“BAYLEY

HOUSE

Exceptional support for people
with intellectual disability

Home and Living Support
Handbook

www.bayleyhouse.org.au in @ @



BAYLEY HOUSE | HOME AND LIVING SUPPORTS HANDBOOK

Bayley House warmly welcomes you.

This handbook will provide you with an overview of the roles and responsibilities for individuals, families and

carers of people who live in our residential services.

To make sure we deliver the best quality of service, please read this handbook carefully. If you have any
questions, more information can be found in our Client Handbook or you can always contact a member of our

team.

Bayley House specialises in supporting people with an intellectual disability to live a full, engaged life.

We support over 250 individuals with an intellectual disability. The people we support come from over 20
different cultural backgrounds and have a range of intellectual and other disabilities.

Vision / Purpose

For all people with Intellectual Disability to lead a full and enriched life

Our Values
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Connection

We encourage and nurture inclusive
and meaningful connections with peers,
with supports and with the community.

Achievement

We actively pursue opportunities that
enable people to achieve their individual
goals and aspirations, as shaped by their
choice and control.

Respect

We value every individual by
encouraging their unique abilities.

Excellence

We are passionate about providing
exceptional services that support people
to learn, laugh, belong and grow.



YOUR RIGHTS & RESPONSIBILITIES

The rights of people with a disability are protected by law.

People with a disability have the same rights as other people in the community.

People who use our services have the right to:

« Live free from violence, exploitation, neglect, and abuse

« Be treated fairly, regardless of gender, religion, disability cultural and language background or age
* Honesty, respect, dignity and regard for privacy and individuality

« Live in a home that is maintained, in good repair, safe and secure

» Information and support to access services in the community

» To always be included in the services they receive

» Quality services, that suit their needs and age

» Support that considers their lifestyle and culture

* Lodge a complaint about the service and to have that complaint resolved in a timely manner that they are
happy with

* Have a support person advocate or person of their choice to represent them in matters relating to their
support

People who use our services have a responsibility to:
* Respect other people’s rights to a safe, secure and comfortable environment

* Maintain the home in a way that does not create any health or safety hazards and let us know of any repairs
that may be required

» Treat other clients, staff and volunteers with respect

* Respect other people’s right to privacy and confidentiality

« Follow house rules

* Not use the house for any illegal purpose

* Get permission before installing anything that cannot be easily removed without damaging the building.
* Respect the values and religious beliefs of others

* Respect staff and their right to work free from abuse, rudeness, harassment and assault

We encourage you to let us know if you feel that
your rights have been violated, or that you have been
discriminated against.

There is support available for you if you need advice,
information or help.




CODE OF CONDUCT

You are protected by the Code of Conduct
When providing supports or services to people with a disability, a person covered by the Code must:

» Respect individual rights to freedom of expression, self-determination and decision making as long as
these follow the law

» Respect the privacy of people with a disability
 Provide supports and services in a safe and competent manner, with care and skill
 Act with integrity, honesty and transparency

» Quickly take steps to raise and act on concerns about matters that may impact the quality and safety of
supports and services provided to people with a disability

» Take all reasonable steps to prevent and respond to all forms of violence, exploitation, neglect and abuse of
people with a disability

» Take all reasonable steps to prevent and respond to sexual misconduct

More information about How the Code of Conduct helps you is available on our website.

OUR STAFF

Bayley House has been supporting people with intellectual
disability for over 70 years. We employ over 200 staff
across Accommodation Options, Client Services,
Corporate Services, Day Service, Finance, Fundraising,
Human Resources, Marketing, Personal Care, Property
Maintenance and Transport.

The Bayley House staff team bring a wealth of knowledge
and experience to their roles.

We support our staff team with a commitment to ongoing =
training and professional development to ensure we meet g
your needs to the highest possible standard. o



SPECIALIST DISABILITY ACCOMMODATION

Where we live, who we live with and the supports to live the life we want are very important to everyone.

Specialist Disability Accommodation (SDA) is accommodation for people with disability who require specialist
housing solutions to assist with the delivery of supports. When assessed as eligible, SDA is funded under the
National Disability Insurance Scheme (NDIS) and a Reasonable Rent Contribution (RRC) paid by the resident.

SDA may include specialist designs for people with very high support needs or may have a specific location or
features to provide more complex or costly supports to help maintain independent living.

Bayley House is a Specialist Disability Accommodation (SDA) Provider committed to ensuring that our residents
always have safe and secure housing.

Supported Independent Living (SIL)

Bayley House provides SIL services and supports to assist residents to meet their individual needs and personal
goals in the most responsive way, considering any risks and the resources that are available to us. We provide
the opportunity for people with disability to live independently, either in group or shared accommodation
settings while receiving daily living supports.

We work closely with you and your family or carers to help determine your support needs and choices. We
then tailor flexible and appropriate supports to help you develop your skills so you can live as independently as
possible.

What's the difference between SIL and SDA?

