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1. What are Family Managed Funds?

Family Managed Funds is a shared management arrangement where Mamre
and the family work together within an agreed plan.

1.1 Where does the money come from?

Family Managed Funds are funds from Disability Services Queensland (DSQ)
and Home and Community Care (HACC) Program which are transferred from
Mamre to families with a family member with a disability.

Mamre Key Worker
assists families to plan Families:
_A| (Family Support Plan) then [®{ . employ workers and

Funding body transfers funds, as purchase _S?WICeS

(DSQ and agreed, to the family 1 attend tr.alnlng

HACC) (as per Famll\iSupport Plan)

Mamre accounts for <« Families account for

funds to DSQ and HACC funds to Mamre

Mamre delegates the responsibility for the management of all or part of the funds
to families. Mamre requires each family to:

1.

2.

1.2

use the funds in accordance with the guidelines of DSQ and/or HACC and
the six-monthly Family Support Plan.

account for the expenditure of the funds in accordance with their Family
Support Plan and this Handbook.

How can the funds be used?

Generally, funds can be used for:

1.

2

7.

paid support in the home

paid support to go out shopping, to events etc

paying another family to care for your family member for, say, the weekend
support for the family member on a weekend or holiday away from the family
support for the family member during the family holiday

approved goods and services

other support as negotiated with the key worker.

Some funding programs are more specific. The key worker will advise families
regarding their particular funding program guidelines.

The family and the key worker develop a family support plan which is
reviewed at least every six months. The team leader will approve the plan.
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1.3 Who is eligible for Family Managed Funds

Mamre asks families to respect the Charter, values and principles of Mamre and

comply with its Policy and Procedures.
Mamre assumes families want to manage their funds; however, the family can

withdraw from the agreement if it no longer works for them. Similarly, if the family
does not comply with the guidelines, Mamre will cease payments. As an alternative,
Mamre will offer to manage the funds for the family. This may incur an extra cost.

1.4 What are the benefits of Family Managed Funds?

Families benefit because they:
1 may avoid organisational costs that agencies charge
1 have greater choice over who works for them
1 have greater flexibility in the types of support they use
1 have more control over how and when workers provide support.

1.5 What are the responsibilities of Family Managed Funds?

Families are required to:
1 make the time and effort to manage the funds
1 take responsibility for the service provided, including:
U engaging workers (Key workers can offer advice and support.)
U directing the support provided
U providing a safe work environment
U ensuring adequate insurance is in place
1 meet the requirements as outlined in this Handbook
1 be accountable for the funds and forward all documentation to Mamre.

1.6 What are the assumptions underpinning Family Managed Funds?

Mamre believes:

1 Families have the best interests for their family member with a disability at
heart and can be trusted to account for the funds as agreed in their family

support plan.

1 Families are best able to identify the level, type and quality of support they
need to ensure a rich and full life for their family member with a disability and

for themselves.

T Families ar e t he experts i n t heli
knowledge to provide training for support staff. (note: workers may require

professional training to meet particular needs of the person.)

1 Families are best placed to identify, build and maintain their natural networks
and to show paid workers how they can complement and support these

networks.

1 Family Managed Funds should take as little administrative time as possible
and be as flexible and responsive t 0o each famil yds

possible.

For more information see Chapter 6 - What families need to do.

f ami

ndi vi
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2. How to make a family support plan

2.1 Develop a vision and a plan for a good life

Mamre encourages families to dream of a good life for their family member and for
themselves. Then it is important to take time to plan how best to use their funding.

Some questions to help families plan are:
1 Who is your family and what do you think is a good life?
1 What do you and your family member want to achieve in the future?
1 How can the people who are naturally there to assist you to do this?
1 How can paid support, equipment or services help?

2.2 Think creatively to get best value for your money

Funds are not the answer to every problem; however, they can make life easier and
allow families and their networks do ordinary things and have a good life. Itis
important to think as creatively as possible and to use the funds well. Some
questions to help families think creatively are:

1 Is the paid support meeting the needs of my family member with a disability in
the best way possible?

1 Is the paid support assisting my family member to become known and to find
valued roles in the community?

1 Is the paid support complementing and helping build the family’s natural
networks of support?

1 Is my family member developing skills and becoming more independent
through this support?

2.3 Start from where you are now

Sometimes it is hard to get started 1 so start at the beginning i where the family is
now. The key worker will develop a Family Support Plan with you.

