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Education and Training Policy and Procedure

Koru Care Australia

This policy sets Koru Care's requirements for induction, mandatory and role-specific training, client-specific
competency, professional development and training records.

Document governance

Details

Document owner

Operations Manager / Director

Applies to

All Koru Care directors, managers, employees, contractors, volunteers, students, agency
staff, support workers and nurses.

Service context

NDIS, aged care, brokered and private services, community support, transport, personal
care, domestic assistance, social support and nursing.

Version 1.0
Status Approved
Effective date 22/07/2026

Review date

22/07/2027, or earlier if requirements, risks, systems or service delivery arrangements
change.

Policy code

KCA-POL-ETR-001

Complete assigned training

Worker quick guide What this means in practice

Complete required training by the due date and before undertaking tasks that need specific
training or competency.

Use approved systems

Use NGO Training Centre, BrightHR and BrightSafe, plus approved regulator, external and
internal training sources.

Keep requirements current

Maintain required licences, registrations, first aid, CPR, certificates and professional
development.

Work within competence

Do not perform a task unless you are trained, competent where required, and authorised to
perform it.

Report gaps early

Tell management if training is overdue, unclear, unavailable or if you need more support
before a task.
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1. Purpose

The purpose of this policy is to ensure Koru Care Australia has a planned, risk-based and documented approach
to education, training, induction, supervision, competency and professional development.

Koru Care is committed to making sure workers have the knowledge, skills, qualifications, experience and support
required to deliver safe, respectful, person-centred and lawful services. Training is used to support client safety
and quality of care, worker safety, professional development, regulatory compliance and continuous improvement.

2. Scope

This policy applies to all workers and representatives of Koru Care Australia, including directors, managers,
employees, support workers, nurses, contractors, agency staff, students and volunteers, to the extent relevant to
their duties.

Not every training topic listed in this policy is mandatory for every worker. Training requirements are determined
by the worker's role, service type, regulatory requirements, client needs, assessed risks, professional scope of
practice and the tasks the worker is expected to perform.

3. Definitions

Term Meaning

Training Koru Care requires a worker to complete because of law, regulation,
Mandatory training standards, contractual requirements, organisational policy, identified risk or the
inherent requirements of the role.

Training required because of a worker's position, duties, level of responsibility or

Role-specific training service setting

Training, instruction, demonstration or competency assessment required to safely
Client-specific training | meet the needs of a particular client before a worker is allocated the relevant task or
shift.

The demonstrated ability to apply knowledge and skills safely and consistently in

Competency practice, within the person's role and authority.

Koru Care's central record of required training, completion status, expiry dates,

Training matrix ; e ;
refresher requirements and role-specific learning needs.

Continuing professional development undertaken to maintain and improve
CPD . . .
professional knowledge, skills and practice.

4. Policy principles

e Clients must receive supports and care from workers who are appropriately trained, competent, supported
and working within their role and scope.

e Workers must receive the information, instruction, training and supervision necessary to perform work safely
and without risks to health.

e Training must be relevant to the worker's duties, client needs, risks and service environment.
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e A certificate alone does not always demonstrate practical competence. Koru Care may require observation,
supervised practice, shadow shifts or competency assessment before a worker performs a task

independently.

e Training records must be accurate, current and available for audit, quality assurance and workforce planning.

e Training needs are reviewed when roles, client needs, risks, legislation, standards, policies, systems or
service delivery arrangements change.

e Workers are expected to participate in reasonable training, supervision and competency activities assigned to

their role.

5. Training governance and approach

Koru Care uses a combination of online learning, internal induction, face-to-face education, practical
demonstrations, shadow shifts, supervised practice, competency assessment, external accredited training,
professional development, staff meetings, toolbox discussions and self-directed learning.

The Operations Manager or delegated manager maintains oversight of the training matrix and determines training
requirements in consultation with the Director, supervisors, clinical staff, workers, health and safety
representatives where relevant, clients or representatives, and external professionals where specialist input is

required.

6. Koru Care training platforms and learning sources

Platform or source How it is used

NGO Training Centre

Primary online learning management platform for assigned induction,
compliance, NDIS, aged care and role-specific learning modules. Completion
records and certificates are monitored by management.

