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ASES- Certificate Level
Manager Responsibilities
SELF ASSESSMENT 

	Std Ref
	ASES Governance Related Requirements
	Do we do this?
Yes / No
	Title of Document or location of evidence

	C.2.2
	Policy and Procedures Standard
	
	

	C.2.2.4
	How are policies and procedures reviewed?  How are opportunities for improvement identified and managed?


	
	

	C.2.2.5
	How could you demonstrate that policies are routinely followed?  What are some of the records kept that show the organization meets its legal obligations?

	
	

	C.2.2.6
	What records are held by the organization?  (e.g. Clinical, financial, operational.)  Where are they kept?  For how long?  Where can you find out how long records are meant to be kept?

How do you know the policies and procedures you use are current and have been recently reviewed?

	
	

	C.2.2.7
	Describe how the organization ensures the privacy rights of clients are met.

	
	

	C.2.3
	Data and Knowledge Management Standard
	
	

	C.2.3.3
	How is client information collected and managed?  Where is it stored?  How is it kept secure?  Do you use client data in any way to inform policy and decision making?

	
	

	C.2.3.4
	How is client and organization data protected from data breaches and cyber attack?  What is the plan if client data is disclosed? 

	
	

	C.2.4
	Risk Management Standard 
	
	

	C.2.4.3
	 How are incidents and near misses treated in the organization?  (Consider across all areas of risk; HR, IT, Financial, WHS, Consumer safety, Contracting, Brokerage, Infection control, disasters and clinical management)
· How are they recorded and reported?
· Are they investigated?
· Who is involved in follow up?
· How do you use the information collected about incidents?
	
	

	C.2.4.4
	Are risks for different types of service users managed/mitigated differently?  Consider the different types of service users you have and give examples of some of the risks identified for them and how they are managed.

	
	

	C.2.4.7
	What sort of regular checks are made in the organization to ensure risk is minimized?  

	
	

	C.3.2
	Asset and Physical Resource Standard
	
	

	C.3.2.3
	Consider some of the organization’s physical assets (eg. Buildings, cars, equipment).  How are they managed to ensure they are safe, effective and efficient?


	
	

	C.4.1
	Human Resources Standard
	
	

	C.4.1.1
	Describe how new staff and volunteers are recruited, selected and appointed.  Is this process documented?
Explain how the organization addresses:
· legal requirements (eg. Equal opportunity, child safety, consumer rights)
· ensuring appropriate qualifications skills and experience
· documentation of terms of employment


	
	

	C.4.1.3
	Documented role descriptions include individual accountabilities and responsibilities and are:
• provided for all staff and volunteers
• subject to regular review to ensure they accurately reflect position expectations.

	
	

	C.4.1.6
	In what ways does the organization demonstrate its commitment to equal opportunity?  (Consider not only recruitment but access to training and promotion and work conditions for existing staff members.)

	
	

	C.4.1.8
	How is performance review and professional development approached in the organization?  Are there examples of how the system has supported growth and/or improvement at a personal or organizational level?

	
	

	C.4.1.10
	What training is mandated in the organization?  How does the organization ensure it is up to date on mandatory training requirements?  How does it monitor this for staff?

	
	

	C.4.2
	Workplace Health and Safety Standard
	
	

	C.4.2.2
	What are the high risk Workplace Health and Safety issues in this organization?  How are they managed to reduce risk?


	
	

	C.4.2.3
	Do your Work Health and Safety practices include:
· Controls for all staff and visitors to your sites
· Ensuring a safe environment for all staff, volunteers, clients and visitors
· Clear communication of responsibilities and rights of all involved
· Incident and near miss reporting and analysis
· Appropriate training
· WHS claims management process

	
	

	C.4.2.4
	How do you ensure that the organization complies with its own policies regarding WHS?  What internal and external checks are undertaken?

	
	

	C.4.3
	Diversity and Inclusion Standard
	
	

	C.4.3.2
	How does the organization ensure Staff and Volunteers are culturally capable?

	
	

	C.4.3.4
	How might this organization demonstrate it has met a high standard of diversity, inclusion and cultural safety?

	
	

	C.5.2
	Teamwork Standard
	
	

	C.5.2.2
	Give some examples of how specific collaborative activities amongst the team support some of your organizational goals.

	
	

	C.6.1
	Communication Standard
	
	

	C.6.1.1
	Which target groups does the organization communicate with?  When and how?


	
	

	C.6.1.2
	Give some examples of how communication is succinct and free of jargon.

	
	

	C.6.1.7
	Explain under what circumstances you might share client information, and what procedures are followed to support safety and confidentiality.

	
	

	C.7.1
	Outcomes Monitored Standard
	
	

	C.7.1.1
	What methods or information do you use to ensure that your service is responsive to the needs of clients and the community?

	
	

	C.7.1.4
	What would you use to demonstrate that your organization has achieved its stated objectives?  Are there some examples that show the effectiveness of the service?

	
	

	C.7.1.5
	Where might you see ongoing monitoring of outcomes, and evidence that it has been used to make improvements to the service?

	
	

	C.7.1.6
	What are some of the standards you aim to meet in providing your service?  How do you monitor this to ensure you maintain the standard?

	
	

	C.7.1.8
	How would you demonstrate that service provision and practice is person centered with a focus on needs, goals and preferences of individual consumers. This includes:
• dignity, respectful and supportive care
• social support
• inclusive and accessible environment
• privacy and confidentiality
• self determination
• communication

	
	

	C.8.1
	Consumer Engagement Standard
	
	

	C.8.1.2
	Do consumers/clients have input into the planning and design of your service in any way (individual or organizational)?  How is this managed?

	
	

	C.8.1.7
	How do consumers/clients in your service know that they have a right:
• be safe culturally, physically and psychologically
• determine their care needs and goals
• advocacy
• enter services, exit and be referred to another services
• make decisions about things that affect them
• practice their culture, spirituality
• make own life choices
• provide feedback free from repercussions.

	
	

	C.8.1.8
	How do your clients/consumers know what service standards they can expect from your organization?  Where and how is this communicated to them?

	
	

	C.8.2
	Consumer Feedback and Complaints Standard
	
	

	C.8.2.2
	Describe how a complaint to the organization from a client or consumer would be managed.  Include how this is communicated to the complainant, and how it is recorded and addressed within the organization.
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