best supported to manage their own 

behaviour 
• Specific aims of care and expected outcomes 

o Connections in community  
o Maintenance of regular activities (school, bank, library, etc.)  
o Extra duties when all agreed duties have been completed  

(e.g. gardening, housework) 
• Aids and equipment 

o Toileting and incontinence management 
o Use of equipment (wheelchair, hoist, etc.) 

• Home 
o Customs and routines 
o Location of first aid kit 
o Fire evacuation procedure 

• Vehicle use 
o Restraints 
o Fuel 
o Breakdown assistance 

• Procedure for unexpected illness 
o Doctor’s response plan and contact details 
o Contact details 

• Procedure for emergencies 
  



42 
 

Updated version 15/3/2017 
 

Appendix 10 

Where does the decision-making authority lie? 

Who will make the decisions around each of these areas? 

• Health  
• General wellbeing 
• Relationships 
• Home life 
• Social and community life 
• How money is spent 
• Appearance 
• Social/moral behaviour 
• Any others? 

 

Supported Person Family   Keyworker or 
Coordinator 

Support Staff 
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Appendix 11 

Worker Meeting Template 

Attendees:  

 

Apologies: 

 

Staffing and rosters: 

 

Follow up items from last meeting: 

 

Successes: 

 

Challenges: 

 

Daily routines and household procedures: 

 

Personal care issues: 

 

Communication: 

 

Relationship building: 

 

Community involvement and weekly schedule: 

 

General: 

 

Date for next meeting: 
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Appendix 12 

Worker Review Template – one-on-one meeting 

 

• What has been going well? 

 

• Do you have any concerns? 

 

• How do you feel about working in this system of self-direction? 

 

• How well do you feel that you are fulfilling your role as per your role description? 

 

• Is there anything you feel you need to carry out your role more effectively? 

 

• Do you feel that you have a good understanding of the vision for the person you are 

working with? 

 

• Are you comfortable with the feedback/communication process you currently have? 

 

• Do you have any further suggestions about this? 

 

• How do you feel you are contributing to ..............’s participation in community life? 

 

• Do you have any suggestions for how life could be improved for ..................? 

 

• What could be your role in this? 
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Appendix 13 

ATO process for registering PAYG withholding for household employees 

Step 1  Register for PAYG withholding  
If you are not already registered for Withholding, you should apply to register by the day on 
which you are first required to withhold an amount from a payment. You can register by 
completing the Add a PAYG Withholding Account form, see Staffing Handbook Resources 18 or 
by phoning 13 28 66. When you apply, you will need to use your Tax File Number (TFN). 
When this form is processed you will be issued with a Withholding Payer Number 
(WPN).  
However, if you already have an ABN to run a business you cannot apply for a PAYG 
Withholding Number (WPN) and you will need to apply for a branch number that will be 
attached to your existing ABN.  When completing this document, you should state that the 
purpose of requesting a branch number is for hiring workers for yourself or a family 
member with a disability and that it is of a private and domestic nature.  
See Staffing Handbook Resources 19. 

Step 2  Employees to complete declarations  
Each employee needs to complete a Tax File Number declaration (and a 
Withholding declaration, if applicable), to claim a rebate or a family tax benefit or to 
advise changes in terms of residency status and the tax-free threshold. These forms are 
online or by phoning 13 28 66. 
You need to complete the payer section of the Tax File Number declaration, send the 
original to the Tax Office within 14 days and retain a copy for your records. 

Step 3  Withhold amounts from payments  
The amount you are required to withhold from a payment must be in accordance with the 
PAYG Withholding tax tables published by the Tax Office. The tax tables are set out in 
weekly, fortnightly or monthly schedules. They are available from https://www.ato.gov.au/
Rates/Tax-tables/ or by phoning 13 28 66. 

The information on the declarations will tell you which column on the tax tables to use.  
Alternatively you may wish to use a software program such as KwikPay. 
If your employees have not provided you with a Tax File Number declaration, you 
must withhold 46.5% of the payment. However, where the taxpayer has indicated on the 
form that they have lodged an application or inquiry for a Tax File Number with the Tax 
Office, you are not required to withhold at 46.5% for the first 28 days.  

Step 4  Reporting and paying the amounts withheld  
Once you are registered for Withholding, the Tax Office will send you an activity statement, 
usually on a quarterly basis.  

Updated version 15/3/2017 
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You will need to: 
• complete the activity statement and return it to the Tax Office with any amounts 

withheld from payments to your employees  
• provide each employee with a PAYG Payment Summary - Individual Non-

Business by 14 July after the end of each financial year (or earlier if requested) 
• complete an annual report and send it to the Tax Office by 14 August after the end of 

each financial year. This report consists of a PAYG Payment Summary Statement, 
together with Tax Office copies of all the payment summaries the participant has 
issued for that financial year. 

• keep copies of all records for seven years. 
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