Changing the plan (and how the funds are used) is easy to do and can be done with
a simple phone call to the key worker.

2.4 Work out a budget

The key worker and the family work out a budget for at least every six months.
Families can change how they use that funding during the six months by seeking
agreement from the key worker.

Most families spend their funds steadily throughout the six months; however, some
families spend theirfundingi n fione hit o because a home mod,]
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piece of equipment is what the family needs most at the time. Some families save
their funds for vacation time. (Note: funding needs to be used within the financial
year.)

2.5 Develop a system to account for the funds

Each family has their own system of accounting for the funds. To make it as easy as
possible, Mamre advises families to:
1 have a separate bank account for their Family Managed Funds
1 keep a track of payments (Mamre provides a Family Managed Funds Invoice
Book)
1 forward the required documentation to Mamre to ensure the next payment is
received on time
1 provide workers with a copy .
1 keep a copy of all invoices, receipts and tax invoices.

2.6 Organise the support you need

Mamre encourages families to find and train support workers well ahead of time.
Then it is more likely the support will be the right sort in the right place at the right
time. Emergency, crisis or ill considered support is always compromised and rarely
meets the needs of the person with the disability.

See Chapter 3 - How to find and train workers.

27 Check what is working and whatoés not

Families are first to know if they have the right type of support. Families should

check regularly with the family member with a disability and others to ensure that

their plan is working well and they are not wasting their funds. If the support plan is

not working, families can change it.

Families can do this by:
U providing better direction and training to the workers
0 changing the tasks to be doneorto better
U changing the worker.

2.8 Get advice when you need it

The key worker is available to both the family and the support worker for advice on
any issues regarding the Family Managed Funds. The key worker may be able to
offer simple solutions or ideas which other families use.

If the family is struggling to manage their own funds, they can ask Mamre to
manage some or all of the support for the time being.
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3. How to find and train workers

3.1. Try your local networks

Mamre advises families to look within their own networks and community. Look for
people with the right attitude and matching interests rather than experience.
Families often find excellent workers when they:
1 contact neighbours, friends, local schools, churches, neighbourhood centres,
doctordés offices, shopping centres
1 advertise in local community newspapers, employment and university student
websites
1 use local enterprises such as babysitters, gardeners, ironing people and
caretakers.
Except in rare situations, Mamre advises against families employing other family
members. This arrangement is likely to compromise supportive informal
relationships which may have already been there.

3.2. Ask your key worker

The key worker has many contacts and ideas which may assist you to find the right
worker. The key worker can provide advice on solving problems which may arise
once the worker has commenced. If you would like Mamre to advertise for you, this
will incur a minor fee.

3.3. Document the job to be done

Families get the best out of workers when they clearly document the tasks to be
done. This includes providing contact names and phone numbers of people who
may be involved. Families will need to change and update this documentation
regularly. The key worker can help by providing examples of good documentation.
See Appendix 1 for a suggested checklist of family information for the worker.

3.4. Teach the job to the worker

Families are the most appropriate people to train a worker. It is important that time is
given to do this. A useful teaching plan is:

T 1%'time i the worker watches on while the family provides the support.

1 2"time i the worker shares in the support with the family.

7 3“%tmeit he worker provides the support with
The family can ask the key worker about further training opportunities for staff.

3.5. Payment Rates

The key worker will discuss with the family the appropriate rates of payment for
different worker roles. See Appendix 5 for recommended pay rates.
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4. How to get the best from workers

41 What you can expect from workers

Families can expect workers to:

be punctual, ready for work and keep totally foc

be honest, cheerful and attentive

refrain from bringing other people and pets to work without permission

be clean and tidy and dressed appropriately (families can decide on the standard)

keep to a minimum private mobile phone calls or text messages at work

be free from affects of any substances, including alcohol or drugs

have current first aid and CPR training, if the family requires it

have a current DSQ Positive Notice Card

keep any information about your family private and confidential

refrain from talking about any other family they work for

follow your instructions and request permission from the family before they vary

those instructions

1 have their car clean, registered, adequate fuel, the appropriate restraints and
adequate seating

9 drive lawfully, carefully and defensively

1 give adequate notice if they are not able to work or wish to resign.