Supported Independent Living (SIL) is assistance you receive from paid support workers that helps you to live
as independently as possible. SIL includes physical supports like helping you get in and out of bed every day. It
includes support for people who need help to do things by themselves. It also includes keeping people safe.

SIL does not include attending day programs, employment or community access. These items can be added
under different funding supports in your NDIS plan.

Specialist Disability Accommodation (SDA) is an approved residential building for people who need daily in-
home support for their physical support or safety needs. Bayley House leases accommodation to a person
who has an NDIS plan. We set and collect rent and fix and maintain the home, just like a standard lease
arrangement.

SDA is the house where a person lives. SIL is the disability supports you receive to help you to live as
independently as possible.
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Everyone has a role to play in making each house a happy, safe and secure home that provides you with the
accommodation options that you need and prefer.

Bayley House

Will take all reasonable steps to make sure that you are comfortable, safe and secure in your home.

We will:
» treat you and your family with courtesy and respect
* protect your privacy and personal information

» listen to any feedback or complaints you may have and provide solutions to any problems or issues that may
arise as quickly as we can

» consult with you about potential co-residents when there is a vacancy in your home

» make sure that the staff providing your SIL services are engaged by accredited organisations who require the
necessary criminal and police checks screening

» talk with you and work with your SIL provider if there are any issues in your home that impact on your quality
of life

« install fixtures required by you to assist your daily living or proper use and enjoyment
» maintain the property in a good state of repair and make sure the home is safe and secure
» respond to requests for maintenance in a timely manner

» maintain collaboration agreements with SIL providers to make sure that responsibilities are clear in relation to
health and safety, governance and emergency planning and evacuation

» make sure that tenancy related notices are followed and you are aware of your right to seek a review
» provide the required notice if we need to end your SDA Agreement

« take all necessary steps to fulfil our regulatory obligations, including Health and Safety, NDIA enrolment and
NDIS Specialist Disability Accommodation Conditions and Rules

You and your family or carer are encouraged
to contact us to provide us with feedback,
request repairs or maintenance, discuss any
matter regarding your accommodation or to
make a complaint.




SDA AGREEMENTS

MAKING A SDA AGREEMENT WITH US:

Step 1:
We give you an SDA agreement OR a residential tenancy agreement.

Step 2:
We give you the information statement that matches your agreement.
Step 3:

We explain the information statement to you. Your support person
can also help you understand it.

Step 4:

You have seven days to think about the agreement.

Step 5:

We enter OR establish the agreement after seven days.

Step 6:

We give you a copy of the signed agreement before you move in.

For more information about your renting rights and responsibilities call 1300 40 43 19 or
visit https://www.consumer.vic.gov.au/sda
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FINANCIAL INFORMATION

The SDA Residency or Tenancy Agreements / Lease protect your rights as a tenant and make sure that we
are more accountable as your landlord. The SDA Residency Agreement is an individual agreement for each
resident and the Residential Tenancy Agreement / Lease covers a whole household.

SDA Funding

SDA eligible residents are funded under the National Disability Insurance Scheme (NDIS) and the Reasonable
Rent Contribution (RRC) is paid by you.

It is your responsibility to keep Bayley House informed of any changes to your NDIS plan, provide feedback
as required, and to notify Bayley House of any changes that may be required.

What is the Reasonable Rent Contribution (RRC)?

The National Disability Insurance Agency (NDIA) Terms of Business define this contribution. This is the
amount you are expected to pay for the cost of your housing. The NDIA makes an additional payment
known as SDA to cover the costs associated with providing your accommodation beyond the RRC.

How much is my rent?
Your RRC must not be more than:
» 25 per cent of basic rate of the disability support pension.

« plus all of the Commonwealth rent assistance received.

Note: The basic rate of the DSP is the amount under the Social Security Act 1991 that is the maximum basic
rate for a person who is not under 21 and not a member of a couple.

You (and your NDIS Plan Nominee) are responsible for making sure that SDA funding is always included in
your NDIS plan. Bayley House will work with you to make sure the correct level of SDA is available in your
plan.

NDIS provides SDA payments directly to Bayley House as your landlord.

SDA Payments

You (and your NDIS Plan Nominee) are responsible for making sure that SDA funding is always included in
your NDIS plan. Bayley House will work with you to make sure the correct level of SDA is available in your
plan.

NDIS provides SDA payments directly to Bayley House as your landlord.



Rent Payments

Rental payments can be made through:

» Legal guardian or financial administrator

» Direct debit payment system

» Direct deposit into the Bayley House account

» CentrePay

We invoice residents fortnightly or as agreed for their rent and household contribution charges, for payment
within 14 days. Residents or their representatives have access to all account information through the Bayley
House billing portal.

Household Contribution

Household contributions are used for the day-to-day expenses and the running of your home. We will
account for all household expenses covered by your contribution, which includes food, water, gas, electricity
and telephone landline (where applicable).

Payment for your living expenses will be collected as part of your Agreement with your SIL support provider.
Rental Increases

Rent is increased according to the type of agreement or lease we have with you. We will give you at least 60
days’ notice of any increases to your rental payments.