Used for workforce records, policy distribution and acknowledgements,

BrightHR employment documents and, where configured, training evidence, qualification
records and expiry monitoring.
Used for occupational health and safety systems and assigned safety
BrightSafe learning. This may include topics such as Driving at Work, hazard awareness,

lone work and other safety modules relevant to the worker's duties.

NDIS Commission Online
Learning Portal

Used for the NDIS Worker Orientation Module 'Quality, Safety and You' and
other NDIS Commission learning modules where assigned or relevant to the
worker's role.

Aged Care Learning
Information Solution (Alis)

May be used for aged care education on the Aged Care Code of Conduct,
Statement of Rights, strengthened Aged Care Quality Standards, SIRS,
infection prevention and other aged care topics.

External RTOs and qualified
trainers

Used where nationally recognised, accredited, specialist or practical training is
required, including first aid, CPR and other role-specific competencies.

Internal Koru Care training

Includes organisational induction, policy training, ShiftCare and systems
training, client-specific instruction, shadow shifts, supervised practice, practical
competency checks, staff meetings and toolbox education.
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Platform or source How it is used

May include the Australian Commission on Safety and Quality in Health Care
learning systems, professional bodies, equipment manufacturers, allied health
clinicians and other competent subject matter experts.

The same training or evidence may appear in more than one system. The Koru Care training matrix and approved
personnel records are the controlling records for organisational compliance. Workers must not assume that
completion on one platform automatically updates every other system.

Other approved specialist
sources

7. Induction and onboarding

All new workers must complete an induction appropriate to their role before working independently. The induction
may be staged where practical, but any training necessary for immediate safety, client protection or the first
allocated duties must be completed before those duties commence.

e Koru Care values, organisational structure, worker responsibilities and reporting lines.

e Position description, scope and limitations of the role.

e Code of Conduct, client rights, dignity, choice, privacy, confidentiality and professional boundaries.

e Incident, complaint, safeguarding, abuse, neglect and escalation requirements.

e Occupational health and safety responsibilities, hazard and incident reporting, emergency procedures and
worker consultation arrangements.

e Infection prevention and control, hand hygiene and PPE requirements relevant to the role.

e ShiftCare and other operational systems used for rosters, progress notes, communication and service
records.

e Policies and procedures relevant to the worker's duties.

e Mandatory regulator or sector training relevant to the services the worker will deliver.

e Client-specific information and training before allocation where required.

A worker may be required to complete shadow shifts or supervised duties before independent allocation.

Management may restrict duties until the induction and competency requirements for those duties are satisfied.

8. Core and mandatory training framework

Training area Who Timing

Koru Care induction and At commencement and when significant
. . All workers :

policies policy or role changes occur.

Prlvacy,_ confldentlallt_y and All workers At induction and refresher as assigned.

professional boundaries

Incident management, At induction and refresher as assigned;

complaints and All workers additional training for managers and

safeguarding reportable incident responsibilities.

At induction and ongoing according to
All workers hazards, role and BrightSafe training
assignments.

Occupational health and
safety



mailto:connect@korucareau.com
https://www.korucaresupport.com/
https://www.korucaresupport.com/

B/ \ >

/ LY
) \ KORU CARE AUSTRALIA

DISABILITY & AGED CARE

SUPPORT

Training area

Infection prevention, hand
hygiene and PPE
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Workers providing direct support
or care, and others exposed to
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Timing
Before relevant work and refresher training

in accordance with the training matrix and
identified risks.

First aid and CPR

Direct support workers and other
roles designated by Koru Care

Maintain required current certification. CPR
is refreshed in accordance with the
certificate, RTO requirements and Koru
Care's training matrix.

Manual handling and safe
work methods

Workers performing physical
support, domestic, yard,
equipment or manual tasks

Before relevant tasks and when risks,
equipment or client needs change.

Transport and driver safety

Workers who drive for work or
transport clients

Before client transport or regular work
driving and refresher as assigned.

Information security and
safe use of systems

Workers using Koru Care
systems or handling records

At induction and refresher as required.

Role and client-specific
competencies

Workers allocated specialised or
higher-risk tasks

Before independent performance of the task
and whenever competency needs to be
reviewed.

