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This Handbook

This handbook tells you abouthat we doat Carers

ACTIt is written for ourclients.
Clients are the people we suppanith our services.

Our clients are mostly carerscluding young carers

(children & young people)

Some of ourclients arepeople who are cared for,
includingpeople with disabilities arfdr other care

needs

We are an inclusive serviemd we welcome &l
people

This handbookells you about:

: 9 Our rules angolicies
|
‘ " f Howour servicesun
1{ 1 How to solve problems

Policiesare the ruledor how we work.

This information is written in an easy to read way.
We use pictures to explain some ideas.

Some words are written ibold. We explain what

wordsin boldmean.
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This handbook is a summary of our Client Service

Policies.

You can find the other document on our website at

Carers ACT Client Services Policies

Contact Us
Phone

Carersac

Carers ACT

For our reception cab296 9900

B Your service will give you their direaimber.

Address
2/80 Beaurepaire Crescent

Holt ACT 2615

See where we are on Google Maps

https://www.google.com.au/maps/place/
Carers+ACT
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Your Rights at Carers ACT

Your Rights
You haveights as aclient of Carers ACBome of

these rights are to:

1 High quality services
0 Includingqualified staff
0 Say no to servicasot right for you
1 Respect
1 Be accepted for who you asnd treated the
same as anyone else
Stay safe
Be given information you understand

Be supported to make your own decisions

= =2 = =2

To be a part of your community
0 Including work and study
Be supported to be asdependentas possible
Speak up and bkstened to
Have a support person advocate

Be able tocomplainsafely

= =2 = = =2

Yourpersonalinformation kept private

0 You can ask to see your information
You have all these rights

1 Without being treated badly because of them
1 No matterwhat yourbackground or age

0 Including children and young people
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Your Responsibilities
We need you to:

1 Treat staff and others with respect

1 Give us the information we need

1 Remember everyone has the same rights as
you

1 Help our program stay safe

Read more irCarers ACT Client Services Policies

Download from our website or ask your contact

person at Carers ACT for a copy.

About Your Human Rights
Humanrights are valuesor ways of being treated.

Rights mean you are treated fairly, the same as
everyone else. Rights mean you are safe, and able

make your own decisions about your life.

Youth for Human Rishts Read more about human rights in

United Nationsc Universal Declaration of Human

Rights, Simplified Version

WHAT ARE HUMAN RIGHTS?
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Starting with Carers ACT
Registration

You or you carer will phone uéirst.

We will aslquestions about yoand them This is

calledregistration.

We will ask for personal information. This is

sometimes calledensitive information

‘ ’ We will keep your information safe. We will only

share it with othes with yourconsent

Consent means you have said we are allowed to

share the informationWe only share with people

who need to know.

We will only ask what we need to know:
1 To give yowreat support
1 For the government

Communicating with Us
Tell us if:

1 You need a support person or interpreter to
communicate with us

1 You need to communicate Iphone,email,

video callor another way
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Assessment
Before you use some of our services and program:

we will need to do amssessment

An assessmens when we ask you questions to finc

out about your:

1 Support needsand goals

9 Personal information

1 Situationg family, life, work etc
Thisinformation helps us to work out
. 1 Youreligibility for programs
D_ 1 How we can support you, and whether we
E D need to do &Care Plan
1 Whetheryou need aeferral.
Each of these is explained below.
Eligibility
You must beeligibleto useour servicesThis means

you need tomeet the YulesQRulesmightinclude:

1 Your age
1 Where you live
T LT Am&gency y S

X [=] <

1 How much time a carer spends caring

1 Needs or diagnosis of the person cared for

and more
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Care Plans

Most people who use our services will neeGare

- Plan
-
n A Care Plan tells us about you and how best to

support you. It is written witlyou.

igiwlsl | |

Depending on which program or service you use, i

mightinclude information like:

1 Support needs

1 Communication

1 Interests and hobbies
1 Goals

Updating your Care Plan
We will update the Plan if things change for you.

You should tell us about important changes like:

- H 9 Your address or phone number

1 Your caring role or care needs

If you are still coming to Carers ACd will review

your Care Plan at least once a year.

Referral to Other Organisations

'&W/ %M& \Wl FTAYR 20KSNJ aSNWAOSa 6K+
49 to give your personal information to the other

services so they can contact you. This is called

referral.
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Fees
Carers ACT isNot for Profit chaity .

That means any money we get from clients or

donations goes back to pay for our services

SETERETE  \ost of our services are paid for by funding from tt

| ?PVUHN’HM‘:HL{TJ-I

government

Some of our services are free to clients. We ask fo

small contribution (payment) fomost services.

Before you start, we will talk to you about the cost.

If youO | Y&y thefees pleasetalk to us. We will

help finda solution

NDIS Participants

Not an NDIS Participant?

If you have an NDIS plan you will pay either:

1 The amount per hour in your plan, or

1 The amount per hour in theurrent NDIS Price

Guide

There might be other ways to pay.

B You or your carer should contact us.
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About some of our Services
Helplng Carers to Takea Br ealRe { @i t e 0)

-

We getfunding to givesomecarers a break from
OF NAy3Id créspitsQdi a OF f £ SR

Funding is money the government gives us to pay

this service.

