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Welcome to CPEC 
 

CPEC is the only specialised centre of its kind in Australia.  We support people with cerebral palsy and 

similar conditions and our unique programs and services are literally ‘Learning for Life’. 

 

CPEC currently supports over 200 NDIS participants including children, teenagers and young adults 

with cerebral palsy and similar conditions across our Early Intervention, Individual Services, School 

Services and Extended Education services.  We are based in Glen Waverley, Melbourne, and support 

participants - children and young people from across Victoria, as well as accepting interstate and 

international families who come to Melbourne to receive specialist services from us. 

 

People and their families learn skills and strategies that they can incorporate into all aspects of their 

daily lives.  This helps every person feel valued, become more involved in their community, and 

improves their future employment and independent living opportunities. 

 

The value of these skills cannot be underestimated. 

 

CPEC is a not-for-profit charity with over 30 years of experience and is a registered NDIS Provider. 

The organisation is managed by a Board of Directors and all fees and monies generated through 

services provided or fund raising events is returned for the benefit of all people attending the Centre. 

 

We welcome you to become a member of the association and join the Board of Directors. 

 

We have experienced occupational therapists, physiotherapists and speech pathologists who will 

support and guide you through CPEC services.  A full description of the services available is included in 

this booklet. 

 

We wish to work collaboratively with you on your journey to gain the skills for a happy and fulfilled 

life.  We take a holistic “wrap around” team approach which includes the parents and extended 

family as knowledgeable and skilled partners.  

 

It is essential that you read this Participant Information Booklet and if you have any concerns or 

where we can be of further assistance please talk to me. 

 

I would like to personally welcome you to CPEC and assure you that our staff will support and work 

with you and your family so that you can live life on your terms. 

 

Yours sincerely 

 

Claire Cotter 
 

Claire Cotter 

CEO   
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Contact Details & Key Contacts 
 

Phone Number (03) 9560 0700 

Fax Number (03) 9560 0669 

Website www.cpec.org.au 

Address End of Beacon Street, Glen Waverley, VIC 3150 

CEO Claire Cotter: claire.cotter@cpec.org.au 

Intake Coordinator intake@cpec.org.au  

Reception  reception@cpec.org.au  

Accounts & Finance accounts@cpec.org.au  

Family Services Coordinator services@cpec.org.au    

 

WORKSHOPS  

 

Key contact person is:      Email:     

 

 

Their role is to 

 help coordinate the delivery of your NDIS  services

 is the ‘go to’ person for any of your everyday concerns 

 assists with your transition into local community services e.g. day care, kindergarten to school 

and any paperwork and funding applications

 assists in referring you to other organisations for services we are unable to provide e.g. childcare, 

respite, community access to swimming and sports etc

 communicates with other professionals and people providing support to you, if you choose

 takes a lead role in sharing information with other members of your team

 makes sure you have information, resources and support

 supports you and your family to know your rights, be more confident, and do the things you 

want to do 

 

 

 
 

 

 

Office Hours 
The Centre’s office hours are 8.30am – 5:00pm Monday to Friday. 

 

 Participant’s therapy team  

 
Physiotherapist:   …………………………………………………  Email ………………………………………………………………. 

 
Occupational Therapist:  ………………………………………  Email ……………………………………………………………… 

 
Speech Pathologist:  …………………………………………….  Email ……………………………………………………………… 

http://www.cpec.org.au/
mailto:claire.cotter@cpec.org.au
mailto:intake@cpec.org.au
mailto:reception@cpec.org.au
mailto:accounts@cpec.org.au
mailto:services@cpec.org.au
https://www.hwns.com.au/Disability-services/Children-s-services/Early-intervention-services/About-our-early-intervention-services-/about-our-early-intervention-services
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Vision, Mission, Values and Association Purposes 

 Vision People with cerebral palsy and their families living life on their own terms 

 Mission Equip people with cerebral palsy and their families with the knowledge, skills and  

support they require to meet their goals and actively participate in life 

 Values 

• Family centred practice 

• Autonomous Communication 

• Belief that every person can learn 

• Evidence-informed practice 

• Self knowledge and empowerment 

• The experiences of role models and mentors for people, families and staff 

 

 

 Association Purposes 

The purposes of the association are to: 

1 Advance the education and welfare of people with cerebral palsy, developmental or movement 

disorders or similar neurological conditions and to provide them with the skills needed to 

participate in life to the best of their ability.   

2 Provide intervention services to people with cerebral palsy, like disabilities and/or 

developmental delays in partnership with their families, which: 

(a) provide those people with information, strategies, experiences and structured education 

opportunities that promote competencies that enable them to participate meaningfully in 

home and community environments; 

(b) assist those people and their families achieve the goals they determine necessary to 

further the person’s learning, development and functional outcomes; 

(c) empower those people and their families by building their knowledge, skills and capacity 

around learning, development, communication, functional outcomes, advocacy and 

navigation of education, health and disability systems; and 

(d) accord with contemporary evidence based practices; 

3 Provide intervention services based on the framework of conductive education and current 

evidence based practices 

4 Influence and advocate effective social policy and government decision making on disability 

intervention; 

5 Develop community capacity and knowledge by: 

(a) providing information and training to the communities who support these people;  and 

(b) supporting opportunities for these people to engage with their peers; 

6 Engage in research and business opportunities that support the purposes of the association; and 

7 Anything ancillary to the Purposes referred to above. 
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CPEC Services 
CPEC supports participants through group programs and individual therapy sessions, on-site at CPEC 

and at participant’s homes, schools, kindergartens and community locations.  This comprehensive 

approach ensures all aspects of the participant’s daily life is considered and integrated into their 

support structures. 

 

CPEC is a transdisciplinary service, meaning we bring specialists from different fields together to 

support each participant.  Our transdisciplinary teams are made up of physiotherapists, occupational 

therapists and speech pathologists. 

 

CPEC uses the model of conductive education to support our services.  Conductive education is 

designed to support the learning process of people with motor disorders such as cerebral palsy.  It 

can help people improve the control and coordination of their movements and give them greater 

independence and functionality across all areas of their life.   

 

It is a learning process that views the person as a whole rather than individual parts or symptoms.  It 

teaches each person to learn how to learn and move to the best of their ability and each person is 

taught to be actively engaged in their own goals, building their self esteem and their view of 

themselves as a “can do” person. 

 

This method of education provides a person/participant centred support focusing on the individual; 

providing therapy services that support both the participant to meet their functional outcomes and 

the family to gain confidence in order to live the best life.  It is an approach that incorporates many 

different strategies from a range of specialist knowledge that is available to assist people with 

cerebral palsy and similar disabilities.  CPEC’s therapists are trained in the latest current knowledge, 

research and developments in this field and constantly explore strategies including specialized 

equipment (assistive technology) that comes onto the market. 

 

 Early Intervention Services 

These services are for participants aged 0-6 years old and involve group programs, individual therapy, 

home and community based support, and assistance with transitioning to school.  They cover all 

aspects of a participant’s life and needs.  We work with each family to identify the participant’s 

individual needs and goals, problem solve together the strategies which will enable successful 

learning and work with the participant and family to integrate these strategies into everyday life. 

 

Parents or participants who have access to National Disability Insurance Scheme (NDIS) government 

funding are welcome to apply it towards our Early Intervention Services.  You will be informed of 

service fees on entry to the service – they are aligned to the NDIS Price Guide and updated 

accordingly.  

 

 Individual Services 

These services are for participants of any age and offer individual physiotherapy, occupational 

therapy and speech pathology. 

