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About this Handbook

— ¥ This handbook tells you about all the
things you need to know about your time in Day Services
at Murray Human Services.

You have the right to know
what is in this handbook.

If you do not
understand,

then ask some one

to explain it to you

until you

\/ understand.
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Whilst at Murray Human Services

You have a right to:

Having help only when you need it.

Feeling safe

Talking to people and having
them listen to you

Making choices
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Fq\
j T, Looking after your belongings

Putting your bag in your locker

Treating people with respect

Behaving in a safe manner for you and others.
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Following through with choices you made on your plan.

Attend and participate in your chosen Day Service
activities.

€T

Tidy up after yourself

Staying home when sick.

Attend meetings that have been made with you.
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CODE OF CONDUCT

Choose to attend your Day Service of
ch0|ce LINKS, Programs or another placement or your
employment.

* Attend and participate in your chosen
activity.

Participate in a safe manner at all times.

punching or hitting scratching or pinching poking

kicking offensive sexual advances biting
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threats

throwing breaking  takin stealing or
objects things from others iding objects

L
P,

R
Cii

No bad behaviour that upset others
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What happens if you break the
Code of Conduct:

An incident report is written by the staff.

If you keep breaking the code of conduct,
a meeting will be held to discuss the problem or behaviour.

The meeting may involve:

Day Services Staff House staff

i
o)

T XX s : *,_:#,_1-‘1-.
a family member your case worker

&
At the meeting a support plan will be written for

staff to help you to fix the behaviour of concern.

If you continue to break the code of conduct, you may be
asked not to come to MHS until your behaviour stops.
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Entry into
Murray Human Services (MHS)

A service agreement is a
promise between
MHS and you.

The Services or Program Manager
must explain what
The Service Agreement is.

YOU and your advocate
and the Services Manager or your local
Program Manager
Sign the Service Agreement.

YOU receive a copy of the 3
Service Agreement and a
Handbook to help answer

any extra questions you
may have.

Easy English
HANDBOOK
For Echuca & Kyabram

=

A copy is also placed in your file
In the Managers office in a
locked filing cabinet.
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FUNDING

Murray Human Services gets money from the
government and other sources for you to get
services.

This funding pays for staff to
help you.

FEES

Money that you pay helps to pay for all those things that
make the centre work.

This includes:

Computers, furniture, water, electricity and drinks

o

When you choose your activities, check what the
costs will be.

FUNDRAISING

@ Fundraising continues to be a very
Ll Important part of meeting costs.

29/10/2006 3:23 PM

Pagellof 50



Q
C%QﬁWhati f I can

for Day Service® c‘ﬁ%’
g

Write a letter to the Board of Management.

g §
\ e

A friend, family member or carer may help you.

A meeting will be held to talk about
your problem and make a

a payment plan

to help you pay your account.
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You will receive an account each term to pay for

f

How do | get to
Murray Human Services?

b

Walk Ride a bike Public Bus

Car Taxi

Murray Human Services Buses

services the
Swan Hill, Kerang, Koondrook districts.

There are limited seats
on the buses.

You need to pay to use the buses.
this.

you dondét pay the accc
to MHS

Taxis organised by MHS have monthly accounts that will

be sent to you.
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At the start of the day, if

You feel sick Have an appointment

phone Murray Human Services

5032 2170

Swan Hill

5033 1351

5450 3036

Kerang

Tell your bus driver

to tell somebody you are not coming in.

29/10/2006 3:23 PM Pagel4 of 50



During the day, If
:° ) st
NG

You feel sick
Tell your support staff

Your Saff will call your

Parent or carer or home

A taxi will be organised to

B

take you home

£ :
\G‘% If you are sick when
o your bus arrives

Your bus driver will ask you to stay home M

29/10/2006 3:23 PM Pagel5 of 50



INDIVIDUALIZED PLANS

In 2007, the Government told Day Services they must change

=

)
—

Vi The way Day Services provide services

A
—_—

The way Day Services dindividual plans
so they are person centred.