Rental Bond
No rental bond is required for SDA.
What if | want to move out?

If you would like to leave the property, you must give Bayley House notice in writing of your intention to
vacate. Any rental payments will be required until the end of the notice period unless otherwise agreed.
All belongings must be removed from the property once your SDA Agreement / Lease ends and an exit
condition report will be conducted with you.
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What if Bayley House needs to end your Agreement?

If we are required to end your SDA Agreement for any reason, we will arrange a meeting with you, your family
or carer, your SIL provider and any other support people you choose. In these circumstances we would
provide you with the notices and reasons as legally required and work with you to find a new property and SIL
provider.

An example of why an agreement is ended could be:

. development of new accommodation for you to move into

. the accommodation no longer meets your support needs

. you no longer require SDA

. the house is no longer able to be used as Specialist Disability Accommodation
. If you are using the property for an illegal purpose

. have not paid your required rental payment following overdue notices

. are no longer funded for Specialist Disability Accommodation

. cannot be supported at the property without causing serious harm to others

Vacating the property

When you leave the property, you are responsible for:

. Moving your furniture out of the property
. Cleaning the property
. Ensuring all accounts are up to date and paid

. Disconnection of utilities



MAINTENANCE &)

Bayley House is committed to providing and maintaining safe and secure accommodation.

All maintenance is completed by suitably qualified tradespeople. Repairs or alterations can be requested
through the House Team Leader. Any alterations for personal use must be approved by Bayley House, you may
be required to pay the costs for making these alterations. Each repair or alteration request will be assessed

on an individual basis and consider the health, safety and wellbeing of all residents. Urgent repairs will be
addressed within 48 hours and non-urgent repairs attended to within 14 days.

If you damage or destroy any part of the property on purpose, you must contribute to the cost of repairs.

Bayley House can visit and inspect the shared areas of the property without notice in an emergency or at any
reasonable time as described in your Information Statement for SDA. Reasons for us visiting the property
could include repairs, cleaning, maintenance, upgrades and renovations of the shared areas.
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EMERGENCIES 2]

Bayley House aims to provide a safe home for all residents. This covers a range of safety items within the
home. The available safety features will be explained to both you and your SIL provider. All buildings have
prominent signage and emergency fire equipment such as fire extinguishers and fire blankets. These safety
features are maintained and certified on an ongoing basis.

In the event of an emergency evacuation, your SIL provider will have plans in place including an Emergency
Evacuation Plan. The SIL provider maintains these plans and will conduct regular fire drills.

Incidents

Bayley House is committed to the safety and wellbeing of every person we support. If there are any issues at
any time, please speak with a staff member as soon as possible to address them. Early reporting gives the best
chance to investigate and to put support strategies in place.

HOUSEHOLD GUIDELINES

If you live in shared or group accommodation, the household guidelines aim to provide freedom for all
residents to enjoy a quiet, undisturbed home life. Sometimes, there may be additional rules which are specific
to your home location such as parking or neighbouring properties. Check with your Support Worker for any
rules that may apply in addition to those outlined in this handbook.

We believe it is important for residents to be involved in all decisions about how the household operates. We
support residents to participate in SDA Meetings.

Pets

Pets are not allowed in the home unless prior approval has been granted.

Smoking

All Bayley House homes are smoke-free premises indoors. Designated smoking areas and containers are
provided outside. Check with your specific house for where these are located.

NDIS PLANNING

Our team are always happy to assist you and your family to prepare for your NDIS planning meetings. Please
contact us if you would like assistance.



COMPLIMENTS AND COMPLAINTS

Bayley House understands that everyone has goals, aspirations, and support needs but sometimes they may be
unhappy with their experience, or the quality of services or supports they receive. Your feedback is important
to help us improve our services.

We encourage you to provide us with your feedback directly, to enable issues to be responded to quickly. You
and your family or carer are encouraged to provide feedback about our services.

If you are not happy with the way we are managing your complaint we can pass the matter onto the Bayley
House Chief Executive Officer, an advocate or the NDIS Quality & Safeguards Commission.

The Commission encourages and assists the resolution of complaints in number of ways including informal
discussions, conciliation processes or under some circumstances, formal investigations.

www.ndiscommission.gov.au
1800 035 544

ADVOCACY

Advocacy means getting support from an independent person to help you express your views and wishes, and
help you stand up for your rights. Someone who helps you in this way is called your advocate.

How an advocate supports you depends on your situation and the support you want. They are there to
support your choices.

You can speak to a staff member if you would like more information about how to contact an advocate. There
is a list of Advocacy organisations in the Client Handbook. :




CONFLICT OF INTEREST [[nT

Bayley House is a provider of NDIS services.

Bayley House also helps clients choose other service providers they want to use.
This can be for:

» Accommodation and Supported Disability Accommodation

» Supported Independent Living

» Day Services

* Support Coordination

» Positive Behaviour Support

There are lots of organisations who can provide NDIS supports to you.

The organisation you choose is up to you.

You do not have to choose Bayley House.

More information about Conflict of Interest is available on the Bayley House website.
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