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Wishing you  
an Easter Blessed  
with happy moments  
with your dear ones.  
 
 
 
Silvana Petric / Liaison Officer / HR - Brokerage Services SE 
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Training Subject:              Manual Handling and Infection Control 

Dates & Location:            Monday 18th April 2016 Level 1, 128-130 Walker Street  
         DANDENONG 

                                            Wednesday 20th April 2016 Ground Floor, 4-8 Parker Street 
         FOOTSCRAY. 

Infection Control in the Home  

Infection control is about preventing the spread of infection. 

Many people with an infection do not need to go to hospital, and can remain at 
home quite safely. Advice from hospitals and GPs about how to manage infection 
within the home is always based on the risk the infection might pose the 
consumer, or to others visiting them or living with them. 

Infections in the home setting are often managed very differently to how they 
would be managed in a hospital. In hospital most people are at high risk of 
catching an infection because they are mainly elderly, frail, very young, have low 
resistance to infection due to drugs and treatment, or may have open wounds, or 
drips etc. Therefore, precautions taken in hospital are very strict - but in the home 
this is usually not necessary. 

Unnecessary precautions can restrict the consumerΩs normal life and recovery, and 
also the consumer at home is unlikely to have close contact with people who are 
susceptible to infection. 

Why  practice infection control?  

Infection control is very important for DCWs because you may visit many older, 
frail or ill people during your working day, and you have a duty to make sure you 
do not carry infection from one person to another. 

You also need to protect yourself from infection to avoid becoming unwell 
yourself, and you will want to make sure you do not carry infection home to your 
family. 

It is very easy to control spread of infection in the 
community setting. These guidelines will give you 
general basic advice based on the most up-to-date 
information from the Infection Control Unit of the 
Department of Human Services who is responsible 
for infection control in the community. 
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Mileage between consumers is included in salary; 
however, kms from your home to the first 
consumers and the last consumers to your home 
is not paid.  

Mileage claimed should be the shortest practical 
distance between the places visited. If for any 
reason an alternative route has to be used the 
reason for this must be clearly stated on the claim 
form. 

Claims are made using a ǘǊŀǾŜƭ ŀƭƭƻǿŀƴŎŜ ŎƭŀƛƳ 
ŦƻǊƳ. If these are incorrectly completed or 
unsigned, the forms will be returned to you for 
correction. This may result in delay and non 
payment until the following fortnight. Claims are 
sent together with your time sheet. 
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¢ƘŜ ǘƻǘŀƭ ƳƛƭŜŀƎŜ ŎƭŀƛƳŜŘ Ƴǳǎǘ ŀƭǿŀȅǎ ōŜ ƻƴ ǘƘŜ ǘƻǇ ǎƘŜŜǘ ŎƭŜŀǊƭȅ ƳŀǊƪŜŘ 

¶ When making more than one journey out in a day, specify whether this is a day 
or evening round. 

¶ When completing the record of journeys, please ensure you clearly record 
details of consumerΩs street name where you pick him/her up and then where to 
and etc. 

¶ e.g Neashem Dr-Dandenong Hospital-Neashem Dr-Wantirna Rd etc. 

¶ DCW must complete  ŀƭƭ ŀǊŜŀǎ of the form and to sign it 

¶ DCW must separate HCPs from Brokerage consumers (complete two forms) 

¶ DCW are expected to record their car odometer accurately & to total each 
dayΩs travel kms themselves and to record this total in the TOTAL box. 

¶ Kilometers made will be checked and all incorrect or unauthorized kms will not 
be paid. 

Attach ƳŜǎǎŀƎŜǎ to time sheets for your Line ManagerΩs attention if required. 

http://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwixvajE86fMAhXENpQKHYj8BXYQjRwIBw&url=http%3A%2F%2Fwww.officeworks.com.au%2Fshop%2Fofficeworks%2Fc%2Foffice-supplies%2Fretail-supplies%2Flog-books%2Fvehicle-log-
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Rosters 

Rosters work on a fortnightly basis for each Direct Care worker (DCW) using the 
Alchemy program. 

DCWs are required to carry a roster with them to all shifts.  DCWs are responsible 
for delivery of their rosters (signed by the consumers) to the relevant Line Manager 
be COB Monday after the pay period has ended.  DCWs are required to notify their 
Line Manager of all changes to their fortnightly roster either in person or by phone.  

Time Sheets 

It is the responsibility of each member of Staff to accurately record on their time 
sheet their hours of work or periods of leave.  All timesheets are to be submitted to 
the Line Manager to COB Monday after the fortnightly pay period has ended and 
checked for accuracy and signed off prior to being submitted for processing. 

¶ You are also responsible to record on your time sheets team meetings, training 
and supervision, holiday, weekend shifts so you can be paid accordingly. 

¶ Staff are required to sign the time sheet prior to its submission. In doing this 
staff is certifying that all of the time sheets being submitted contain an accurate 
statement of hours worked by them. 