=4 =4 =4 4 -4 8 5 5 -4 -2 -9

4.2 What workers can expect from families

Workers can expect that families:

1 will pay them the agreed rate and on time

1 will treat them respectfully and will not exploit them

1 will give clear direction and enough information about the job to be done

1 will provide a safe working environment and have current WorkCover Household
Insurance cover

1 will give them contact phone numbers if changes are necessary or in case of an
emergency

1 will be punctual and ready when they take over from the worker

1 provide them with copies of agreements and all documentation for taxation
purposes.

1 Will listen to their concerns and work with them to find a solution.

Families and workers do best when they have respect for each other, a
common understanding of the work to be done and
a strategy to solve problems.

10
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5. How to pay workers

In order to comply with taxation obligations, Mamre advises families to use the
following methods of payment. (For further information - refer to ATO private ruling
for Mamre - No 88609).

5.1 Flexible support i Use fiStatement by a Suppliero forms or ABNs

Most support work is flexible and provided in limited periods of time, which may
remain the same each week forsometimethen change to suit the f:
say, in holiday time or when someone is ill. The purpose of the work is reviewed
every 6 months in the Family Support Plan.

Workers must either:

1 complete the ATO Statement by a Supplier form to the family if this work is
of a private or domestic natureandt he wor ker i s not operati
or business venture with a view to making a profit. This is likely to cover
most situations within the Family Managed Funds agreements.

This form (NAT 3346) is available at www.ato.gov.au, from the key worker or
at www.mamre.org.au
The family must keep this form for 5 years.
See Appendix 2 - Use of Statement by a Supplier Form.
or

1 where the worker is providing a service in the nature of a sole trader or view
to making a profit (earning an income) then the worker must provide an
Australian Business Number (ABN) (especially if this work is their main
source of income) The ABN application (NAT 2938) is available at
www.ato.gov.au or from the key worker. This arrangement makes them a
sole trader.

See Appendix 31 Use of an ABN - ATO Requirements of a sole trader.

The worker is responsible for their taxation obligations.

The family will ensure a Family Managed Funds Invoice is completed and will:
1 send the white original (with reimbursement receipts attached) to Mamre
1 give the green copy to the worker
1 keep the yellow copy.

5.2 One off assistance - Use gift vouchers

On n-oht o o c andlies canresmburde people for support they have done by
giving them a gift voucher, petrol voucher or equivalent compensation which has a
tax invoice.

11
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This payment is considered a gift and is not required to be declared as income.
The family will forward to Mamre a tax invoice for the gift voucher and a signed
receipt from the person (with name and address) who has provided the support.

5.3 Ongoing regular and substantial supporti Use PAYG system

Some families receive large funding packages and have support staff working
regular and substantial lengths of time. These support workers would be considered
as employees and the Australian Taxation Office (ATO) requires the family to
register for PAYG and to withhold tax.

This process is outlined in Appendix 4.

This is not a complicated process and Mamre will provide support and advice to
families who choose this strategy. Families may consider engaging a local
bookkeeper to assist them.

The family is responsible for taxation and superannuation payments.

The family will:
9 follow the requirements of the ATO
1 provide the worker with a pay slip
1 provide Mamre with a copy of all payments in order that next payment can be
made
1 keep a copy of all payments for own record.

5.4 Ask Mamre to consider employing the worker

At times families may want to cease managing the funds themselves for the time
being. Families can ask Mamre to consider employing the worker they have

chosen. Mamre has particular requirements of its employeesa nd Ma mr e 0 s
recruitment process would need to be applied. Families should not assume that
either Mamre or the worker will agree to this arrangement. This will also attract an
administration fee.

5.5 Buy products or services i obtain a tax invoice

The family may buy services, goods or equipment from a business as agreed in
their Family Support Plan.
The family will:
1 provide the receipt or tax invoice (quoting ABN) from the business to Mamre
1 keep a copy.

Mamre advises families not to pay workers in advance of providing support.