 

http://www.ndis.gov.au/
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 Extended Education Services 

These services are for participants attending mainstream primary and secondary schools and more 

recently, for adults.  It involves group therapy focused on learning and maintaining movement skills, 

and group therapy focused on communication skills. 

 

Group programs are held online, at CPEC or in a community location, and run after school hours.  

These groups are an opportunity for students to further develop their fitness, wellbeing, 

communication, community access skills and life skills. 

 

 Individual therapist visits to kindergartens, daycare centres, schools and other 

community locations 

Our occupational therapists, physiotherapists, and speech pathologists visit kindergartens, daycare 

centres and schools to assist the participant and education staff with access to play, curriculum 

adjustments, inclusion strategies, learning techniques, interactions with peers and environment 

modifications.  

 

 Intensives 

An intensive is a week of daily, 1 hour therapy sessions held at CPEC from Monday-Friday for one 

week during the school holidays.  It is designed to work on specific goals that a participant may have. 

Each participant’s intensive week looks slightly different depending on the types of therapy they wish 

to access, the goals they have and their funding. 

 

Some options can include:  

 1 hour each day of one therapy e.g. OT each day 

 2 hours back to back with two different therapies e.g. PT then SP or OT then PT,  

 1 hour joint session each day e.g. OT/SP each day 

 2 hours back to back with a Speech Pathologist joining one of the sessions, alternating each 

day e.g. PT/SP then OT only on Monday, PT only then SP/OT on Tuesday.  

 

 Exopulse Mollii Suit 

CPEC has access to the new Swedish designed “exopulse mollii suit” specifically designed for people 

with cerebral palsy and similar neurological conditions which uses electrodes to stimulate movement 

and relax the muscles which are tailored to each person’s needs.  With regular use, the participant 

can increase their range of movements and do so with more comfort.  By improving their muscle 

tone, the suit can assist the wearer gain more control over actions such as sitting, reaching, standing 

and walking. 

 

Exopulse is a suit consisting of a pair of trousers, a jacket and a detachable control unit.  The Exopulse 

garments include 58 imbedded electrodes, positioned to stimulate 40 key muscles in the body.  

Through a low frequency electro-stimulation, Exopulse relaxes spastic, tense and aching muscles 

safely and simply.  Programmed after each person’s needs, Exopulse prevents and counteracts 

different forms of muscle shortening and rigidity, and helps the user regain control over muscle 

tension.  In addition, through electro-stimulation settings, the suit can facilitate the activation of 

muscles, and thereby may facilitate muscle contractions.   
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Speak to your therapist about this new intervention service which is designed for use at your home. 

 

 Other Services 

 Psychology – CPEC is affiliated with two specialist psychology services 

 Equipment Loan Library 

 Specialist Assistive Technology and Equipment Providers 

 Parent Training Sessions 

 Mentoring 

 

Entry Conditions 
In order to receive individual or group programs therapy services, the participant/family must: 

 Have a physical disability of neurological origin as the primary disability;  and 

 Provide the participant’s immunisation status. 

 

Once these conditions have been confirmed and the Service Agreement finalised, the Intake 

Coordinator will advise your first appointment. 

 

Service Agreements 
Under the NDIS Terms of Business, all services provided to a participant/family must be documented 

in a “Service Agreement” which is a legal document clarifying the support and services CPEC has 

agreed to provide to the participant/family. 

 

Both CPEC and the participant/family are obligated to sign this agreement within two weeks of the 

document being agreed.  This agreement forms the basis of a “Service Plan” which outlines the goals 

and other activities required to meet the goals and aspirations of the participant/family. 

 

When the services required are confirmed with the participant/family, the service agreement is 

updated and sent electronically to the participant/family via “DocuSign”. 

 

The participant/family can: 

 Review and alert CPEC of any changes in details/services that are incorrect e.g. name spelt 

incorrectly, plan dates have changed, etc; 

 Review the CPEC terms and conditions of service, the NDIS pricing policy and the Family 

Information Handbook. 

 Complete updated consents - multimedia, 3rd party, telehealth, etc; and 

 Complete the document by signing and clicking “Finish” which will automatically send it back 

to CPEC. 

 

When the service agreement is completed by the participant/family it returns to CPEC for processing 

– this can take up to a week to complete.  Once completed, the participant/family will be sent a PDF 

copy of the agreement, the CPEC terms and conditions of service, the NDIS pricing policy and the 

Family Information Handbook for their records. 

 

 



 
 

 Participant Information Handbook 

September 2021 Page 9 of 34  
 

Legal Rights & Responsibilities 
CPEC follows the Victorian Charter of Human Rights and Responsibilities Act 2006 (the Charter) which 

sets out the basic rights, freedoms and responsibilities of all people in Victoria.  The Charter contains 

20 rights that reflect four basic principles of Freedom, Respect, Equality and Dignity.  For further 

information refer to CPEC’s Legal and Human Rights Policy included on CPEC’s website. 

 

Rights of All CPEC Participants 

Apart from the rights described above, participants have the following rights: 

 Access – a right to access CPEC services. This includes assistance to access community services, 

equipment and funding.

 Safety – a right to receive safe and high quality personalised service and support.

 Respect – a right to be shown respect, and to be treated with dignity and consideration.  A right 

to receive care in a way that respects your culture and values.

 Communication – a right to be consulted and collaborate in the process of developing service 

plans, equipment options and costs in a clear and open way.  A right to utilise an interpreter if 

required.

 Participation – a right to be included in decisions, ask questions and to make choices about the 

priorities for your therapy.

 Privacy – a right to privacy and confidentiality of personal information, except where it is 

required by law to provide it.  A right to choose whether to be included in photography, 

educational resources or promotional material.

 Membership – a right to apply for membership of the Association of CPEC upon signing a service 

agreement.

 The following Policies and Procedures are available on CPEC’s Website:

 Early Childhood Supports Policy

 The Child Policy

 The Family Policy

 Inclusion Policy

 Collaboration Policy

 Capacity Building Policy

 Evidence-Informed Practice Policy

 Outcome Based Approach Policy

 Incident Management Policy 

 Feedback/Complaints Policy

 Information Management Policy

 

These documents outline in more detail the “rights” of participants and their families and the 

associated procedures.  

 

Responsibilities of All CPEC Participants/Families 

 To support the purposes of the Association and comply with CPEC’s Constitution.

 To ensure payment of invoices due to CPEC are completed in a timely manner whether under 

NDIS or private funding. 

 Invoices:  Invoices are emailed to the parent/guardian/participant.  If you receive an invoice 
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that you feel is incorrect in any way, it is your responsibility to contact us to let us know so 

that any necessary changes can be made. 

 Funding Streams: If you are using a funding stream i.e.  NDIS, it is your responsibility to 

monitor your balance to ensure you have enough funding remaining to cover your 

undertaken or requested services.  If you receive services that you do not have funding to 

cover, as per your service agreement you will be required to make payment for the invoice 

privately.

 To be courteous and respectful to all staff, volunteers, visitors and other participants and their 

families regardless of age, ethnicity, experience, or other factors.

 To be considerate and respectful of the confidentiality, privacy, wellbeing and legal rights of 

everyone involved with CPEC, in particular participants, their families and staff members.  This 

includes the use of social networking sites and other information technology mediums.

 To respect the boundaries of staff, in particular their caseloads, working hours and the 

illegal/unauthorised publication of the therapist’s image/s on social media platforms. 

• To not provide/refrain from disparaging, abusive or aggressive comments or remarks about CPEC 

Staff or Supports provided either directly to the Staff or on any social media platform.   

