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PROCEDURES
13.0 – POLICY AND PROCEDURE

	
Number
	
Procedure

	Related National Disability Insurance Scheme Quality Practice Standards

	13.0 (A)
	Developing Policies
	


2

	13.0 (B)
	Reviewing Policies 
	

	13.(C)
	Developing Procedures
	

	13.(D)
	Reviewing Procedures
	


Definitions 
Continuous Improvement: means to consistently strive to improve your products or service according to the highest standards often through an intentional thought out planned process


13. (A) 		Developing Policies

Rational 
Establishing a standardized procedure for developing policies ensures that all organisational guidelines are consistent, comprehensive, and aligned with legal and regulatory requirements. This approach facilitates transparency and clarity, making it easier for employees to understand and adhere to policies

Effective Policy and Procedure should be:
· Written in clear language using simple terms, and be accessible to all those it relates to
· Regularly reviewed as part of the organisation’s internal audit cycle and form one component of Continuous improvement 
· Aligned with procedure that clearly indicates how the policy should be implemented, monitored and evaluated

Detailed Procedure
Better Together will: 
· Identify the Need for a Policy
Assessment: Identify gaps or issues in current practices, legal and regulatory requirements, or organisational changes that necessitate a new policy or revision of an existing policy.
· Seek research into other similar policies from similar sized organisations. 
· Ensure the policy outline is: 
· Purpose
· scope
· Policy Statement 
· Committee ratify policy

13.0 (B)		 Reviewing Policies

Rationale

Better Together will engage in a regular process of external evaluation, review and planning of its services and include people with a disability and their families in all stages of the process. Better Together is committed to continual improvement of its services to individuals with a disability and their significant others where so desired by the person receiving service. 

Detailed Procedure

Better Together senior staff, in consultation with all stakeholders i.e. other staff, service users and members of management committee will:
review policies on a two (2) yearly basis. However, if at any time the legislative, policy or funding environment is so altered that the policy is no longer appropriate in its current form, the policy shall be reviewed immediately and amended accordingly;
conduct the review by considering the following key questions:
is the policy being implemented? 
Are there any new legal implications?
are procedures being followed? 
is the policy clear? 
what has changed that may prompt a change to the policy? 
have particular stakeholders had difficulty with any aspect of the policy? 
can their concerns be resolved? 
how does the policy compare with that of similar organisations? 
Has there been any issues, complaints, gaps identified from our continuious improvement processes that need to be considered?

When changes have been deemed necessary, the manager will:
· present the updated policy, to the management committee for ratification, a record of which will be recorded in the minutes of the relevant meeting; then ensure
· the new version is created with the older version being saved in archive folder as evidence of changes and amendments if any. 
· the name of this policy, the date it was originally created, the date it was reviewed and the date it is due to be reviewed is recorded in the Better Together;	
· the updated policy in the format approved by the management committee is published and made available to families/carers and staff; the Policies and Procedures are updated on the Better Together website


13. (A) 		Developing Procedures
Rationale

Better Together is dedicated to ensuring that all procedures are well-documented, clear, and effective. Management to create procedures that enhance the quality and consistency of services provided. The creation of procedures aligns with Better Together’s commitment to continuous improvement and regulatory compliance.

Detailed Procedure
Better Together  senior staff, in consultation with all stakeholders (including other staff, service users, and members of the management committee), will:

Identify the Need for a New Procedure
· Determine the necessity for a new procedure based on operational needs, regulatory requirements, or gaps in existing practices.
· Consider if an already existing Better Together procedure could be slightly amended to accommodate the information before developing a whole new procedure 
· Consult relevant stakeholders (staff, participants, management) to gather input on the necessity and scope of the procedure.

Define the Objective
· Clearly articulate the objective of the procedure, including what issue it will address and what outcomes are expected.
· Ensure the objective aligns with the organization’s goals and NDIS standards.

Research and Benchmarking
· Conduct research on best practices and relevant legislation (NDIS requirements, Australian laws, etc.).
· Benchmark against similar procedures in other NDIS providers or relevant organizations

Drafting the Procedure
· Use a standard template for consistency. Include sections such as rational, detailed procedure, Definitions, and Related Documents.
· Write clear, concise, and actionable steps. Ensure the language is accessible and inclusive.

Consultation and Feedback
· Share the draft procedure with key stakeholders for feedback, including staff members who will implement it, participants who will be affected, and management.
· Collect and incorporate feedback to refine the procedure.

13.0 (D)		 Reviewing Procedures

Rationale
Better Together is committed to a continuous process of evaluation, review, and improvement of its procedures. This process includes the involvement of people with disabilities and their families in all stages. Better Together aims to enhance its services to individuals with disabilities and their significant others, ensuring procedures are up-to-date, effective, and reflective of the current needs and regulatory requirements.

Detailed Procedure
Better Together senior staff, in consultation with all stakeholders (including other staff, service users, and members of the management committee), will:

Review Frequency
Review procedures on a two-yearly basis. If legislative, policy, or funding changes render a procedure inappropriate in its current form, it shall be reviewed immediately and amended accordingly.

Review Process
Conduct the review by considering the following key questions:
Is the procedure being implemented effectively?
Are the steps and guidelines being followed correctly?
Is the procedure clear and understandable to all stakeholders?
Have there been changes in legislation, policy, or funding that necessitate a change to the procedure?
Have any stakeholders encountered difficulties with any aspect of the procedure?
Can these concerns be resolved?
How does the procedure compare with that of similar organisations?
Have there been any issues, complaints, or gaps identified through our continuous improvement processes that need to be addressed?

Amendments
When changes are necessary, the service manager will:
Make the necessary changes to the procedure and save a new version of the document. 
Ensure the relevant change is recorded on the Continuous Improvement Register.
Ensure the updated procedure, in the formatted correctly and is published and made available to families/carers and staff.
Update the Policies and Procedures section on the Better Together website.

Related Better Together Policies and Procedures
This is in relation to all Better Together policies and procedures. 
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