12
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6. What families need to do

6.1. Sign a Support Worker (or Host Family) Agreement

The family and the support worker or host family should sign an agreement which
clearly describes the tasks to be done and the money to be paid. The support
worker and host family agreement forms are available at www.mamre.org.au

6.2. Provide records of payments to Mamre

Mamre makes regular payments to families every four weeks, with one-off
payments made as required. Longer periods of time between payments can be
negotiated.

Some families prefer to receive funding ahead of time. Mamre may agree to do this
and will require evidence of expenditure before the next payment is made.

See Chapter 51 How to pay workers .

The key worker must receive the original documents for the previous funds
expended before the next payment is made.

6.3. Check with authorities

Mamre understands that both the Australian Taxation Office and Centrelink do not
consider Family Managed Funds as assessable income.

If you wish to check on your obligations, Mamre advises the family to contact
Centrelink on 13 2717 and Australian Taxation Office on 13 2866. (Refer to ATO
Private Ruling N° 88609)

6.4. Make sure you are insured

6.4.1 WorkCover insurance for household workers

Mamre requires the family to take out a Household Workers Insurance Policy with

WorkCover Queensland. This policy ensures the family is covered for accident

insurance against injury sustained by the workerfort he empl oyer 6s | ega
for compensationandt he empl oyer 6s | egal liability f¢

A household worker is by definition fi @erson employed solely in and about, or in

connection with, a private dwelling house or the grounds of the dwelling house.
This includes:

13
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1 Work in the family home, such as cleaning or care of the person with a
disability or other children.

1 Taking the person with a disability or other family members into the
community for, say, shopping or swimming lessons.

T Caring for the person with a disability I
time, say, a weekend. These workers are called host families.

O
(7))

Mamre must receive thef a mi cwréntHousehol d Wor ker
Policy number prior to receiving Family Managed Funds.

ns

The family can ask their key worker to take the cost of the policy out of their
support funds.

This cover also covers other services privately paid for by the family, such as
cleaning, gardening or domestic duties.

Contact WorkCover Queensland on 1300 362 128.
6.4.2 Legal Liability insurance

While the WorkCover policy protects the family in the situation where the injured

person is a worker, legal liability insurance protects the family if someone who

isnot fwor ktmg family is injured at the f ami
neighbour).

If a family owns their own home, legal liability insurance can be included in their
home and contents insurance policy. If a family is renting, they can take out legal
liability through a contents insurance policy or check that the landlord has legal
liability insurance.

While it is not a requirement for a family to have legal liability insurance in
place, Mamre strongly recommends having this insurance.

6.4.3 Vehicle insurance

If the family allows the worker to drive the family car, Mamre recommends the
family informs their insurer that workers will be driving.

6.5. Check if the workers car and your car can be used for work

If the worker is required to use his or her own car or your family car while supporting

the family member, the worker should check that:
T he or she has a current drivero6s | icence
1 the car has adequate insurance cover (see 6.4.3 Vehicle insurance)

14
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1 the vehicle is roadworthy and registered and has the correct seating and
safety restraints for the person with disability.
6.6. Check your home is a safe workplace

The family must check their home annually to ensure it is a safe workplace. The
Home Safety Checklist can be found on www.mamre.org.au

The family should inform the worker about any safety concerns they may have about
their home. For example, if the back steps are being repaired, then the family needs
to make the worker aware of any danger. The family should also check that any
equipment or vehicle that the worker may use is safe and in good repair.

It would then be very unlikely that the family is held responsible given they had made
the worker aware of any risk, and the worker had accepted to work there knowing
these conditions. Mamre has included in the support worker agreement that they
have discussed workplace health and safety issues.

Families may also need to provide workers with relevant information or training for
theirf ami | y mmeedd Ehesé smay include:

1 strategies for managing challenging behaviour or stressful situations

1 correct techniques for lifting and operating equipment.

Families must complete the Home Safety Checklist annually and rectify any
risk areas. The Checklist can be found on www.mamre.org.au

6.7. Develop the skills you need

The family should advise Mamre if they need any training or assistance to develop
the skill and capacity to direct the service and manage the funds. Mamre provides
workshops and individual assistance when the family needs it. Information about
these workshops is available on www.mamre.org.au or through the key worker.