• Prevent/Restrain other members of the participant’s family from abusing or providing 

disparaging comments about CPEC or the Supports delivered either directly to CPEC Staff or on 

any social media platform.  This is considered to be abuse and may result in the reduction in the 

type of Supports delivered or suspension or termination of any Service Agreement. 

 To actively participate in the sharing of information with the CPEC team and in the consultative 

decision-making processes regarding you or the participant.  We ask that you inform staff if you 

or the participant is receiving any other therapy from clinicians outside CPEC, to assist 

collaborative information sharing.

 To utilise the strategies learned from CPEC in all settings you or the participant attends, such as 

home, kinder, school and other settings such as gyms, day programs etc, and to raise any 

concerns with the team supporting the participant.

 To commit to training others involved in the participant’s care, for example other family 

members or carers not already directly involved with CPEC.

 To actively participate in the learning opportunities provided by CPEC, within the individual and 

or group services, on home visits and via attendance at parent education sessions.  It is essential 

to attend those specific parent education sessions designated by your team to ensure the best 

outcomes for the participant. 

 To attend all group sessions each term, arrive promptly to session start times or make a timely 

phone call if not attending.  These actions respect other parents, participants, students, adults 

and staff.

 To advise staff if you have any specific cultural or linguistic requirements, or require information 

in another language or require a translator for your therapy sessions. 

 To look after CPEC owned equipment and return it clean and with all parts intact.

 To provide a safe environment at home for visiting CPEC Staff, including the appropriate restraint 

of animals.  

 To ensure that other home users and extended family members or visitors are courteous and 

respectful to staff at all times.

 To ensure that if you require letters or paperwork to be completed by staff, you give at least one 
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week’s notice to allow for preparation time.

 To participate where possible or where required in vital fundraising and volunteering for the 

CPEC organisation.  This assists CPEC in providing quality therapy services for all participants.

 To ensure that in exercising your rights, you do not restrict the rights of others.



Cultural Diversity 
It is fully understood and recognised by all staff that different cultures may often have differing 

requirements in relation to interpersonal interactions including the use of touch, dress, food and 

eating. 

 

CPEC has an open door policy and a continuous dialogue with participants about their requirements 

in relation to their cultural background and how it will impact on the delivery of therapies that will 

teach life time skills.  If you have any specific cultural requirements, please talk to your therapist or 

the CEO. 

 

Linguistic Diversity 
CPEC values communication in any form.  All attempts are made to ensure that any participant, 

parent or extended family member is able to communicate in the most effective manner possible.  

For families/participants from a non-English speaking background, either when requested by a 

parent/nominee/participant or when a therapist believes that the parent/nominee/participant 

requires communication in their first language, an appropriate interpreter will be engaged who 

speaks the appropriate first language. 

 

Communication 
At CPEC, we recognise that effective communication is vital for the participant/family and to ensure 

that the participant/family gains from the support provided by CPEC. 

 

 Parent Information Sessions 

CPEC runs Parent Information sessions throughout the year.  These information sessions cover 

information about cerebral palsy, CPEC, communication systems for those participants with complex 

communication needs, school preparation and back care for parents, preparation for kindergarten, 

day care and school, and more.  These sessions are advertised through the online Newsletter and on 

Notice boards. 

 

 Newsletter 

Our online Newsletter provides a forum for participants, parents, therapists and others in the 

community to present items of common interest.  The Newsletter contains upcoming events and 

important information about CPEC activities.  Paper versions of the Newsletter are available from the 

Centre Reception upon request. 
 

 Schools Training Workshops 

Workshops are provided throughout the year covering a variety of topics to train staff in schools on 

strategies to support your student.  Information about these sessions is sent out mid-February to all 

schools that are attended by students associated with CPEC, as well as across Victoria, and the 
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information is available on CPEC website.   

 

These sessions are also available for parents to attend.  Register online through the CPEC website. 
 

 On-site workplace training for Childcare & Kindergarten Carers/ Workers  

If parents of participants with complex needs, or employees at childcare centres/kindergartens 

engaged in caring for these participants, would like to have on-site training, conducted by CPEC’s 

expert and highly experienced therapists, this can be arranged, however, it is essential that the 

parent and Centre/Kindergarten collaborates with CPEC about who is covering the cost and a quote 

PRIOR to any arrangements being made. 

 

Absences 
Regular attendance is encouraged.  All absences will be recorded to enable planning for future 

activities and/ or programs for the participant.  Please notify CPEC if you are unable to attend your 

appointment or group program and explain the reason i.e. illness, holidays, etc.  

 

 The specific details of costs related to being absent from a therapy session is detailed in the Service 

Agreement. 

 

Family Involvement & Feedback 
All families/participants are welcome to bring other family members, grandparents, friends, family or 

independent advocates or other support people to any services provided by CPEC, and they are all 

welcome to visit the centre to see the range of services provided. Please talk with your therapist to 

book in their visit prior to the appointment. 

 

We welcome family involvement at CPEC and you are encouraged to provide suggestions and 

feedback about the services or support we provide.  If you have any concerns or suggestions, there 

are several ways to share these including: 

 Speaking directly with your therapist;

 Speaking with the Family Services Coordinator; or

 Making an appointment with and speaking to the CEO or General Manager; 

 Feedback and Complaints form available on the website, reception or attached in this booklet. 

 

Privacy and Confidentiality 
CPEC only collects personal information for purposes that are directly related to supporting its 

services or activities, and only when it is necessary for or directly related purpose/s. 

 

The purpose/s may include the following: 

 Information of participants, parents, guardians and carers is collected for the primary purposes 

of providing education and therapy services; 

 the implementation and administration of services and support; and 

 health and safety related to families and participants. 
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The nature of the personal information CPEC collects and holds may include:  

 

Family Name Gender Address Phone Numbers 

Email address Date of Birth Centrelink CRN NDIS Number 

NDIS Plan Medicare Number Custody Arrangement Cultural Beliefs 

Participant Name Gender Address Therapy details 

Immunisation Status Clinical Notes Medical Details Other relevant facts 

 

This personal information is stored in CPEC’s Client Management System called “Lumary” which is 

only accessible by CPEC staff and is password protected. 

 

 Access and Correction 

Participant/family personal information may be requested and reviewed at any time.  CPEC will work 

with staff, families, participants, guardians and carers to ensure that personal information is accurate, 

complete and up to date.  If any of your personal details change, please contact CPEC to ensure your 

details are up to date. 

 

 Disclosure 

CPEC will only disclose personal information for the purpose for which it was collected.  CPEC may 

disclose personal information about the family or participant to child protection agencies or family 

support agencies when CPEC reasonably believe that a participant is at risk of significant harm, as 

required by CPEC’s Policy, mandated reporting requirements and associated attachments. 

 

CPEC will not release any information to a third party without the participant’s consent unless there is 

a statutory or legal requirement, or in order for CPEC to meet its service provision responsibilities. 

 

 Non-disclosure of Information 

A person/family, participant may choose not to disclose personal information to CPEC employees. 

CPEC employees will act strictly in accordance with this requirement and will discuss the reasons for 

seeking to collect the personal information, including the consequences of not providing personal 

information, or providing incomplete or inaccurate personal information, which may affect the 

services CPEC can provide. 

 

 Disclosure of information to a third party 

CPEC will not otherwise disclose personal information to a third party for any other purpose without 

the staff member or participant/family consent unless it is authorised or required by law. 