Failure to return your timesheet by the deadline disrupts payroll and could lead to 
delayed pay and disciplinary procedures. 
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Training ȡ 

!ǧŜƴŘŀƴŎŜ ŀǘ ![[ ǘǊŀƛƴƛƴƎ ƛǎ ŎƻƳǇǳƭǎƻǊȅΦ 

Trainings such as First Aid, CPR, Manual Handling and Food Safety are all mandatory 

Time taken for training will be paid. Well-skilled and knowledgeable staff is the key 
to quality service provision and the ACCS invests a lot of time and money in training.  

 

Manual handling is any 
activity that involves lifting, 
lowering, pushing, pulling, 
carrying, moving, holding or 
restraining. It may also 
include stretching and 
bending, sustained and 
awkward postures, and 
repetitive movements.  
Manual handling can result 
in musculoskeletal injuries to 
workers. 

http://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiL78ua76fMAhXKjJQKHSgmCNEQjRwIBw&url=http%3A%2F%2Fxentrysi.com%2Fblog%2Fsecurity-solutions-require-practiced-policies-and-procedures%2F&bvm=bv.119745492,d.dGo&p
http://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwihgNqQtpvMAhVMFpQKHVKSAoUQjRwIBw&url=http%3A%2F%2Fwww.ohscareer.com.au%2Fjobs&bvm=bv.119745492,d.dGo&psig=AFQjCNGZHtqUOprYpOmjsRKxr5zjmZKdFQ&ust=146117998651459
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Since CostaΩs wife passed away last 
year, heΩs had to get used to cooking 
and keeping the house tidy by 
himself. Although his kids help him 
with the food, they live far away and 
can only visit on weekends. 
His doctor suggested he consider 
getting some help at home and 
passed on the phone number for My 
Aged Care. Costa called the number 
and found someone to come around 
and help him keep the place tidy and 
prepare a few meals. 
He feels happier and more relaxed 
and even looks forward to his care 
workerΩs visits each week. 
Costa's story: 
Costa's doctor noticed that he was 

losing weight after his wife passed 
away. He gave Costa the phone 
number for My Aged Care, 1800 200 
422, to find out about getting help at 
home with things like meals and 
cleaning. 

The doctor also told Costa about 
some local community groups that 
he might like to join to meet new 
people. 

The lady who started coming 
to Costa's house to help out noticed 
that he seemed a bit lonely, and put 
him in touch with support services so 
he had someone to talk to a bit more 
regularly. 
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tƭŜŀǎŜ ƴƻǘŜ !//{ ƻŶŎŜ ǿƛƭƭ ōŜ ŎƭƻǎŜŘ ƻƴ  

DƻƻŘ CǊƛŘŀȅ нр aŀǊŎƘ нлмс  

ŀƴŘ 9ŀǎǘŜǊ aƻƴŘŀȅ ну aŀǊŎƘ нлмсΦ 

²Ŝ ǿƛƭƭ ǊŜ-ƻǇŜƴ ƻƴ ¢ǳŜǎŘŀȅ нф aŀǊŎƘ нлмсΦ 

Costa's story  
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Creating smiles: all in a dayΩs work for Direct Care Worker, Di 

Working with people with dementia and their carers can be challenging but Di, a 
Direct Care Worker with Diverse Community Care, has enjoyed doing it now for 
almost 20 years. 

άPeople say to me, ΨI donΩt know how you can do itΩ but the smile you 
can put on someoneΩs face by being with them makes it all 
worthwhile. 

άThe smile makes it. A person may not always recognise you when you come to the 
door but they know they associate you with something good.έ 
Di explains that thereΩs a very low turnover with her fellow care workers, describing 
the reason most people leave is for retirement. 
άWhen we get new care workers theyΩre usually additions to the team, rather than a 
replacement. 
άItΩs impossible to get bored with the role – every day and every person is different.έ 
Visiting the people she supports once or twice a week for a couple of hours each 
time, DiΩs activities vary depending on the personΩs needs and what they feel like on 
a given day. 
άI do have a bit of a mental checklist when I visit – checking people are cool and 
drinking enough in summer, that they have heating in winter and light globes are in 
working orderΧ 
άI also transport people to different places, paint their nails and put on hand cream, 
play music and games, read stories, take them out for morning tea or lunch. 
άWe get to do a lot of the fun stuff which makes them happy and helps their carer, if 
they have one, experience a life outside of their carerΩs role.έ 
Di advises anyone who is considering a Direct Care Worker role to άenjoy the 
momentέΦ 
άSometimes it can be difficult not taking concerns and emotions home with you but 
you need to remember the positive effect you have while you are with people. 
άSeeing people happy and contented is what itΩs all about.έ 

http://www.myagedcare.gov.au/help-home
http://www.myagedcare.gov.au/help-home
http://www.myagedcare.gov.au/help-home/meals
http://www.myagedcare.gov.au/help-home/domestic-help
http://www.myagedcare.gov.au/help-home/social-support-and-activities
http://www.myagedcare.gov.au/help-home/social-support-and-activities
http://www.myagedcare.gov.au/help-home/counselling-and-support
https://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjAqLGy0aLMAhWlNKYKHbPaBnsQjRwIBw&url=https%3A%2F%2Fwaldorfsaladandcottagefries.com%2F2014%2F04%2F10%2Fdiy-easter%2F&bvm=bv.119745492,d.dGY&psig=AFQjCNHMLwjvAdB