15
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7. What a support worker needs to do

71 Sign a Statement by a Supplier Form or get an ABN

Workers should sign a Statement by a Supplier Form (See Appendix 21 Use a
Statement by a Supplier Form) or obtain an ABN (See Appendix 3 Use of ABN -
ATO requirements of a sole trader). This form is held by the family for 5 years. (Do
not send it to the ATO.)

Workers are responsible for their own taxation obligations unless they are being

empl oyed and having(PAY&Sx fApaid as you goo

7.2 Sign a Support Worker Agreement

The family and the support worker should sign an agreement which clearly describes
the tasks to be done and the money to be paid. The Support Worker Agreement
form is available at www.mamre.org.au

7.3 Obtain first aid and CPR certificate

A family may require a worker to have a current first-aid certificate and CPR training.
Workers can obtain this training through a variety of providers. See Chapter 11 1
Useful resources and contacts. Mamre advises that the cost of these checks should
be paid by the worker. This cost is tax deductible.

7.4 Obtain a current criminal history check

The family requires each worker to have a current DSQ positive notice for criminal
history screening. The forms (DSQ Form 10-1) are available from the Mamre
website www.mamre.org.au and must be sent directly to DSQ.

7.1. Check the family has WorkCover Household Insurance

The support worker should check the family has WorkCover Household insurance.
This should be noted on the Support Worker Agreement.

7.5 Check your car can be used for work

If the worker is required to use his or her own vehicle while supporting the family
member, the worker should check that:
1 heorshehas a current driverds | icence
1 the vehicle is roadworthy and registered and has the correct seating and
safety restraints for the person with disability.

7.6 Inform the family of any health or safety concerns

The worker should inform the family of any health or safety concerns they have or
might experience while working.

16
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8. What Host Families need to do

A host family provides support by inviting the family member with a disability to stay
with them for short periods of time. This support may be freely given. If so, this is a
private arrangement between the families.

The family may contract the host family to do this work. If so the host family must
do the as follows:

8.1. Sign a Statement by a Supplier Form or get an ABN

The host family should sign a Statement by a Supplier Form (See Appendix 2 i Use
a Statement by a Supplier Form) or obtain an ABN (See Use of ABN - ATO
requirements of a sole trader)

The Statement by a Supplier Form (NAT 3346) is also available at www.ato.gov.au
or www.mamre.org.au. Host families can apply to the ATO for ABN registration as
a sole trader by completing ATO form (NAT 2938) or registering online at
www.ato.gov.au.

The host family is responsible for their own taxation obligations.

8.2. Sign a Host Family Agreement

The family and the host family should sign an agreement which clearly describes the
tasks to be done and the money to be paid. The Host Family Agreement form is
available at www.mamre.org.au.

8.3. Get legal liability insurance

Mamre advises the host family to have legal liability insurance on their property. If a
host family owns their own home, legal liability insurance can be included in their
home and contents policy. If the host family is renting, they can:

1 take out legal liability insurance through a contents policy, or

1 check that the landlord has legal liability insurance.

While it is not a requirement for the host family to have legal liability insurance
in place, Mamre strongly recommends having this insurance.

8.4. Obtain first aid and CPR certificate

A family may require the primary carer of the host family to have a current first-aid

certificate and CPR training.

He or she can obtain this training through a variety of providers some of whom are
listed in Chapter 11 1 Useful resources and contacts. Mamre advises that the cost
of these checks should be paid by the worker. This cost is tax deductible.
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8.5. Check the family has WorkCover Household Insurance

The familybds WorkCover Housmahycdredofdahot ur ance ¢
family within the host familyds home. The h
WorkCover Household insurancewh i ch i ncl udes t heThiiost f amil
should be noted on the Host Family Agreement.

8.6. Obtain a current criminal history check

The family requires the primary carer of a host family to have a current DSQ positive
notice for criminal history screening. The form (DSQ form 10-1) is available from
either the family, the key worker or from the Mamre website www.mamre.org.au

8.7. Check the car can be used for work

If the host family is required to use their own vehicle while supporting the family

member, the host family should check that:

9 alldrivershavea current dr i ver élsinslranceeaver @anwren d ade g
advises that host family should have comprehensive insurance and inform their
insurer that the vehicle is being used for light work purposes.)

