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Section A - Assessment Information
	Duration and/or due date:
	Refer to CANVAS for details 

	Task Instructions

	Type of Product (tick which applies)
☐ Project
ü Report
☐ Portfolio
☐ Case study

Summary and Purpose of Assessment
The objective of this task is to help you consolidate what you have learned, during the unit, and to also demonstrate your knowledge and skills in developing policies and managing compliance.   
Assessment Instructions
For this assessment, you will research a Community Services organisation (targeted clients, services offered and one (1) policy) and then write a 200 word report, whereby you detail your findings. You will also develop a policy for a simulated Community Services organisation called CareMELBOURNE, which you will then present in the simulated workplace.

Research Report:
1. Choose a Victorian Community Services organisation.
2. Research the targeted clients, range of services/ programs offered and one (1) policy.
3. Write a 200-word report detailing your findings.


Develop a Policy and Procedure document:
1. Choose a topic from the list below:

· Privacy and confidentiality
· Duty of Care
· Dignity of risk
· Informed Consent
· Mandatory reporting responsibilities
· Discrimination
· Work Health and Safety
· Complaints Management
· Child Safety
· Communication, including the use of digital media and social media
· Crisis Management

2. Develop a CAREMelbourne policy for your chosen topic, by completing the template below. For some examples of policies and procedure documents, you can use the following link:  https://www.communitydirectors.com.au/icda/policybank/ 

3. Present your policy in the simulated workplace.


	Develop a policy template

	1. Name of the organisation
Please write the name of the organisation
	CAREMelbourne

	2. Name of the Policy
Example – Privacy policy, email communication policy, social media policy etc.
	Workplace Behaviour Policy

	3. Background
Briefly outline what the background is to this policy – e.g. for compliance, change of legislation, review of the current policy etc.
	The background of the policy is to comply with set standards of behaviour based on the law.  

	4. Purpose 
Identify the policy purpose. What does the organisation need this policy?
	· Discrimination, sexual harassment and bullying are unacceptable and will not be tolerated by any means.
· Outlines staff obligations in accordance to a professional and respectful manner when interacting with others in the workplace.
· Support academic freedom 

	5. Scope 
Specify who the policy will apply to. Consider whether partner organisations will be made aware of the policy or whether the policy will impact them as well.
Specify when the policy will apply. (Provide a date)
	· The policy applies to all staff and council members. 

· Applies to CareMelbourne Perth as an entirety.

Policy applies as of March 31, 2021

	6. Policy Statement
E.g.  Sample policy statement – annual close down
The company closes for two weeks over the Christmas period each year. All staff will be given at least four weeks’ notice of specific dates of the close down. Any leave due at the time must be taken. If an employee’s entitlement does not cover the period required, the remainder must be taken as leave without pay.
All employees will receive paid leave for gazetted public holidays during the period. Annual leave loading will be paid in accordance with the award.
	Please write your policy statement here
· CareMelbourne is committed to creating a safe workplace free from harassment, sexual harassment, bullying, discrimination and victimisation. Behaviour of this kind is not tolerated and may be lawful.
· CareMelbourne commits to emulating positive based behaviours in the workplace where everyone feels valued, respected and safe.
· In all interactions with clients, staff etc there are standards to behave in a professional and respectful manner. 
· CareMelbourne will recognise the connection with a workplace and where the behaviour has a link to the workplace.
-When staff are working from home and online
-When staff are at a work event/party

	7. Legislation/Code of Ethics relevant to the policy 
Name the Legislation or Code of Ethics which is related or relevant to the policy. For example, if it is a policy on WHS the relevant legislation is Occupational Health and Safety Act 2004 (Vic), supported by the Occupational Health and Safety Regulations 2017 (Vic). This legislation applies in all Victorian workplaces.
	Racial Discrimination Act 1975
Sex Discrimination Act 1984
Equal Opportunity Act 2010

	8. Risks, penalties or consequences for not adhering to the policy 
Write about the possible risks, penalties or consequences for the people/ organisations for not following/complying with the policy. Please research the risks, penalties for the relevant legislation.
	· If the policy is breached, we will treat it as misconduct or serious misconduct
· A breach in the policy may result in termination of employment or criminal liability
-legal proceedings against the offender
-legal proceedings against the organisation and the offender

	9. Documentation/record keeping requirements 
How and where you are going to keep the policy document? Is there any documentation or records keeping (incident reports, case notes, etc) needs to be considered as part of the policy? if yes where can they be found and stored?
	It is a requirement that our records and policies are saved to the software ‘TRIM’. This policy will also be easily accessed to all staff members. Staff must keep good record keeping principles by asking themselves:
· is it of current or future based needs?
· Does it provide advice, instructions or recommendation?
· Is it to satisfy legal requirements?
· Does it contain a commitment or agreement?

Record keeping procedures can be fount on ‘TRIM’ software.