9. NDIS training requirements

Workers delivering NDIS supports must understand and comply with the NDIS Code of Conduct and the
requirements relevant to their role. Koru Care will ensure training arrangements are consistent with the NDIS
Practice Standards and the support needs of participants.

e The NDIS Worker Orientation Module 'Quality, Safety and You' must be completed where required for
workers of a registered NDIS provider, and evidence of completion must be retained.

e Workers providing direct supports must receive training and refresher training in infection prevention and
control standard precautions and the use of PPE relevant to their duties.

e Training may include the NDIS Commission modules on effective communication and safe and enjoyable

meals where relevant to participant needs and the worker's role.

Workers delivering high intensity daily personal activities must receive training and competency assessment
consistent with the relevant NDIS High Intensity Support Skills Descriptors and the participant's individual
support arrangements.

Workers involved in behaviour support or regulated restrictive practices must complete training appropriate to
their role and must only act within lawful authorisations, behaviour support plans, Koru Care procedures and
their demonstrated competence.

Training requirements must be reviewed when participant needs, risk assessments, support plans or
assigned duties change.
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10. Aged care training requirements

Workers delivering aged care services must receive training that enables them to understand their responsibilities
under the Aged Care Act framework, the Aged Care Code of Conduct, the Statement of Rights and any
strengthened Aged Care Quality Standards that apply to the service being delivered.

¢ Rights-based, person-centred and culturally safe care.

e Aged Care Code of Conduct and worker responsibilities.

¢ Incident management and Serious Incident Response Scheme requirements where relevant.

e Recognising and responding to abuse, neglect, exploitation, discrimination and deterioration.

e Dementia awareness and communication where relevant to the people supported.

e Infection prevention and control.

e Palliative and end-of-life care where relevant to the worker's duties.

e Food, nutrition and mealtime support where relevant.

e Other training identified through the worker's role, client needs, provider requirements or quality review.
Koru Care may use the Aged Care Quality and Safety Commission's Alis platform as a supplementary learning
source. Alis content may support learning but does not replace Koru Care's responsibility to determine whether a
worker is competent for the actual tasks they perform.

11. Clinical and nursing workforce

Registered health practitioners engaged by Koru Care must maintain current registration, meet the continuing
professional development requirements of their National Board, maintain any role-specific credentials and work
within their professional scope of practice and competence.

e Evidence of current registration and relevant qualifications must be maintained in the worker's personnel
record.

e Clinical workers must participate in education relevant to the care they provide, including clinical governance,
medication safety, infection prevention and control, documentation, recognising and responding to
deterioration, comprehensive care and communication of care.

¢ Where a clinical procedure requires specific competency, Koru Care may require evidence of recent practice,
supervised assessment, external training or credentialling before the procedure is allocated.

e Professional development records should be maintained by the practitioner and supplied to Koru Care where
reasonably required for credentialling, audit or assurance purposes.

12. First aid, CPR and emergency response

Koru Care will determine first aid and emergency training needs with regard to the nature of the work, client
needs, remote and mobile work, access to emergency services and workplace risks.

Direct support workers are generally expected to maintain current nationally recognised first aid and CPR training
unless management has documented that the requirement does not apply to the role. Workers must not represent
themselves as competent in first aid or CPR where their certification or practical capability is not current.

e Emergency response expectations, including calling Triple Zero (000), must be covered during induction.
e Workers must know the location and use of available first aid equipment relevant to their work setting.
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e Additional emergency training may be required for client-specific risks such as seizures, anaphylaxis,
diabetes, choking, dysphagia or other identified conditions.

e Elected Health and Safety Representatives and deputy HSRs will be supported to access approved HSR
training entitlements in accordance with Victorian OHS law.

13. Infection prevention and control, hand hygiene and PPE

Workers must receive infection prevention and control education appropriate to their role and risk exposure.
Training must support the correct use of standard precautions, hand hygiene, respiratory hygiene, cleaning
practices, waste handling and PPE.

e Direct support workers must complete required infection prevention and PPE training before relevant work
and participate in refresher training.

e Practical competency may be required for putting on and removing PPE, aseptic tasks or other higher-risk
procedures.

e Training must be reviewed when public health advice, infection risks, client circumstances or Koru Care
procedures change.

e Koru Care may use approved external learning such as Australian Commission on Safety and Quality in
Health Care infection prevention and hand hygiene modules where appropriate.