1 the vehicle is roadworthy and registered and has the correct seating and safety
restraints for the person with disability.

8.8. Check the home is a safe workplace

The host family should alert the family about any safety concerns they may have
about their own home.

The host family must check their home is a safe workplace annually by using the
Home Safety Checklist which can be found at www.mamre.org.au. They must also
check that any equipment or vehicle that is used is safe and in good repair.

It would then be very unlikely that the host family is held responsible given they had
made the family aware of any risk, and the family had agreed to allow the family
member to stay knowing these conditions.

8.9. Check the information on the person is up to date.

The host family will also need up-to-date information or trainingt o meet t he pers
needs. These may include:

9 strategies for managing behaviour or stressful situations

1 correct techniques for lifting and operating equipment.

1 Changes to medication.
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9. What Mamre will do

9.1 The team leader will approve the family support plan and budget

After the family and the key worker develop a budget within the six-monthly family
support plan, the team leader will approve the plan or ask for changes in order that it
complies with the program guidelines and the funds available.

9.2 The key worker can provide advice and support

The key worker is available to provide advice and support to the family as required.
The key worker is available to provide advice only to the family and the worker if
there are any issues with providing support.

9.3 Mamre can make regular and one-off transfers of funds

Mamre can transfer funds to families in the following ways:
1 regular four-weekly payments, however a longer time can be negotiated.
1 regular reimbursement of funds expended by the family
1 one-off payments as required.

The key worker must receive the original time-sheets and invoices for the
previous funds expended before the next payment is made.

9.4 Mamre can provide an update on the expenditure of their funds

At any time a family can request from Mamre a statement of income and expenditure
for their funding allocation.

9.5 Mamre can provide support directly

At any time, either Mamre or the family can cease Family Managed Funding. Mamre
will offer alternative support by Mamre staff. This will incur an administration cost.

9.6 Mamre can broker funds from and to another agency

Mamre may agree to receive funds from another service agency if the family prefers
to use Family Managed Funds rather than receive a service from that service
agency. A brokerage agreement with the other service agency outlining the quality
and quantity of service is required. This incurs a brokerage fee. The key worker can
assist with these negotiations.

Similarly, if a family prefers to use another agency, Mamre will send the funds to

them under a similar arrangement, i f the agency is aligned to
and values.
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10. Other issues

10.1 Goods and Services Tax (GST)

The family will bear the cost of GST. Therefore, if a family is buying support through
another service or agency, the family may be charged the full cost of the GST.
Families are not able to claim the input costs of GST unless they are registered for
GST.

Most workers using ABNs earn less than $75,000 thus need not be registered for
GST.

10.2 Superannuation Guarantee
Under the Superannuation guarantee, families are not required to provide a
minimum level of superannuation for employees or sole traders, unless
1 Employees are paid more than $450 in a calendar month;
1 Employees are over 18 years of age;
1 Employees are paid to do work of a domestic or private nature for more than
30 hours per week, e.g. Support worker, nanny or housekeeper. (This
condition can take precedence over the others.) (See Section 12(11) of
Superannuation Guarantee (Administration) Act 1992)

Ifa f a nsitubtiprorexquires them to pay the Superannuation guarantee, Mamre
advises them to check with the Tax Office on 13 1020 and contact their key worker.
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Mamre Association Inc

40 Finsbury St Newmarket QLD 4051

Ph (07) 3622 1222
Fax (07) 3622 1244

1428 Logan Rd
Mt Gravatt QLD 4122
(07) 3291 5888

Mamre Pave the Way
(07) 3291 5800
mamre@mamre.org.au
www.mamre.org.au

Government departments
Home and Community Care
www.health.qld.gov.au/hacc

Disability Services Queensland
www.disability.qld.gov.au

Australian Taxation Office
Phone: 132866.
www.ato.gov.au

Superannuation (ATO)
Ph 131020
www.ato.gov.au

Wages hotline
Ph 1300 369 945
www.wageline.qld.gov.au/

(. Useful resources and contacts

Insurance

WorkCover Insurance for household

workers
Ph 1300 362 128.
www.workcovergld.com.au

Work health and safety
Ph 1300 369 915.
www.dir.qgld.gov.au/workplace

Criminal History Checks
Hotline 1800 183 690
www.mamre.org.au See Family
Managed Funds for form.