	10. Roles and responsibilities of staff/supervisors 
Who is responsible for developing and communicating the policy? Who is responsible for reviewing the policy?
	All staff who work for CareMelbourne:
· Must be aware of the obligations of the policy
· Must ensure their behaviour complies with the policy
· Should report unacceptable behaviour in breach of this policy 

Strategic Managers are responsible for communicating this policy to staff and responsible for reviewing it.


	11. Training required for staff 
Any training required for the staff or other stakeholders regarding the new policy? Please provide the details of any intended training like induction, workshop etc.
	CareMelbourne will provide training to staff on their rights and responsibilities when it comes to discrimination. All new employees will undertake this training during their induction.

	12. Complaint’s process
What is the process for complaints management? Who is responsible for this? Is there a time frame for resolutions?
	 CareMelbourne follows a procedure once a complaint is made. In some situations, matters are to be addressed to more than one procedure of process. All complaint/reports will be assessed confidentially and as quickly as possible, ranging between 1-2 weeks for a resolution. The Chief people officer is responsible for resolutions and will undergo an investigation. 

	13. Compliance monitoring/review process 
(Including staff and management and when is the next review)
How you will be monitoring the policy? What is the review process? How often you need to review the policy? Who will be involved in the review process? Also provide a date for next review for this policy.
	We will monitor the policy by:
· Evaluating the policy environment
· Measure the level and quality of stakeholder engagement
· Documenting the progress of policy development
· Putting the policy into practice through implementation planning
· Evaluating outcomes

This policy will be reviewed every three years, the next review will be in October 2022. The board members and senior staff/ strategic manager are involved in the review process. 

	14 Submit a report detailing your research about the programs, target group and at least one policy of the selected organisation as per points above.
	RMIT is a global University of technology and design located in Melbourne. The University’s mission is to create life-changing experiences for its students, getting them ready for life and work in the world. Their target clients are students seeking higher education. RMIT’s primary service is to deliver exemptional education to their students. They offer many other services to students such as counselling, financial aid and equitable learning service for students who have a physical disability, vision impairment, hearing impairment etc. RMIT is an enormous institution and recorded 97,000 students and 11,000 staff in 2019, with this many students and staff you will need a wide range of policies and RMIT has succeeded in this. I will be looking at the Workplace Behaviour Policy which covers discrimination, sexual harassment and bullying in the workplace. As a result of my research, I will be using this policy to lay a foundation for CareMelboune. This policy is outlined and well written, it is from a trusted institution and the topic of work place behaviour and how to conduct yourself is an important place to start with your policies.  


	
	




	Conditions for assessment

	This is an individual assessment task, where you will  complete a Research Report and also develop and present a policy for a simulated Community Services organisation.
You will be given time in class to complete this assessment.
You will need to use the provided Policy Template to complete your policy document. 
You must submit all documents listed in the instructions and marking criteria.  The assessor will assess the documentation provided.  
All documents must meet the criteria to the standard described in the marking guide in Section B to be deemed Satisfactory in this assessment. 
You must submit completed assessment documents via Canvas.
You can appeal the assessment decision according to the RMIT Assessment Processes.


	Instructions on submitting your project/portfolio/report  

	You must submit your Research Report and the completed Policy and Procedure Template via Canvas.


	Equipment/resources students must supply:
	Equipment/resources to be provided by RMIT or the workplace:

	· Computer

	Onsite computer and internet access
Allocated time in class
A Policy Template 







Section B – Marking Guide
Below is a checklist for how this assessment task will be judged as satisfactory or not satisfactory.  
	Key Criteria that must be demonstrated 

	The product should be related to workplace policy based on a Community Services organisation of the student’s choice and research.
Student completed a policy and procedure document including the following information using the template provided.

	Criteria for Assessment
	Satisfactory
	Comment

	
	Y
	N
	

	1
	Student identified the background information which lead to the development of the new policy.
	
	
	

	2
	Student identified the purpose of the policy.
	
	
	

	3
	Student identified whom the policy will be applied to.
	
	
	

	4
	Student identified a start date for the policy.
	
	
	

	5
	Student completed a policy statement.
	
	
	

	6
	Student identified the Legislation/Code of Ethics relevant to the policy.
	
	
	

	7
	Student identified risks, penalties or consequences for not adhering to the policy.
	
	
	

	8
	Student identified documentation/record keeping requirements.
	
	
	

	9
	Student identified roles and responsibilities of staff/supervisors regarding the policy.
	
	
	

	10
	Student identified training required for staff to implement the policy.
	
	
	

	11
	Student identified complaints process in relation to the policy.
	
	
	

	12
	Student identified compliance monitoring/review process.
	
	
	

	13
	Student identified the next review date for the policy.
	
	
	

	14
	Student submitted a report detailing their research about the programs, target group and at least one policy of their chosen organisation.
	
	
	

	





	


Section C – Feedback to Student 

	Has the student successfully completed the task?
	   Yes              No

	
	
	

	Feedback to student:


	













	Assessor Name
	Date
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