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ASES- Certificate Level
Staff Responsibilities
SELF ASSESSMENT 

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

	C.2.3
	Data and Knowledge Management Standard
	
	

	C.2.3.1
	What sort of data is collected and used in your organization? Describe some of the ways you collect and use data in the course of your work.

	
	

	C.3.2
	Asset and Physical Resource Standard
	
	

	C.3.2.4
	How does your organization attempt to reduce its impact on the environment?

	
	

	C.4.1
	Human Resources Standard
	
	

	C.4.1.2
	Describe the orientation process used for new team members.  
· How are they helped to integrate quickly?
· How do they learn about their rights and responsibilities?
· How do they understand how the team is structured?
· How do they learn the organization’s standards for planning and record keeping?

	
	

	C.4.1.4
	Is there a document that defines the organizations values and standards of behavior for its staff?  

What is used to communicate expectations around child safety and wellbeing?

	
	

	C.4.1.5
	Where do staff (and volunteers) go to find their rights and responsibilities whilst working for the organization?

	
	

	C.4.1.7
	Describe any practices the organization undertakes that supports work/life balance for you.

	
	

	C.4.1.9
	Describe some of the processes used to support your continued professional development and ensure you achieve the highest standards of practice.

	
	

	C.4.2
	Workplace Health and Safety Standard
	
	

	C.4.2.5
	What makes this a healthy workplace for you?

	
	

	C.4.3
	Diversity and Inclusion Standard
	
	

	C.4.3.1
	Describe some ways in which this organization embraces diversity of all kinds.  How is this evident?


	
	

	C.4.3.3
	Is this organization culturally safe for staff and clients?
How is this achieved here?

	
	

	C.5.2
	Teamwork Standard
	
	

	C.5.2.1
	Describe some of the ways staff collaborate here.  How is this supported and encouraged by the management?


	
	

	C.6.1
	Communication Standard
	
	

	C.6.1.3
	Describe some of the ways communication happens inside the organization.

How do you communicate with external partners and stakeholders?

	
	

	C.6.1.4
	Do you attend regular meetings with other team members?
· How are they planned/notified?
· Are they minuted?
· How are the outcomes, actions etc communicated to you?
	
	

	C.8.2
	Consumer Feedback and Complaints Standard
	
	

	C.8.2.4
	Describe how a consumer complaint would be handled in this organization.

If a client told you they were unhappy with the outcome of your complaint handling, what would you do?  What are their rights?
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