 

We value your privacy.  All personal information is seen and recorded only by CPEC staff.  The 

collection of the above detailed information and acceptance by the participant/family will be 

discussed at the time of completion of the service agreement.  For more information, please review 

the Privacy and Confidential Policy on the website. 
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Participate and Support Us 
CPEC is managed by a Board of Directors.  We value the input and contributions of all parents, 

participants, extended families and carers and the perspective they provide to the services and 

support offered by CPEC, so please do consider becoming involved.  If you are interested in becoming 

an association member or joining the Board, please speak to the CEO. 

 

Multi-Media Consent 
During your time at CPEC photographs and video may be taken of you for the following purposes: 

 Clinical reasons for the purpose of documenting and monitoring a person’s development; 

 Educational reasons; and  

 Fund raising and marketing purposes. 

 

You have the choice to be included in any or all of the above purposes.  This will be determined at the 

time of the service agreement. Your videos and photographs will be used solely for the purposes of 

the signed permissions given by you.  You have the right to change your consent of any multi-media 

activity at any time and you need to inform your therapist if this consent changes.  This change will be 

documented in your file. 

 

Violence, Abuse, Neglect, Exploitation and Discrimination 
Every person has a right to live a life free from the fear of violence, abuse, harm, neglect and 

exploitation regardless of their gender, age, disability, background and any other characteristic.  CPEC 

is committed to ensuring the safety and wellbeing of all participants is supported at all times and in all 

locations where CPEC provides supports and services. 

 

CPEC has policies related to these matters which are available from your therapist, including: 

 Abuse, Neglect and Exploitation Policy 

 Legal & Human Rights Policy 

 Participant Rights Policy 

 Prevention of Sexual Exploitation and Abuse Policy 

 Zero Tolerance Policy 

 PROTECT Policy 

 Fact Sheet for Parents – Page 30 

A fact sheet for Parents from the PROTECT Framework - “Protecting Children from Abuse: For 

Families (Early Childhood)” has been included in this document on page 30.  This document includes 

advice and key contact details if you suspect that your child has been abused. 

 

Where allegations of violence, abuse, neglect, exploitation or discrimination have been made, the 

participant/family may wish to use an independent advocate and can access these through the 

following services: 

 

 Listing of Disability Advocates across Victoria 

 Independence & Dignity in Accommodation Inc 
Housing issues for all people with disabilities living in Victoria, with a specialisation for those with intellectual 

disability MELBOURNE, 3000 

https://disabilityadvocacyfinder.dss.gov.au/disability/ndap/
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 Action on Disability within Ethnic Communities (ADEC) 
Individual, self, and family advocacy for people with disability from diverse cultural and linguistic backgrounds living 

in Victoria 

PRESTON, 3072 

 

 AED Legal Centre 
Systemic and legal advocacy for all people with disability living in Victoria in the areas of employment and education. 

We also do NDIS merit reviews and legal advice for offers under the BSWAT Payment Scheme. 

MELBOURNE, 3000 

 

People 

 Citizen Advocacy Sunbury and Districts Inc 
Citizen advocacy for people with intellectual disability living in the Hume and Macedon Ranges areas 

SUNBURY, 3429 

 

 Colac Otway Region Advocacy Service 
Individual advocacy for all people with disability living in the Colac-Otway and Surf Coast areas 

COLAC, 3250 

 

Royal Commission Advocacy Support 

 Regional Disability Advocacy Service (Albury/Wodonga) 
Individual and systemic advocacy for all people with disability living North East Victoria and Southern Parts of NSW 

WODONGA, 3690 

 

 Disability Justice Australia Inc 
Individual, legal and systemic advocacy for all people with disability living in the Banyule, Bayside, Boroondara, 

Brimbank, Cardinia, Casey, Darebin, Frankston, Glen Eira, Greater Dandenong, Hobsons Bay, Hume, Kingston, Knox, 

Manningham, Maribyrnong, Maroondah, Melbourne, Monash, Moonee Valley, Moreland, Nillumbik, Port Phillip, 

Stonnington, Whitehorse, Whittlesea, Wyndham and Yarra areas 

PRESTON, 3072 

 

 Gippsland Disability Advocacy Inc 
Individual advocacy for all people with disability living in the Bass Coast, Baw Baw, East Gippsland, Latrobe, South 

Gippsland and Wellington areas 

TRARALGON, 3844 

 

 Grampians disAbility Advocacy Association Inc Ararat (Head Office) 
Individual and systemic advocacy for all people with disability living in the Ararat and Northern Grampians area 

ARARAT, 3377 

 

People Royal Commission Advocacy Support 

 Grampians disAbility Advocacy Association Inc Clunes 
Individual advocacy for all people with disability living in the Hepburn area 

CLUNES, 3370 
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All People Royal Commission Advocacy Support 

 Grampians disAbility Advocacy Association Inc Darley 
Individual advocacy for all people with disability living in the Bacchus Marsh area 

DARLEY, 3340 

 

People Royal Commission Advocacy Support 

 Grampians disAbility Advocacy Association Inc Geelong 
Individual advocacy for all people with disability living in the Golden Plains area 

GEELONG, 3220 

 

All People Royal Commission Advocacy Support 

 Grampians disAbility Advocacy Association Inc Daylesford 
Individual advocacy for all people with disability living in Hepburn area 

DAYLESFORD, 3460  

 

 Grampians disAbility Advocacy Association Inc Stawell 
Individual and systemic advocacy for all people with disability living in the Northern Grampians area 

STAWELL, 3380 

 

All People on Appeals 

 Leadership Plus Inc. Melbourne (Head Office) 
Individual and systemic advocacy for people with an acquired brain injury living in Victoria 

MELBOURNE, 3000 

 

NDIS Royal Commission Advocacy Support 

 Leadership Plus Inc. Dandenong 
Individual advocacy for people with disability from diverse cultural and linguistic backgrounds living in the Casey, 

Greater Dandenong and Kingston areas. Dandenong office is open on Fridays only – contact by telephone during 

business hours Monday to Friday 

DANDENONG, 3175 

 

Diverse Cultural & Ling Royal Commission Advocacy Support 

 Melbourne East Disability Advocacy 
Individual and citizen advocacy for people with intellectual disability living in the Boroondara, Manningham, Monash, 

Maroondah and Whitehorse areas 

FOREST HILL , 3131 

 

Commission Advocacy Support 

 North East Citizen Advocacy Inc 
Citizen Advocacy and Individual Advocacy for people with intellectual disability living in the Banyule, Darebin, 

Nillumbik and Whittlesea areas WATSONIA, 3087 

 

Advocacy Support 

 Rights Information and Advocacy Centre Shepparton (Head Office) 
Individual advocacy 

SHEPPARTON, 3630 

 

https://disabilityadvocacyfinder.dss.gov.au/disability/ndap/
https://disabilityadvocacyfinder.dss.gov.au/disability/ndap/
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 Rights Information and Advocacy Centre Bendigo 
Individual advocacy 

BENDIGO, 3550 

 

All People Royal Commission Advocacy Support 

 Rights Information and Advocacy Centre Mildura 
Individual advocacy 

MILDURA, 3502 

People with Royal Commission Advocacy Support 

 

 Southern Disability Advocacy Incorporated Sandringham (Head Office) 
Individual advocacy for people with all disabilities living in the Bayside, Glen Eira, Kingston, Port Phillip and 

Stonnington areas 

SANDRINGHAM, 3191 

 

People with Royal Commission Advocacy Support 

 Southern Disability Advocacy Incorporated Mornington 
Individual advocacy for people with all disabilities living in the Frankston and Mornington Peninsula areas 
MORNINGTON, 3931 

 

 Southwest Advocacy Association Inc 
Individual and systemic advocacy for all people with disability living in the Corangamite, Glenelg, Moyne, Southern 

Grampians and Warrnambool areas 

WARRNAMBOOL, 3280 

 

 Victorian Mental Illness Awareness Council Inc 
Mental Health Advocates. Individual and Systemic. NDIS Advocacy; Education; Reviews & Appeals supporting self-

advocacy for people with mental health issues living in Victoria. 