14. Manual handling, mobility, equipment and task-specific safety

Workers must be trained in the safe work methods required for the physical tasks they perform. Training must
take account of the actual environment, client needs, equipment, work design and known worker restrictions.

e General manual handling training does not replace a client-specific manual handling plan or task-specific risk
assessment.

e Workers must be instructed in the safe use of hoists, mobility aids, transfer equipment, cleaning equipment,
garden equipment or other plant before use where training is required.

e A worker must not use equipment they have not been trained or authorised to use.

e Changes in a client's mobility, transfer needs or equipment must trigger review of worker instruction and
competency before the changed task is performed independently.

15. Medication support, high intensity supports and specialised tasks

Medication assistance, clinical procedures, high intensity supports and other specialised tasks may only be
performed by workers who have the required training, competence, authority and role scope.

e Training must be specific to the level of medication support the worker is expected to provide.

e Client-specific medication information and instructions must be available before the worker performs the task.

e High intensity and specialised tasks require training and competency consistent with the relevant support
plan, professional advice and applicable regulatory requirements.

e Workers must immediately seek guidance if the task differs from their training, the support plan is unclear,
equipment changes, or the client's condition creates a new risk.
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16. Transport, driver safety and community-based work

Workers who drive for work or transport clients must complete the training and checks required by Koru Care's
Transport and Driver Safety Policy and Procedure. Safety training may be assigned through BrightSafe, including
the Driving at Work module and other relevant OHS learning.

e Workers must hold the required current driver's licence and meet vehicle and insurance requirements before
driving for work.

e Training may address fatigue, distractions, mobile phone use, vehicle checks, incident response, passenger
safety, rural and remote travel, and transport-related risk assessment.

e Workers performing lone or community-based work must receive information and training relevant to personal
safety, communication and emergency escalation.

17. Food safety, mealtime support and dysphagia

Workers involved in meal preparation or mealtime support must receive training appropriate to the tasks they
perform and the needs of the person being supported.

e General food hygiene and safe food handling where meal preparation forms part of the worker's duties.

¢ Client-specific dietary requirements, allergies, texture modification and mealtime assistance.

e The NDIS Commission's safe and enjoyable meals training where relevant.

e Specific dysphagia or swallowing-risk training from an appropriately qualified clinician where required by the
person's support plan.

e Workers must not alter prescribed texture, fluid consistency or swallowing recommendations without
appropriate authorisation.

18. Client-specific training, shadow shifts and competency before
allocation

Koru Care will identify when a worker requires client-specific training before being allocated a shift or task. This
may occur because of complex health needs, transfers, behaviours, communication requirements, equipment,
medication, environmental risks or other individual circumstances.

e Training may be delivered by an experienced worker, manager, nurse, allied health professional, behaviour
support practitioner, equipment provider or other competent person.

e A shadow shift may be used to observe routines and safe work methods, but observation alone may not be
sufficient for higher-risk tasks.

e Where required, the worker must demonstrate competency before independent allocation.

e Client-specific instructions must be documented in the appropriate support plan, care plan, risk assessment,
procedure or competency record.

e If a worker is not confident or does not feel competent, they must stop and seek guidance before performing
the task.
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19. Identifying learning needs and the training schedule

Training needs are identified through recruitment, induction, performance and supervision discussions, client
assessments, risk assessments, incidents, complaints, audits, observations, worker feedback, regulatory
changes, new equipment, new services and quality improvement activities.

Koru Care maintains a training matrix and planned training schedule. Management reviews training status
throughout the year and formally reviews workforce learning needs at least annually. Training priorities may be
adjusted at any time where risk or service needs require earlier action.

Training methods may include:

e online learning and eLearning modules;

e formal study or nationally recognised training;

e educational seminars, webinars and conferences;

e in-service or on-site education;

o staff meetings, toolbox talks and case discussions;

e shadow shifts, coaching, mentoring and supervised practice;

e reading current evidence-based guidance, professional resources and approved procedures; and
e practical competency assessment.