Respite is:

1 In or out of your home
1 Hours,days or weeks

1 Flexibleto meet your needs

o Flexible means that it changes as your
needs change
- ﬁ 1 Provided by drokeredservice
2 L o.NRB{SNBR YSIya GKI
1 provide the service. We arrange with
n and pay another local service to suppo
Jd you
1 Once, or more often
Out of Home Respite for Young People (Under 18)

Sometimes a young person or child might need

another homefor a while.

In NSW this is known as Voluntary Out of Home C
(VOOHC). There are special rules about using this

We will give you more information and help if you

need to use this.
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Unfortunatelypeoplewith disabilitiesare more likely

to be in in thecriminal justicesystem.

The criminal justice system is tlegal system that

includes:

1 Laws lawyers and the courts
FEDERAL COURT )
OF AUSTRALIA 1 The police

1 Jail and other punishments

A person with disabilities leaving the justice systen
has the same goals and needs as others but might

need special or mar support than others.

We will find services whoanprovide this support.

Carer Representatives

Representatives are clients who speak up for Care

ACT about things they are experts in.

You are not a representative of Carers ACT unless

have choselyou to be one.

If we choose you, we will give you information and

training to speak up.
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Health and Wellbeing

We must keep you safe and healthy when you are

with us.

Here are some of our rules to keep you safe and

healthy.

Injuries and Incidents

Tell our staff straight away if something happens tc

you or someone else that:

9 Hurts you or them
9 Scares you or them

1 Breaks or loses something
If someone is hurt, we might call an ambulance.

One ofour staff will look after everyone else and

make sure they are calm.

You need to do what the staff ask.

Please stay home and get better!

We may send you home if you are sick.

If you must come t@ program or eventplease:

1 Wash youthands often
1 Cover your mouth when you sneeze or coug|

152yQi 3ISG G222 Of2a$

August2019 14



CCII"eI"SAcT Client Handbook & Easy Read

Hospital Transfer
B | If we call an ambulance and you are taken to

hospital, we call that &ospital transfer.

If this happens we will:

1 Call your carer or emergency contact
1 Give your medical and personal informatior
to the ambulance

First Aid

= Some Carers AGTaff are trained irFirst Aid

FIRST A\D _ - o
This means they can help with simple injuries, or

look after you until an ambulance arrives.

We may call youemergency contact

Safety at Carers ACT
s AF ETY We have aluty of carefor your safety.

FIRSTé

Duty of care means we must keep you safen

you at a Carers ACT program or event

We follow laws and policies to keepir clients and

staff safe. We do regular safety checks.
If you notice something unsafe please tell staff.

August2019 15



CarerSACT Client Handbook 06 Easy Read

Evacuations
4 If there is danger ia Carers ACT program or event

you might need teevacuate

Evacuation is ving the building and waiting

somewhere saferusually outside

If you need to evacuate you must:

Stay calm
Follow staff instructions

DSG 2dziz R2y QG 3ASG @

Go to the assembly point
Stay there safely
Ask if you should call 000

= =2 =2 =2 =4 =2

Emergency Services might come to investigate the
danger. You will be told when it is safe to go back

inside.

Smoking
There is no smoking in or ne@arers ACT buildings,

programs or events
If you want to quit smokingpok at theQuitNow
NO SMOKING  \website.
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About our Group Activities
What 6s On?

Our groups are advertised on our website dyd

direct email

https://www.carersact.org.au/what®n/whatson

monthly-calendar/

Please registeusing the ways on the group

information.

Attending
Wetry to be fair to all clientattending groups. This
might mean we ask you not to attend, to give

someone else a turn.

Most of our events and groups are for carers only,

not the person who is cared for.

When you attendur groupswe askyouto:

9 Treat other carers and staffith respect
f NotKI NB 20$KSNXD& LISNAE?2
1 Not talk about things that might offend others

1 Make good decisions about how you

participate
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Carersac:

Independence

Decision Making

Guardianship

v ACAT

AUSTRALIAN CAPITAL TERRITORY
CIVIL & ADMINISTRATIVE TRIBUNAL
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Independence is having the skills to do things
yourself. It is also being able to make demsi about

your life.

Our services and programs try to keep you as

independent as possible.

We will help you to makeanformed decisons.

This means we can give you information about yot
RSOA&aA2Y® 2SS g2y Qi YI ¢
can usually only help you make decisions about yc

services.

A guardian is a person who can make decisions fo

you, if you findt hard.

A legal guardian is one decided by the ACT Civil a
AdministrativeTribunal They areoften called the
ACAT or the Tribunal.

Your guardian must show us proof of this.

We will support you to make decisions. If you have

guardian, wamust ask them too.

18
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When Things Go Wrong

No Show
ANo Showih & ¢ KSy & 2 dza Ry {

even though you are booked in.

For some programs evneed to check you are ok.

Depending on the program,enmight:

1 Call you
1 Call your emergenagontact
9 Call the police if we are very worried about

your safety

Dealing with Death
It is possible that someone you know might die. Th

might be:

M A client or stafat Carers ACT

9 Your family or friend.

If someone you know dies, we chalpyouget
supportto deal with it.In some case€arers ACT ma

be able to arrange:

M Care at home

 Someone to talk to

Please ask us if you need help.
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