BRUNSWICK, 3056 

 

 Villamanta Disability Rights Legal Service Inc 
Legal advocacy for people with Intellectual disability living in Victoria. Services provided to other people with 

disability living in Victoria as resources allow. 

WAURN PONDS, 3216 

 

 Communication Rights Australia 
Human rights advocacy 

MOORABBIN, 3189 

 

 Deaf Victoria Inc 
Deaf Victoria Inc is a non-profit organisation led and managed by deaf people through provision of advocacy and 

information services to strengthen community participation and quality of life for deaf Victorians. Deaf Victoria 

advocates on behalf of deaf people to increase access to service, to represent and providing leadership to the state 

government and disability groups pertaining to deaf people. 

EAST MELBOURNE, 3002 

 

 

https://disabilityadvocacyfinder.dss.gov.au/disability/ndap/
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 Rights Information and Advocacy Centre Horsham 
Individual Advocacy   

NORTH HORSHAM, 3400 

 

 Regional Disability Advocacy Service (Wangaratta) 
Individual and systemic advocacy for all people with disability living North East Victoria and Souhtern Parts of NSW 

WANGARATTA, 3677 

 

 Grampians disAbility Advocacy Association Inc Horsham 
Individual advocacy for all people with disability living in the Wimmera 

HORSHAM, 3400 

 

 Grampians disAbility Advocacy Association Inc Ballarat 
Individual Advocacy 

BALLARAT, 3350 

 

 Rights Information and Advocacy Centre Geelong 
Individual Advocacy 

GEELONG, 3220 

 

Events and Fundraising 
CPEC has many fantastic opportunities for you to have fun, meet other families/participants and 

support us throughout the year.  You can help by fundraising, participating, or volunteering at events.  

You can be involved in the Melbourne Marathon, our Gala Dinner, or even our Golf Days and many 

more activities to suit your interests. 

 

Information on events will be emailed throughout the year and placed on posters around CPEC.  If 

you would like to develop your own fundraising event to support CPEC, we welcome you to do so. 
 

As a not-for-profit charity, we rely on the good will of many community members to support our 

programs.  If you, your family, colleagues, your friends or any of your contacts have any skills, items 

or time they can donate to CPEC to support our organisation, we would appreciate hearing from you. 

 

Complaints, Feedback and Dispute Resolution 
CPEC values feedback and takes all complaints, feedback, concerns and issues seriously. 

 

Please note that CPEC is a safe and respectful environment and any forms of aggressive, abusive 

or bullying behaviour will not be tolerated and may result in immediate suspension or 

termination of your supports, depending upon the circumstances. 

 

CPEC’s Feedback and Complaints Policy and associated forms are available on CPEC’s website.  Hard 

copies of the Feedback/Complaints Form can be obtained from the Receptionist and are attached on 

page 27 of this handbook.   

 

 

https://disabilityadvocacyfinder.dss.gov.au/disability/ndap/
https://disabilityadvocacyfinder.dss.gov.au/disability/ndap/
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For your information, the rights of the participant and family are detailed in the following policies: 

 Early Childhood Support Policy 

 The Child Policy 

 The Family Policy 

Which are all available on CPEC’s website – www.cpec.org.au  

 

If a Participant, family member, advocate or guardian is unhappy with a situation, costs or service or 

has a complaint, they may discuss the issue with the CPEC Management; or follow the written 

procedures documented within this Booklet. 

 

Participants, family members, advocates or guardians must respect the rights of the staff providing 

Supports at all times; be considerate and respectful of the confidentiality, privacy, wellbeing and legal 

rights of everyone involved in the delivery of Supports.  This includes the use of social networking 

sites and other information technology mediums to raise these concerns, complaints or disputes.   

 

The use of social media platforms to raise concerns, complaints, disputes and provide disparaging 

comments or posting photos of staff is considered to be abusive and bullying behaviour and may 

result in the reduction in the type of supports delivered, the suspension of support or in the 

termination of any Service Agreement.  

 

When CPEC receives feedback or a complaint, the matter will be thoroughly investigated by CPEC 

management and, if required, recommendations made to the Board of Directors.  The Directors will 

determine the outcomes related to policy or procedure amendments and whether additional staff 

training or guidance is required.  The investigation and recommendations will be undertaken to 

resolve the dispute or to incorporate the feedback. 

 

All people making feedback or a complaint will be advised of the outcome and any resolutions. 

   

If the Participant is not satisfied with CPEC’s response or does not wish to raise concerns directly with 

CPEC, the Participant/family can make a complaint to the NDIS Commission by: 

 Phoning 1800 035 544 or TTY 133 677; or 

 Via website - https://www.ndiscommission.gov.au/about/complaints 

 

Incident Management 
To ensure that any serious incidents or allegations which result in harm to you and occur in 

connection with NDIS supports, the organisation has a process of reporting all types of incidents. 

 

CPEC will promote the health, safety, welfare and well-being of you and meet its professional and 

legal responsibilities by ensuring any incidents are appropriately: 

 Identified and recorded; 

 Assessed to determine corrective and or harm minimisation strategies; 

 Investigated where necessary; 

 Followed up in a timely manner and to ensure satisfactory outcomes are achieved; 

http://www.cpec.org.au/
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 Considered against legislative / funding body requirements / guidelines (including the NDIS 

Quality and Safeguards Commission: Incident Management Systems) and acted upon / reported 

as required and 

 Shared where appropriate to assist with quality improvement. 

 

All incidents related to your services, must be recorded on your file, managed and resolved by the 

CEO or the person designated by the CEO to resolve the matter.   

 

CPEC must report to the NDIS Commission serious incidents (including allegations) arising in the 

context of NDIS supports or services, including: 

 the death of an NDIS participant; 

 serious injury of an NDIS participant; 

 abuse or neglect of an NDIS participant; 

 unlawful sexual or physical contact with, or assault of, an NDIS participant; 

 sexual misconduct committed against, or in the presence of, an NDIS participant, including 

grooming of the NDIS participant for sexual activity; and 

 the unauthorised use of a restrictive practice in relation to an NDIS participant. 

 

The forms and processes designated by the NDIS Commission including the immediate notification 

form and 5 day notification form must be completed and returned within the designated timeframes 

using the NDIS Commission’s on-line portal.   

 

CPEC has a comprehensive “Incident Management Policy and Procedure” document regarding the 

reporting of incidents and is available on CPEC’s website. 

 

Please talk to your therapist, CEO or General Manager immediately if you believe a serious 

incident has occurred. 

 

Health, Safety & Wellbeing 
CPEC’s priority is the health & wellbeing of the participant and their family.  We ask that you 

contribute to a safe and secure environment by ensuring that you stay with and monitor the 

participant at all times. 

 

 Visitors 

Throughout the year, CPEC has visitors requesting to view our Centre and Services.  You will be 

informed in advance when visitors are expected to join or view a group.  Parents are welcome to 

speak to their therapist if they have any questions about the visitations and if the visitations might 

affect their participant.  All people and visitors who arrive at the Centre will be asked to sign in and 

wear a visitor’s pass. 