First Aid Training

St John Ambulance

Ph 1300 360 455 or
www.stjohngld.com.au

First Aid International

Ph 1300 36 56 75
www.firstaidinternational.com.au

Red Cross
http://www.redcross.orqg.au/qld/
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Appendix 1

Suggested checklist of family information for the worker

T

22

General description of the person

Personality (Likes and dislikes, fears and comforts)
o Friends and family

o Food and clothing preferences

0

0

(@)

Leisure preferences
Preferred routines

Disability support needs

o Mobility

o Communication

0 Hygiene

o Safety

Medical support needs

0 Administration of medication

o Allergies

o Procedures (e.g. Oxygen therapy, PEG, Tracheotomy)

Behaviour support needs

o Current concerns around behaviour

o Behaviour support strategies i how is the person best supported to manage
their own behaviour

Specific aims of care and expected outcomes

o Connections in community

o Maintenance of regular activities (school, bank, library etc)

o Extra duties when all agreed duties have been completed (e.g. gardening,
housework)

Aids and Equipment

o Toileting and incontinence management

o0 Use of equipment (wheelchair, hoist etc)

Family Home

o Family customs and routines

0 Location of first aid kit

o Fire evacuation procedure

Family Vehicle use

0 Restraints

o Fuel

0 Breakdown assistance

Procedure for unexpected iliness

o Doctords response plan and contact detai

o0 F a mi toptackdetails
Procedure for emergencies
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Appendix 2

Use of Statement by a Supplier Form

The Statement by a Supplier Form should be completed by the worker and given to

the family if the work is wholly of a private or domesticnature ( f r om t he suppl i e
perspective).

This is likely to cover most situations within the Family Managed Funds agreements.
The family must keep this form for 5 years.

The form can be obtained from the ATO website www.ato.gov.au. Type NAT 3346
into the search box. It can also be obtained from www.mamre.org.au

The worker is responsible for their taxation obligations.

If the worker has established a business providing support to families he or she
should obtain an Australian Business Number (ABN) and become a sole trader. See
Appendix 3 7 Use of an ABN T ATO requirements of a sole trader.

If the family does not receive either a completed Statement by a Supplier form or an

ABN they are required to withhold 46.5% of the total payment it makes to the worker
for tax purposes.
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Appendix 3

Use of ABN - ATO requirements of a sole trader

If the worker has established a business providing support to families he or she
should obtain an Australian Business Number (ABN) and become a sole trader. A
sole trader is the simplest business structure and consists of an individual trading on
his or her own.

Tax file number
A sole trader uses their individual tax file number when they lodge their income tax
return.

ABN

A sole trader who is carrying on an enterprise in Australia may apply for an ABN
using an ATO form (NAT 2938) or registering online at www.ato.gov.au for their
business and use this number for all their business dealings.

Who pays income tax?

The income of the business is treated as the
solely responsible for any tax payable by the business. This means that, after

deducting allowable expenses, such as mobile phone usage, special clothing, they

include all their business income with any other income and report it on their

individual tax return.

Sole traders pay the same tax as individual taxpayers, according to the marginal tax

rates. I ndi vi dual s who are Australian resident s
earn. This is called the tax-free threshold.

GST
A sole trader is required to be registered for GST if their GST turnover is $75,000 or
more. This is not likely to be required by support workers.

Superannuation

Sole traders are responsible for their own superannuation arrangements and may be
able to claim a deduction for personal superannuation contributions.

They are eligible for a superannuation guarantee of 9% if they work more than 30
hours a week with a family.

Invoices

A sole trader is required to provide an invoice with name, address and ABN date
description of service and cost. If the worker does not provide an ABN or a
Statement by a Supplier Form, the family is obliged to withhold tax (46.5%) unless
the amount is under $75.00.
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Appendix 4

ATO process for registering PAYG withholding for household employees

Step 1 Register for PAYG withholding

If you are not already registered for withholding, you should apply to register by the

day on which you are first required to withhold an amount from a payment.

You can register by completing the Add a PAYG Withholding Account form or by

phoning 13 28 66. When this form is processed you will be issued with a Withholding

Payer Number (WPN).

For more information see the Registering for PAYG Withholding fact sheet.

