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INCLUSION POLICY 
 

POLICY STATEMENT 

Karratha Community House Inc (KCH) is committed to welcoming, including, and enabling access to 
our programs, facilities and events, for families who have special needs. This includes but is not 
limited to families and children who: 

• are Aboriginal or Torres Strait Islander; 
• have recently arrived in Australia; 
• have a culturally and linguistically diverse background; 
• are experiencing difficult family circumstances or stress;  
• are at risk of abuse or neglect; 
• are experiencing language and communication difficulties;  
• have a diagnosed disability, or are undergoing assessment — including but not limited to 

physical, sensory, intellectual disabilities, or autism spectrum disorder; 
• have a medical or health condition;   
• demonstrate challenging behaviours and behavioural or psychological disorders;   
• have developmental delays; 
• have learning difficulties;  
• are gifted or have special talents; and/or  
• have other extra support needs. 

PURPOSE 

This policy outlines the ways in which KCH provides flexibility in our service offerings, and the processes 
by which we enable inclusion whilst managing health, safety, security and appropriate resource 
allocation.  

POLICY 

KCH recognises the central role families play in children’s lives and is committed to recognising, 
respecting, and promoting this role by using a family centred approach. We involve families in decision-
making that concerns their child’s participation in our programs.  

KCH shall provide each child, regardless of their additional needs and abilities, with a supportive and 
inclusive environment that allows each child to fully participate in our programs and events.  

KCH shall work collaboratively with industry partners, health care professionals, educational facilities, 
cultural groups and advisors,  member families and their advocates, towards continuously improvement 
in our provision of inclusive services. 

KCH shall seek and provide opportunities to learn from other cultures by reducing barriers and engaging 
meaningfully. 
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KCH Facilitators and office staff will remain positive, open-minded and honest at all times when working 
with families and external support professionals to most positively meet the additional needs of each 
child who attends our programs and events.  

KCH shall provide ongoing training, supervision and support for all Facilitators, ensuring they are 
supported, competent and confident working with children who have a variety of needs.  

Wherever possible, KCH shall accommodate reasonable requests that enable inclusion and access to 
our facilities and service. This may include, but is not limited to: 

• Enabling support person(s) to attend drop-and-go programs with children who have special 
needs;  

• Supporting the use of personal assistive devices, learning materials and equipment*; 
• Implementing controls within certain areas or programs, that support children with specific 

medical, physical, sensory or developmental needs; and 
• Providing ongoing information and training to KCH Facilitators, to help them meet the needs of 

children with special needs.  

*Typically and where necessary, the support person would help the child to use any specialised equipment.  

REQUIREMENTS FOR SUPPORT PERSONS 

In the context of this Policy, a support person could be: 

• A paid or voluntary carer or inclusion support worker, engaged by the child’s family;  
• A university student undertaking a work placement; or 
• A work experience student. 

The need for a support worker (and the duration of their support work) shall be determined between: 

• The parents (how may choose to also involve a therapist, inclusion support professional, or 
similar); and 

• KCH, typically a combination of the program Facilitator, Creativity and Partnerships Coordinator 
and/or Operations Manager.  

Ultimately, KCH reserves the right to authorise and to cease the presence of a support worker within 
KCH programs, based on factors including but not limited to: 

• The health and safety of the child; 
• The health and safety of other children in the program;  
• The skills, capabilities and capacity of KCH Facilitators to manage the specific dynamics;  
• Any other constraints in the physical environment; and 
• Behaviours of the support worker which contravene the Code of Conduct or the Confidentiality 

Agreement.  

In all cases, the KCH Child Protection Policy and the rights of children shall be considered as part of 
the decision-making process.  

Where a support person is required to attend a KCH program: 
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• The cost of any wages incurred by the support person shall be covered by the family;  
• As a minimum, the support person shall hold a current Working with Children Check. A copy 

shall be provided to KCH;  
• A KCH Code of Conduct shall be completed and signed; 
• A KCH Confidentiality Agreement shall be completed and signed; 
• Some form of verification shall be provided as to the nature of the support worker’s engagement 

(e.g. letter from the employer confirming that (name) is engaged as a (role) to undertake 
(duties), for a duration of (time)); 

• One of the following shall be completed and signed, and a copy provided to KCH: 
o A job description from the employer; or  
o A work placement/experience form from the educational facility; or 
o A KCH volunteer form.  