 

 Therapy Students 

You may see students around CPEC throughout the year.  We take university placement students on 

formal placements from the fields of Occupational Therapy, Physiotherapy and Speech Pathology.   

 

The students can be at CPEC for a few days to over a month helping in groups, attending individual 
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appointments with your permission, and learning from our experienced therapists. 

 

Please make them welcome or if you have concern please speak directly to your therapist. 

 

Immunisation 
As part of the enrolment process you will be asked to provide details of the participant’s 

immunisation status as CPEC is adhering to the Victorian Government’s No Jab, No Play Policy 

requiring immunisation status to be provided. 

 

The purpose of applying this Government Policy is to protect participant/families that may be 

immunocompromised and in the event of an outbreak of an infectious disease, it may be necessary to 

exclude a participant/family for their own health and wellbeing. 

 

For more information please speak to CPEC’s Intake Coordinator. 

 

Signing In and Out 
It is a requirement that upon arrival and departure each day, the participant and all accompanying 

adults must use the State Government QR code and also physically sign in and sign out.  This 

information is vital for the COVID-19 pandemic arrangements and in the event of an emergency 

event. 

 

This information will be relied upon as a checklist for COVID-19 contact tracing of all 

families/participants in attendance at the Centre. 

 

Correct details recorded daily are therefore crucial for everyone’s safety. 

 

Emergency Evacuation 
Emergency evacuations and procedures are regularly practiced and the Centre has plans in case of 

local emergencies, including fire, lockdowns, hazardous material, bombs, etc.  

 

If you hear the alarm being sounded, prepare to leave the Centre, however, remain in the room until 

advised by the “fire warden” where you are to exit the building or where you should go during the 

particular incident being managed.  Please do not leave the building without guidance from the fire 

warden. 

 

Fire extinguishers are strategically located throughout the Centre.  As part of our fire safety measures 

all participants in attendance at the Centre are noted from the daily individual attendance list.  Each 

participant is identified during a fire drill.  This is why it is important to ensure that you sign your 

family member/participant IN and OUT of the Centre each day. 

 

A diagrammatic picture showing the building emergency escape routes and the Primary & Secondary 

Assembly Areas is included on Page 34.  The “Rotunda” – located on the South side of the building is 

the Primary Assembly Area and the “Lower Car Park” – located on the South East side of the building 

is the Secondary Assembly Area. 
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Resources and Equipment 
CPEC has a range of specialist equipment that families/participants can try and use on short term 

loans in consultation with their therapist. 

 

 Therapy equipment 

Speak to your therapist to discuss your needs, complete the loan form which your therapist will give 

you, and sign the equipment out via reception. 

 

When returning the equipment please sign it back in through the reception.  Please be aware that the 

equipment must be cleaned thoroughly before returning, or you may be charged a cleaning fee. 

 

If a repair or replacement is required due to accidental breakage or misuse of the equipment on loan, 

please be aware that you may be asked to contribute towards the cost of the repair/replacement of 

the loaned item. 
 

Men from a local Retirement Village volunteer their time and resources to make the wooden 

equipment available at CPEC.  To thank them they always appreciate a letter and/ or photo of the 

person using the equipment so they can see the results of their generous work.  Just drop your letter 

to our reception desk and we can pass it onto them. 
 

 Hippocampe Chair 

CPEC has two all-terrain wheelchairs that are perfect for outdoor adventures such as beach trips, 

nature walks, and other activities.  There is a per day rental cost to hire this items - $15.00 per day 

 

 Items to Buy 

CPEC sells a range of equipment that can be of use.  Your therapist will let you know what will best 

suit individual needs.  Prices are available from Reception. 

 

Telehealth 
During the COVID-19 pandemic, CPEC has been using Telehealth to continue to deliver services to 

families/participants in remote locations.   

 

CPEC may use either phone or a technology platform such as “Zoom” to deliver services at a distance 

by linking the therapist to participant, caregiver, or any person(s) involved in participant care for the 

purposes of assessment, intervention, consultation and/or supervision. 

 

Families/participants need to be advised that: 

 the therapist will not record any sessions without the approval of the participant/family; and 

 the participant/family cannot record the session unless consent is obtained from the therapist 

for a defined or agreed purpose. 
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Withdrawal of Support 
CPEC can end the Service Agreement under the following conditions: 

 The Service Agreement has to be modified by law or when the NDIS alters its Terms of Business; 

 Suspension or alteration of the participant’s supports and the participant/family is unable or 

unwilling to remove the hazard or risk that caused the suspension or alteration; 

 The participant/family uses any form of aggressive, abusive or bullying behaviour; 

 Provides the participant/family 14 days written notice; and 

 The participant/family breaches the cancellation policy. 

 

However, please be advised that withdrawal of support would be undertaken in a consultative 

manner and we would work together to resolve any issues as they arise in order to support both you 

and the participant moving forward.  

 

Health and Safety 
CPEC has a strong emphasis on maintaining the operational areas in a condition that makes them safe 

for participants, families and siblings.  It is the responsibility of all people entering the Centre to raise 

a health and safety concern with a CPEC Staff member as soon as it is determined. 

 

CPEC’s Health & Safety Representatives are: 

 CEO – Claire Cotter 

 NDIS Manager – Matt Yates 

 Business & Finance Manager – Sue Kennedy 

 Quality & Safeguards Manager – Peter Yates 

 

Policies and Procedures 
CPEC has a number of policies and procedures pertaining to the care of the participant.  If you have 

any concerns or wish to have access to a particular policy, please ask your therapist. 

 

Audit Processes 

In order to retain CPEC’s registration in the National Disability Insurance Scheme, CPEC has to 

undertake and pass accreditation against the NDIS Practice Standards by an external auditor every 

three (3) years with an intermediate audit at the 18 month time frame.   

 

In order to undertake this review, the external auditor may wish to speak to you and your family to 

ensure that CPEC is supporting you in the correct manner and providing supports that meet your 

personal needs and goals.   

 

You have the right to become involved in the audit process or may wish to decline this opportunity.  

This decision is your choice.  If you wish to become involved or decline the opportunity, please 

complete the form included in this booklet on page 29 and return to CPEC so your decision can be 

documented on your file.   
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Participant and Family Engagement Policy 

 Purpose of this policy 

To provide support for families and participants with behaviour or attendance related issues and to 

ensure their engagement meets CPEC standards. 
 

 Policy 

CPEC staff will develop and maintain a safe, supportive and inclusive environment for every 

participant and family member. 
 

This includes: 

 creating and maintaining a positive and engaging culture;

 creating and maintaining an environment that is safe and supportive;

 valuing diversity and promoting pro-social behaviour; and

 promoting attendance to all programs.



 Procedure 

CPEC requires each parent/ carer to: 

 comply with the CPEC Service Agreement relating to cancellation and absenteeism; and 

 communicate with key staff concerning participant related health that may result in non-

attendance such as hospitalisation, operations, doctor/ specialist visits as soon as they are 

advised. 



CPEC will: 

 develop and ensure support through a Service Agreement for each participant

 support referrals to community agencies for inclusion in the local community

 identify the participant’s requirements

 for learning, social, emotional, behavioural and environmental assistance 

 for support or resources 

 monitor the attendance of each participant enrolled at the Centre for each program/service

 collect data that will inform decision making regarding planning for future services
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Social Media Policy 

 Purpose 

To establish a standard of behaviour and provide guidance on the use of social media platforms in 

relation to participants, parents and families with clients or relations attending CPEC. 