Step 2 Employees to complete declarations

Each employee needs to complete a Tax file number declaration (and a

Withholding declaration, if applicable, to claim a rebate or a family tax benefit or

to advise changes in terms of residency status and the tax-free threshold). These

forms are available from most newsagents or by phoning 13 28 66.

You need to complete the payer section of the Tax file number declaration, send

the original to the Tax Office within 14 days and retain a copy for your records.

Step 3 Withhold amounts from payments

The amount you are required to withhold from a payment must be in accordance with

the PAYG withholding tax tables published by the Tax Office. The tax tables are set

out in weekly, fortnightly or monthly schedules. They are available from most

newsagents or by phoning 13 28 66 or available from

http://www.ato.gov.au/businesses/content.asp?doc=/content/33279.htm). The

information on the declarations will tell you which column on the tax tables to use.

If your employees have not provided you with a Tax file number declaration, you

must withhold 46.5% of the payment. However, where the taxpayer has indicated on

the form that they have lodged an application or inquiry for a tax file number with the

Tax Office, you are not required to withhold at 46.5% for the first 28 days.

Step 4 Reporting and paying the amounts withheld

Once you are registered for withholding, the Tax Office will send you an activity

statement, usually on a quarterly basis.

You will need to:

1 complete the activity statement and return it to the Tax Office with any amounts
withheld from payments to your employees

1 provide each employee with a PAYG Payment Summary - Individual Non
Business by 14 July after the end of each financial year (or earlier if requested)

T complete an annual report and send it to the Tax Office by 14 August after the
end of each financial year. This report consists of a PAYG payment summary
statement, together with Tax Office copies of all the payment summaries the
family have issued for that financial year.

1 keep copies of all records for five years.
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Appendix 5

Recommended Rates of Pay (as of January 2010)

Mamre advises that families should negotiate payments which reflect the type of
work to be done. For direct disability support, Mamre expects families to pay
workers at casual rates according to the award used by Mamre support staff.

The current rates of pay can be found on www.mamre.org.au Go to Service>Family
Managed Funds.

Suggested pay levels for a worker in the family home and community

Home personal care worker (in home support) - casual DSWA 2.1

DSWA 2.2
Community Support Worker Level 1 casual DSWA 2.1
Community Support Worker Level 2 - casual DSWA 3.1

For further information on the Award, contact your key worker or use or contact
Mamre on 3622 1222 or mamre@mamre.org.au
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Checklist

Family

Have you:
completed the Family Support Plan and budget with the key worker?
obtained WorkCover Household insurance and given the policy number to your key
worker? (This is mandatory)
checked whether you have current Legal Liability Insurance?
informed your insurer that workers may drive your vehicle?
completed the Home Safety Checklist and rectified any areas that may be of risk to
your family or the worker? (This is mandatory)
signed a support worker agreement with each of your workers?
sighted each support workerd ©SQ positive notice card or ensured they have
submitted an application for criminal history screening to DSQ.
given bank account details to the key worker? (A separate bank account is
recommended for larger sums of money.)

Worker

Have you:
signed a support worker agreement with the family?
obt ai ned an ABN or signed a fAStatement of Sup
obtained current first aid and CPR training if required?
obtained a current DSQ positive notice card?
checked your vehicle is roadworthy, registered and has the correct seating and
safety restraints for the person with disability?

acurrent drifrequire@d> | i cence
Host Family (Primary Carer)
Have you:

signed a host family agreement with the family?
obt ained an ABN oensighe8B8upphBendemorm and gi
Checked the family has WorkCover Household insurance which includes the host
famil yobs home?
obtained current first aid and CPR training if required?
obtained a current DSQ positive notice card?
checked whether you have current Public Liability Insurance?
completed the Home Safety Checklist and rectified any areas that may be of risk to
your family or person staying with you?
checked your vehicle is roadworthy, registered and has the correct seating and
safety restraints for the person with disability?
acurrent drifrequire@d® | i cence
Key Worker
Have you:
completed the Family Support Plan and budget with the family?
given the family the Family Managed Funds Handbook and Mamre Invoice Book?
obtainedthe policy number of the familydés WorkCov
received copies of the Support Worker and Host Family Agreements?
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