20. Competency assessment, supervision and refresher training

Completion of a training module does not automatically authorise a worker to perform every related task. Where
practical competence is important to safety or quality, Koru Care may require demonstration of skills, supervised
practice or a formal competency assessment.

e Competency must be assessed by a person with suitable knowledge, skill and authority for the task.

e Workers may be reassessed following an incident, identified practice concern, extended absence from a task,
change in equipment or procedure, or a change in client needs.

e Refresher training will be assigned according to regulatory requirements, expiry dates, risk, performance data
and Koru Care's training matrix.

e Supervision should be used to support learning, reflective practice, confidence, safe decision-making and
early identification of development needs.

21. Training records and evidence of attendance

Koru Care maintains records of training, qualifications, competency and professional registration relevant to each
worker's role. Records may be maintained across approved systems, with the training matrix used to monitor
overall status.

Training type Acceptable evidence

Attendance sheet, meeting record, electronic acknowledgement, supervisor

Internal training record or competency checklist.

NGO Training Centre Platform completion record and certificate where available.

BrightSafe Platform completion record for assigned safety learning.
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Acceptable evidence

BrightHR

Policy acknowledgement, workforce record or uploaded certificate where
applicable.

NDIS Commission / Alis /
other online portals

Certificate of completion, transcript or verifiable completion record.

External training

Certificate, statement of attainment, attendance record, licence or other
evidence issued by the provider.

Client-specific competency

Documented training record, supervised practice record or competency

assessment signed or verified by the appropriate person.

Workers must provide requested certificates or evidence promptly. Management may verify qualifications,
registrations or training where reasonably required. Records must be stored securely and handled in accordance
with privacy and records management requirements.

22. Worker responsibilities, expiries and overdue training

Workers share responsibility for maintaining requirements that are personal to their role, including professional
registration, licences, first aid, CPR and other certifications.

e Workers must complete assigned training by the due date and advise management early if they cannot do so.
e Workers must not perform a task if a required qualification, licence, registration or competency has expired or

is otherwise invalid.

e Workers must notify management immediately if a registration, licence, screening clearance or professional
authority is suspended, restricted, cancelled or subject to a condition that may affect their duties.
e Koru Care may remove or restrict shifts, tasks or duties where required training or competency is incomplete,

overdue or no longer current.

¢ Any management decision about ongoing allocation will consider safety, legal requirements, the person's role,
reasonable training opportunities and applicable employment obligations.

23. Roles and responsibilities

Role Responsibilities

Director / Operations
Manager

Approve the training framework; ensure adequate resources and systems;
oversee regulatory and organisational requirements; review serious gaps and
workforce risks.

Managers / Coordinators

Identify learning needs; assign and monitor training; support induction and
supervision; arrange client-specific training; verify competency before higher-
risk allocation.

Clinical staff / competent
assessors

Provide or verify clinical and task-specific education within their expertise;
assess competency where authorised; escalate practice concerns and training
needs.

Workers

Complete assigned training; maintain required qualifications; participate in
supervision and competency checks; work within competence; provide
evidence and report learning needs or gaps.

10
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Responsibilities

Contribute to consultation about health and safety information and training
needs. Elected HSR training rights are supported in accordance with Victorian
OHS requirements.

HSRs and workers
consulted on OHS

24. Access to training and reasonable support

Koru Care will take reasonable steps to make required training accessible and appropriate to the worker's role,
literacy, experience, language needs and work arrangements. Alternative formats, additional explanation,
practical demonstration or supervised learning may be used where necessary.

Employer-directed training, associated time and approved expenses will be managed in accordance with
applicable employment contracts, industrial instruments and workplace law. Workers must obtain approval before
committing Koru Care to external training costs unless the training has already been authorised.

25. Sharing knowledge and continuous improvement

Workers who attend external conferences, seminars or specialist training may be asked to provide a short
summary of relevant learning, resources or recommended improvements to management and, where appropriate,
share key information with the broader team.

Training effectiveness may be evaluated through worker feedback, observation, competency assessment,
incident and complaint trends, audits, client outcomes, quality reviews and supervision. Identified gaps must
inform future training, policy review and service improvement.

26. Failure to complete training or maintain competence

Koru Care will respond to overdue or incomplete training in a fair and proportionate way. The response may
include reminders, additional time, coaching, reassignment of training, supervised duties, competency
reassessment, temporary restriction from certain tasks or shifts, performance management, or disciplinary action
where appropriate.

Where a worker cannot lawfully or safely perform an essential duty because a required qualification, registration,
licence, training or competency is not current, Koru Care may need to remove the worker from that duty until the
requirement is satisfied.