• A KCH induction shall be completed; and 
• The support person shall advise KCH of at least one emergency contact. 

These requirements are all consolidated into the Support Worker Form, as an appendix to this Policy.  

During programs, KCH stipulates that: 

• Rules relating to program participation apply, that is: 
o the standard age-limits apply to our drop and go programs; and 
o parents shall only remain in the room for family-based programs.  

• If a support worker is deemed as being require for the safe participation of the child, then that 
child shall only attend programs when accompanied by an authorised support worker;  

• During program time (with the exception of toileting) the child and support worker shall always 
stay in an area that is attended by a KCH Facilitator; 

• No photos are taken on personal devices; 
• Any photos taken by the support worker for the purpose of reporting to their employer shall be 

taken with a KCH device, and shall not include any other children. 

PROCESS FOR ENGAGING AND AUTHORISING A SUPPORT PERSON 

(1) Family requests a meeting with the KCH Operations Manager and/or Creativity and 
Partnerships Coordinator.  

(2) A combination of the program Facilitator, Creativity and Partnerships Coordinator and/or 
Operations Manager will meet with the parent and the child. At this meeting, the child’s 
developmental needs, preferred program(s), participation goals, and eligibility for NDIS funding 
will be discussed. KCH representatives will also go through what information and paperwork is 
required. Ideally, a developmental report from a Paediatrician will be brought to this meeting.  

(3) All paperwork shall be submitted by the family, and KCH shall review and make a decision on 
authorisation. If there are any concerns or the request is conditionally or not authorised, this 
will be discussed with the family. 

(4) KCH meets with the support worker, ideally before the child’s first day. KCH will review 
expectations 

(5) On the child’s first day, a representative from KCH will meet the child, parent(s) and support 
worker take them into the room.  



 

 

Document number CL17 Version 1.0 
Reviewed by Elise Gore Review Date 22/11/2023 
Responsible person Chairperson Scheduled review date 22/11/2025 

(6) KCH will schedule a “check-in” at week three/four with the parent(s) and support worker, to 
discuss how the program and child are going, and address any questions or concerns.  

(7) The family can also request a meeting at the end of the child’s first term to discuss future 
participation and goals, if needed. 
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SUPPORT WORKER FORM  

 

Support worker’s details (to be completed by support worker) 

Support worker’s name:  

Support worker’s phone:  

Support worker’s email:  

Emergency contact 
persons (at least one 
must be listed): 

Name: 
Phone: 
Address: 

Name: 
Phone: 
Address: 

 

Family’s details and agreement (to be completed by family) 

Details of child(ren) they 
will support: 

Child’s name: 
Parent’s name(s): 
Description of special needs:  
 

Program(s) to be 
attended: 

□ Ready, Set, School         □ Little Explorers          □ Playtime 
□ Other: __________________________________________ 

Signed by 
parent/guardian: 

I verify that the support worker named above is engaged by 
______________________________________ (employer/educational facility) 
In the capacity of __________________________ (support worker’s job/title) 
to provide the following duties: 
__________________________________________________________ 
__________________________________________________________ 
__________________________________________________________ 
in support of ___________________________________ (child/ren’s name). 
I acknowledge that: 

(1) Any costs associated with wages or expenses relating to this 
support worker’s engagement are my responsibility. 

(2) (For parents who have directly engaged the support worker) - I 
am responsible for addressing and managing any performance 
concerns that KCH may have with that support worker.  

Name: _______________________ Signature:____________________ 
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Code of conduct (to be read and signed by support worker) 

All persons “working” at KCH, regardless of capacity (including contractors, volunteers, work visitors, 
work experience students, university placements, and support workers) must abide by KCH’s Code of 
Conduct. This includes agreeing to: 
• Abide by the philosophy of the organisation; 
• Uphold rules and expectations of KCH including those specified in the constitution and any others 

determined by managers and board members; 
• Refer to the accounting policies and adhere to all accounting procedures; 
• Treat all staff, members and volunteers with courtesy, respect and consideration at all times; 
• Provide high quality service to members and act on issues or complaints promptly and fairly; 
• Follow grievance procedures applied by KCH to resolve conflict with staff or members; 
• Contribute to a workplace that is free of bullying, harassment or discrimination against staff, 

volunteers or community members; 
• Maintain confidentiality of KCH information including, but not limited to, salaries, staffing changes or 

issues; 
• Ensure high standards or behaviour are maintained at all times by not consuming or being under 

the influence of drugs or alcohol while on site or representing KCH in any way; and 
• Be appropriately and neatly dressed. 
 