 

It is important that all participants, parents and families understand the difference between making 

representations on social media platforms on behalf of CPEC and their own personal use. 

 

 Background 

 What is Social Media? 

Social Media refers to the connection of people in an online environment and it has become a key 

information source for many people. 

Social Media includes (but is not limited to): 

 Social networking sites e.g. Facebook, Instagram, Tik tok, WhatsApp 

 Video and photo sharing websites e.g. YouTube, Flickr, Vimeo 

 Micro-blogging sites e.g. Twitter 

 Weblogs, including corporate blogs, personal blogs or blogs hosted by traditional media 

publications 

 Forums and discussion boards e.g. Whirlpool, Reddit, Google Groups 

 Online encyclopedias e.g.: Wikipedia 

 Any other web sites that allow individual users or companies to post comments to the web 

 

 Comments and discussions posted on social media accounts 

Although many users may consider their personal comments posted on social media or discussions on 

social networking sites to be private, these communications are frequently available to a larger 

audience than the author may realise.  As a result, any online communication that directly or 

indirectly refers to CPEC, CPEC products and services, CPEC staff or other work-related issues, has the 

potential to damage CPEC’s reputation or interests. 

 

 Policy 

When using social media platforms in a personal capacity, participants, parents and families must 

NOT: 

 Use the CPEC logo or company branding; 

 Communicate anything that might damage CPEC’s reputation, brand image, commercial 

interests, or the confidence of other clients and/ or CPEC staff; 

 Represent or communicate on behalf of CPEC in the public domain; 

 Post any material that would directly or indirectly defame, harass, discriminate against or bully 

any of CPEC staff or other clients; 

 Post photos or images taken of any clients other than your own, staff or other members of the 

public; and 

 Post photos or images taken of any CPEC staff without the staff member’s written consent. 
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 Key principles for official use of social media 

Any parent/participant who has been authorised by the CEO to use or deploy social media (i.e. CPEC 

Facebook Fundraising Page) as an official communication/ fundraising tool, needs to be familiar with, 

and apply the following key principles: 

 Approved activity – before commencing a social media initiative, each activity must be 

supported by a business / fundraising case, and approved by CEO;  

 Maintain confidentiality – only post publicly available information.  Don’t engage in activities on 

behalf of CPEC, unless you are authorised by the CEO; 

 Protect and respect privacy – check the account privacy settings are appropriate for the scope of 

engagement you wish to undertake.  Protect your own privacy and personal information; 

 Be impartial – avoid statements that advocate or criticize CPEC activities; 

 Be respectful – be courteous and polite.  Be sensitive to diversity; 

 Be accurate – make sure the information published is accurate and correct; and 

 Consider intellectual property – respect copyright.  Always obtain permission to use words, 

images or materials online that you do not own and link to the original source.  Any use of CPEC 

branding and logos must be approved by CEO. 

 

 Examples of potential breaches of this policy include but are not limited to: 

 Posting a comment on the CPEC Facebook page that is considered a defamatory statement and / 

or harassing statement; 

 Uploading video footage showing anything that could damage CPEC’s reputation; 

 Making derogatory comments about CPEC or CPEC’s staff and / or other CPEC clients; and 

 Posting obscene images or offensive comments on Facebook about a CPEC staff member where 

this could constitute bullying, discrimination or harassment. 

 

 Social media may be utilised to: 

 Fundraise; 

 Engage with other organisations in the sector using familiar and widespread technology; 

 Increase the speed and frequency of public engagement; 

 Increase trust through greater transparency;  

 Organisational and individual development through the open exchange of information, 

perspectives and opinion; and 

 Promoting and marketing CPEC activities, both within CPEC and to the broader community. 

However, each situation must be discussed and approved by the CEO. 

 

 Personal Social Media Use 

Commenting within Social Media is equivalent to commenting publicly on radio, television or at a 

public speaking engagement.  If you have any questions regarding this policy please contact the CEO. 
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Feedback/Complaints Form 
 

CPEC is committed to providing a quality service to all participants, families and 

stakeholders.  We would welcome any suggestions or acknowledge and resolve any 

complaints that would provide improvements in our delivery of supports.  

 

Name: ________________________  Relationship with CPEC: _______________________________ 

 

Preferred contact details (email / phone / address):  ______________________________________ 

 

Detail the feedback or nature of your complaint (please include relevant history and specific names 

and dates, as applicable): 

 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

Signature:  ______________________________         Date:  __________________ 

 

Would you like to be informed of the outcome of this feedback/complaint?                 Yes               No 

 

 

Staff Use Only 

 

Feedback/Complaint recorded by: ___________________________          Date:  ________________ 

 

CEO or Manager Signature:   _______________________________ 
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Feedback/Complaints Form 

 

Staff Use Only 

 

Name of Person providing report:  _____________________________________________________ 

 

Name of CPEC Staff investigating:  _____________________________________________________ 

 

Investigation findings (please include specific names, dates and details): 

 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

 

Recommendations based on investigation: 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

 

Has the person been informed of the outcome?                             Yes                No                N/A 

 

Recommendations documented on the continuous improvement plan  Yes        No 

 

Is further investigation required?           Yes               No 

 

If yes, please supply further details: 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

 

 

Resolution date:  ___________________     CEO Signature:  ________________________ 
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Consent to be Interviewed for Auditing Purposes 
 

In order to retain registration with the NDIS Commission, CPEC has to be externally audited against 

the NDIS Practice Standards, every 18 months and 3 years. 

 

Part of this audit involves interviewing participants/families to confirm the policies and practices are 

understood and observed, and that CPEC is supporting the participants/families in the required 

manner. 

 

NDIS participants and their families have a choice to “opt in” or “opt out” of this process. 

 

Please inform the Intake Coordinator of your selection or you can complete this page and return to 

your therapist, so that this selection can be included in your records. 

 

I would like to participate in an interview with the NDIS Auditor 

I would like to "OPT OUT" of the interview with the NDIS Auditor 

 

 

Participant /Family Name:  _____________________________________________ 

 

 

Signature:  ______________________________________   Date:  _____________ 
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Protecting Children from Abuse: For Families (Early Childhood) 

REPORTING ABUSE 
What should I do if I suspect that 

my child has been abused? 

If you believe your child has been abused, 

or is at risk of being abused contact 

Victoria Police, immediately via the local 

police station. If it’s an emergency call 000 

immediately. 

What should I do if I suspect that 

another child has been abused? 

If you form a reasonable belief that a child has 

been, or is at risk of being abused, and the 

parents and carers of the child are unable or 

unwilling to protect the child from that abuse, 

you should report your concerns to the 

Department of Health and Human Services 

(Child Protection). It is their role 

to investigate your concerns and determine if 

any further action needs to be taken. 

In addition, if you form a reasonable belief 

that a child under 16 years of age has been, 

or is being, sexually abused by an adult, you 

MUST report your concerns to the Victoria 

Police. You may be committing a criminal 

offence if you fail to do so.* 

You should report even if you’re not sure. It is 

the role of authorities to investigate your 

concerns and determine if any further action 

needs to be taken. 

When is it a criminal offence to not 

report suspect abuse? 

Any adult may face criminal charges if they 

believe that another adult has committed a 

sexual offence against a child under 16 years of 

age and does not report this information to 

Victoria Police. 

 

 

 

 

FACTS ON CHILD ABUSE 
What is child abuse? 

Child abuse: 

A CRITICAL ROLE 

As adults we all play a critical role in 

protecting children from harm. 