27. Related Koru Care documents

e Code of Conduct

e NDIS Worker Screening and Pre-Employment Checks Procedure
e Incident Management and Reportable Incident Procedure

e Complaints and Feedback Policy

e Privacy and Confidentiality Policy

e Client Rights and Responsibilities Policy

e Work Health and Safety / Occupational Health and Safety Policy
e Transport and Driver Safety Policy and Procedure

e Uniform and Standard of Dress Policy and Procedure

11
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Medication Management Policy and Procedure

Infection Prevention and Control Policy

Manual Handling and Safe Work Procedures

Child Safety and Wellbeing Policy

Workplace Conduct, Bullying, Harassment and Discrimination Policy
Performance Management and Supervision Procedures

28. Legislative, regulatory and standards framework

This policy is informed by current Australian and Victorian requirements and guidance relevant to Koru Care's
services, including:

NDIS Act 2013, NDIS Code of Conduct, NDIS Practice Standards and Quality Indicators, NDIS Worker
Orientation requirements and relevant NDIS High Intensity Support Skills Descriptors.

Aged Care Act 2024, Aged Care Rules 2025, Aged Care Code of Conduct, Statement of Rights and
strengthened Aged Care Quality Standards as applicable to the services delivered.

Occupational Health and Safety Act 2004 (Victoria), Occupational Health and Safety Regulations 2017 and
Occupational Health and Safety (Psychological Health) Regulations 2025.

WorkSafe Victoria guidance and compliance codes, including first aid in the workplace and relevant health
and safety training guidance.

Health Practitioner Regulation National Law and applicable Ahpra and National Board registration and
continuing professional development requirements.

Australian Guidelines for the Prevention and Control of Infection in Healthcare and relevant infection
prevention and hand hygiene guidance.

Privacy Act 1988, Health Records Act 2001 (Victoria) and applicable records and confidentiality requirements.
Fair Work Act 2009, applicable modern awards, enterprise agreements and employment arrangements
relating to employer-directed training and work time.

Other laws, standards, funding arrangements and professional requirements relevant to the worker's duties
and Koru Care's service scope.

29. Staff acknowledgement

| acknowledge that | have read and understood this Education and Training Policy and Procedure. | understand
that | am required to complete training assigned to my role, maintain required qualifications and registrations,
work within my competence, and seek guidance before performing a task | am not trained or authorised to
perform.

Name Signature Date

12
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30. Review history

Version Date

1.0 22/07/2026

Summary of changes

Policy adapted to Koru Care Australia and expanded to cover
workforce induction, training platforms, role-specific and client-
specific training, competency, training records and current NDIS,
aged care and Victorian OHS requirements.
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Approved by

Director

31. Reference sources used for this policy

Source

Relevance to this policy

Supplied Education and Training policy

Core concepts for ongoing education, annual training planning, role-
specific learning, professional registration, training records,
attendance evidence and sharing of learning.

NDIS Quality and Safeguards
Commission: NDIS Practice Standards
and Training for Capability guidance

Worker competence, induction, mandatory orientation, training
systems, continuing development, infection prevention and PPE
training.

NDIS Quality and Safeguards
Commission: Worker online learning
modules

Worker Orientation Module and supplementary NDIS learning
resources.

Aged Care Quality and Safety
Commission: strengthened Aged Care
Quality Standards and workforce
guidance

Workforce capability, rights-based care, competency, training needs,
quality and safety obligations.

Aged Care Quality and Safety
Commission: Alis

Supplementary aged care learning on the Code of Conduct,
strengthened standards, SIRS, infection prevention and other aged
care topics.

WorkSafe Victoria: OHS duties,
workplace training guidance and First
Aid in the Workplace Compliance Code

Employer duties to provide necessary information, instruction,
training and supervision, and risk-based first aid arrangements.

WorkSafe Victoria: Health and Safety
Representative training guidance

Training entitlements for elected HSRs and deputy HSRs.

Nursing and Midwifery Board of
Australia / Ahpra

Professional registration and continuing professional development
requirements for registered nurses and other regulated practitioners.

Australian Commission on Safety and
Quality in Health Care

Current infection prevention and control guidance, hand hygiene
learning and workforce training resources.
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