Your Service is about yc é

Ny
Nt is about how MHS can help you get what you want

X
&2 And do what you want

Staff at MHS can help you to make your Individual

Staff will talk to you about what your planay look like.
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When you choose what type of plan you want,

Staff will help you choose who you want ask to come to your
plan.

They may be:

vy JIY s

Family, friends, people | meet important staff, neighbours

These people who help you to make your plan are your
a%n
00 Circles of Support

Your circle of support will help you to follow your plan
I and to do your dreams and goals

@::
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When you are making your plan,

This may be:

"& Your activities or programs

-Joining a community group

@'@Becoming a volunteer

Getting a job

A

i |§| Learning to do something new

\
m Move home

o
To Do Your Dreams

/////

And | ots moreéecéécée.

Staff will help you to make your goals real by making
an action plan.
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Your plan is yours to keep forever

You can change your plan or action plans at any time if
you change your mind or things in your life change.

-
After you have made your plan, your keyworker

will read it with you.

If you are happy with the plan, you will need to
sign the plan.

Your keyworker will then ask you who you want to give a
copy of your plan to.

T

A copy of your plan will then go into your file.
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¢ Some of the things your plan
will include are:

Your needs are what you need staff to do to help you to do the
things you want to do.
This is what is important for you.

&l

Personal Care  Mobility Communication Financial Behaviour Support

Your goals and dreams are the things you want to do.

These are things that are important to you.

Famil Friends Community

Shopping

7ll)
R [&

Baning Learning Fun
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At Day Services

You can choose to go to LINKS or Programs

Listening to your Dreams

&
\@% - @‘lﬁ
Helping you achieve your Goals

%

and becoming the person you wish to be.

what you want to do
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Staff will then help you reach your goals by

2
\ Ad - A :
Linking you with a volunteer

4

Helping you join community groups and activities

I

Help you learn the skills to reach your goals

Helping to make your plan real
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= Program Options

Program Options is about é.

P [Fke

Be involved in the community
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Choosing your programs

Read your Course Outline booklet
to choose the programs you want to do.

Talk to your keyworker about what you
want to do.

Write your choices on the form in the
booklet.

M Ask a friend, family member or carer to help
you.

R o Give the form to your keyworker.

When the programs have been set,

Your keyworker will give you a
timetable with your

[e]
programs.
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e What type of programs can |
choose

Staff will help you with any of your needs like:

+
e

M [t
HER

AEE

Personal Care Mobility Communiction Financial
Needs

So you can do the things you want to do. These are the programs
that you choose:

These may include:

Computers Swimming

:
o

Farm care  Performing Arts
Needs

Sensory

7ll)
R [&

Bike Riding Gym Programs  Walking Sports

= (7

Community Program Banking Shopping Cooking
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If | am in Program and

| want to change
programs

then

Each year in DECEMBER and JUNE

T
\(

=== You will receive a Program Options
Booklet with all the semester program choices.

Talk to your Keyworker about the
program changes you want.

Choose the programs that you wish to do.
Remember to put 2 choices for each day.

Fill in the form and return to your
Program Manager

Staff will have a planning day.

i

=]

&

i

You will then receive your
timetable for the new semester.
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If you are unhappy or"
have a problem

Talk to some one about your problem.
This is called a complaint.

You could talk to:

Your Day Services staff or keyworker

Your program manager or
the services manager

A friend, family member or advocate

Sometimes when we have a problem,
We do not get what we want

But staff will always try to
help you to fix the problem.
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POLICIES

Rules about how things happen and what you should

do.
Our policies are:
Sun smart Medication Wheelchair
safety
Sickness Behaviour Hoists

(Infectious Disease) (Code of Conduct)  (lifting &
transferring)

If you would like a copy of a policy, ask
your keyworker to get it for you.

| f you dondét understand a
keyworker to explain it to you.
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