As a parent/carer you have the primary 

responsibility for protecting and caring for 

your own children, and supporting them to 

develop their skills to build relationships that 

are safe and respectful. 

You also play a critical role in identifying and 

responding to suspected abuse within the 

community. In fact, it may amount to a criminal 

offence if you fail to report suspected sexual 

child abuse committed by an adult. 
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can include physical abuse, sexual abuse, 

grooming, emotional or psychological harm, 

neglect or family violence 

does not have to involve physical contact or 

force (e.g. child sexual abuse can include 

talking to a child in a sexually explicit way) 

can be committed by any member of the 

community, including someone within a 

child’s family or someone within an early 

childhood or school setting. 

The trauma associated with child abuse can 

significantly impact upon the wellbeing and 

development of a child. This is why it is 

critical that we all respond immediately to any 

form of suspected abuse within our 

communities. 

What are the signs that a 

child has been abused? 

There are a range of physical and 

behavioural indicators of child abuse. 

Some common signs include: 

In an infant or toddler: 

rocking, head banging or 

other repetitive behaviours 

crying excessively or 

not at all listless and 

immobile 

significant delays in gross motor 

development and coordination. 

In all children: 

physical injury that is not likely to be 

the result of an accident 

bruises, burns or welts (e.g. back, 

bottom, legs, arms and inner thighs) 

frequent urinary tract infections 

malnutrition and/or unattended health 

problems disclosure of abuse (e.g. by 

child, friend, 

family member) 

drawings or descriptions in 

stories that are sexually explicit 

and not age-appropriate 

persistent and age-inappropriate sexual 

activity 

wariness or fear of a parent, carer or 

guardian and reluctance to go home 

unusual fear of physical contact with 

adults 

wearing clothes unsuitable for 

weather conditions to hide 

injuries.* 

Whilst the presence of one or more of 

these indicators does not confirm that 

a child has been subject to abuse, it is 

most important that you act if you 

notice anything that causes you to 

form a reasonable belief that a child 

has been, or is at risk of being abused. 

*This is not an exhaustive list of 

indicators. For further information please 

visit Identifying and Responding to All 

Forms of Abuse in Early Childhood 

Services. 

TIPS FOR TALKING TO 

YOUR CHILD 

talk openly with your child about their 

feelings and relationships 

be sure that they understand you will listen 

and act if they have concerns about how 

anyone is treating them 

use the correct names for body parts and 

have age-appropriate conversations about 

touching and sexual activity 

let your child know that adults should never 

harm or act in a sexual way with any child. 

https://education.edugate-cms.eduweb.vic.gov.au/about/programs/health/protect/Pages/ecguidance.asp
https://education.edugate-cms.eduweb.vic.gov.au/about/programs/health/protect/Pages/ecguidance.asp
https://education.edugate-cms.eduweb.vic.gov.au/about/programs/health/protect/Pages/ecguidance.asp
https://education.edugate-cms.eduweb.vic.gov.au/about/programs/health/protect/Pages/ecguidance.asp
https://education.edugate-cms.eduweb.vic.gov.au/about/programs/health/protect/Pages/ecguidance.asp
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PROTECTING MY CHILD 
What can I do to help educate and 

protect my child from abuse? 

You should talk to your child in a way they can 

understand about feeling safe. Let them know 

that no one is allowed to threaten, hurt or touch 

them in a way that makes them feel 

uncomfortable, or ask them to keep a secret from 

you. 

You can demonstrate to your child that every 

relationship should be respectful and no one 

should behave in a way that makes them feel 

unsafe or afraid. 
 

KEEPING CHILDREN SAFE OUTSIDE OF 

HOME 
You play a critical role in ensuring your children 

are spending time in safe places. 

In Victoria all regulated early childhood 

education and care services are required by law 

to ensure that all staff members within the 

service meet new Child Safe Standards, including 

the requirement that all staff have a valid 

Working With Children Check. 

The Commission for Children and Young People 

has developed a clear tip sheet to support 

families on seeking child safe organisations 

(including informal settings like sports and music 

programs, camps etc.). To access this advice 

please visit: 

www.ccyp.vic.gov.au/downloads/tipsheets/ 

tipsheet-childsafe-org-5922.pdf. 

It is important that you find help if you think that 

you or your children aren’t safe from harm. Visit the 

Victorian Government’s Better Health Channel for 

information on seeking support. 

THE ROLE OF EARLY 

CHILDHOOD SERVICES 
How do early childhood services 

respond to suspected child 

abuse? 

Staff in Victorian early childhood 

services have a range of obligations to 

respond to any incident or suspicion of 

child abuse. As a parent/carer 

with a child in a Victorian early childhood 

setting, you can expect that services will 

follow the Four Critical Actions outlined 

below. These actions are recommended by 

the Victorian Government. 
 

1. Responding to the emergency 

Address any immediate health and 

safety needs (e.g. administer first aid 

or contact emergency services). 
 

2. Informing authorities 

Report any reasonable belief that a child 

has been, or is at risk of being abused to 

DHHS Child Protection service and/or 

Victoria Police. 

Notify the regulator, approved 

provider and/or licensee. 
 

3. Contacting parents and/or 

carers when appropriate 

Contact parents/carers once authorities 

advise that it is safe and appropriate to do 

so. 
 

4. Providing ongoing support 

for all children impacted 

by the abuse 

Provide appropriate support for all 

children impacted by abuse, where this is 

appropriate (the level of ‘appropriate’ 

support will depend on the nature of the 

service). 

These actions are outlined in further 

detail in Four Critical Actions for Early 

Childhood Services: Responding to 

Incidents, Disclosures or Suspicions of 

Child Abuse. 

http://www.ccyp.vic.gov.au/downloads/tipsheets/
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FURTHER INFORMATION 
Where can I go for more information 

and support? 

You can contact DHHS Child Protection and 

Victoria Police directly to discuss any concerns 

you may have for the wellbeing of a child 

(see contact details) 

If you have any concerns about your child or 

another child attending an early childhood 

service you can talk to a staff member at the 

service. 

You can also raise this matter with DHHS 

Child Protection and Victoria Police. 

For further information on where to go for 

support to keep your children safe from harm 

visit the Victorian Government’s Better Health 

Channel. 

For more information on: 

The role of early childhood services in 

preventing and managing child abuse 

visit: www.education.vic.gov.au/protect 

Indicators of abuse visit: 

www.education.vic.gov.au/protec

t 

Reporting concerns that an early childhood 

service may have compromised the health, 

safety and wellbeing of children please visit: 

http://www.education.vic.gov.au/childhood/ 

providers/regulation/Pages/complaints.aspx 

CONTACT NUMBERS 
DHHS Child Protection 

Area 

North Division 1300 664 9777 

South Division 1300 655 795 

East Division 1300 360 391 

West Division (Rural) 1800 075 599 

West Division (Metro) 1300 664 9777 
 

After Hours 

After hours, weekends, public holidays 13 12 78 

Child First 

www.dhs.vic.gov.au 

Victoria Police 

000 or your local police station 

Quality Assessment and 

Regulation Division 

North Western 

Loddon Mallee (03) 5440 3111 

Northern Metropolitan (03) 8397 0372 
 

South-Eastern 
Gippsland Area (03) 5127 0400 

Southern Metropolitan (03) 8765 5787 
 

North-Eastern 

Eastern Metropolitan 1300 651 940 

Hume (03) 8392 9500 
 

South-Western 

Barwon South West (03) 5225 1001 

Western Metropolitan (03) 8397 0246 

Grampians (03) 5337 8444 
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