Additionally, support workers are required to abide by the following: 
1. No personal mobile phones are to be brought into the rooms and photos are strictly 

forbidden. In the event of an emergency, the contact details for the KCH office should be given to 
schools and workplaces. Office staff will advise you of any emergency calls that need to be taken 
and will provide coverage for the child in your care for the short duration as required to take the 
call.  

2. Any and all observations for children in the care of the assistant should be done on paper and be 
strictly as per the needs/requirements for the purposes of the therapy needs of the child. At no 
time shall the assistant take observations of the specific activities of the program, or of 
other children in attendance.  

3. Support persons need to be clear that they are there purely to observe and assist the child in their 
care. As such, they are not to make observations regarding other children in attendance at the 
program, and it is important that they refrain from stepping in and directing or correcting 
behaviours of other children not in their care.   

4. In line with the intention of our drop and go programs, and point 3 above, the support person 
needs to allow the child to interact with other children within the program and work towards 
gaining their independence. To that end, it is requested that the assistant consider their 
positioning within the rooms to both allow the child in their care the opportunity to develop 
these skills as independently as possible, whilst also providing the necessary support and 
guidance they require. This is to ensure that the child in their care is afforded the opportunity to 
form bonds with their peers and the KCH Facilitators where possible. 

Signed by 
support 
worker: 

I have read and agree to this Code of Conduct. I acknowledge that failure to adhere to 
this Code of Conduct will result in removal of KCH’s authorisation for me to attend KCH 
programs in the capacity of support worker. 

Signature:_______________________________________________ 
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Confidentiality agreement (to be read and signed by support worker) 

As part of your duties as a support worker at Karratha Community House (“the Organisation”), you 
may be required to handle confidential information relating to members and/staff.   
 
It is a requirement that you read and sign this document, agreeing to the following: 
1. The information which is the subject of this Agreement (the "Confidential Information") 

includes all information gained, or made known to you during the course of your employment 
concerning the business of the Organisation and its related and associated companies and 
interests, and in particular, all information whatsoever relating to medical information of 
employees of and contractors to the Organisation; 

2. The Confidential Information shall be treated as confidential and not used or disclosed in 
whole or in part by you except for the purposes of your employment, or as directed in writing, 
or to the extent required by law;  

3. Observations and commentary shall not be made or discussed regarding any children other 
than the child the support worker has been engaged to support;  

4. Other children’s names shall never be mentioned in written or verbal reports;  
5. Any photos taken on KCH premises or during KCH programs shall be taken using a KCH 

device, and ensure that no other children (other than the child the support worker is engaged 
to support) are captured in the photo; and 

6. The obligation to maintain the confidentiality of the Confidential Information shall be 
continuing and shall survive the termination of your work with the Organisation. 

Signed by support worker: 

I have read and understood this Agreement. I acknowledge that the 
Confidential Information is confidential and that its disclosure could 
seriously damage the operations of the Organisation, and agree to be 
bound by the terms and conditions of this Agreement. I acknowledge 
that failure to adhere to this Agreement will result in removal of KCH’s 
authorisation for me to attend KCH programs in the capacity of 
support worker.  
 
Signature:__________________________ Date: _______________ 
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Checklist and authorisation (to be completed by KCH) 

The following documents 
have been received and 
filed confidentially: 

 All sections of this form have been completed and signed. 
 Valid working with children check. 
 One of the following, completed and signed: 

 A job description (or similar) from the employer; or  
 A work placement/experience form from the educational 

facility; or 
 A KCH volunteer form.  

 Completed and signed KCH induction checklist. 

Operations Manager’s (or 
delegate’s) authorisation: 

I authorise the support worker, above, to participate in the listed 
programs, supporting the listed child(ren), to fulfil the listed duties 
(and any attached job description or similar).  
 
Name:____________________________ Date: ________________ 
 
Signature: ______________________________________________ 

  


