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Introduction
Child protection receives and responds to reports of concern in relation to children 24 hours a day. Divisions receive and respond to reports within business hours Monday to Friday. A state wide After Hours Child Protection Emergency Service (AHCPES), based in metropolitan Melbourne, receives and responds to child protection reports outside of business hours including conducting metropolitan outreaches requiring an urgent response. 
Child protection matters requiring an outreach in the rural areas are undertaken by Divisional Rural After Hours Service (RAHS) teams and outreach visits are activated, coordinated and supervised by AHCPES.  
RAHS practitioners are part time employees who are paid a base salary for their rostered day time work (dependant on their classification and FTE), a standby/recall allowance for each time period they are rostered on standby regardless of whether they are recalled to duty; and additional hours for hours worked for outreach visits when recalled.  
Each RAHS team consists of a team manager at CPP5 level, and child protection practitioners at the CPP3/4/5 level, most working on a part time basis. 
See Appendix 1 for all RAHS teams and the areas covered. 
Document Purpose
This document outlines the roles and responsibilities of the AHCPES and the RAHS when providing out of hours outreach visits to children in rural Victoria and should be read in conjunction with the following documents:
· http://www.cpmanual.vic.gov.au/advice-and-protocols/protocols/intra-dhhs/ahcpes 
· http://www.cpmanual.vic.gov.au/advice-and-protocols/service-descriptions/ahcpes-and-sos/ahcpes-and-rural-after-hours-service 
· http://www.cpmanual.vic.gov.au/our-approach/best-interests-case-practice-model
· Health, safety and wellbeing – Fatigue Guide
· Rural After Hours Service (RAHS) Child Protection Practitioner Health, Safety and Wellbeing Tool – Appendix 2 
· Stand-by rural after hours Child Protection – a ready reckoner https://intranet.dhhs.vic.gov.au/stand-rural-after-hours-child-protection-ready-reckoner
Divisional Rural After Hours Child Protection Practitioners
The RAHS service comprises of child protection practitioners employed to undertake urgent out of hours responses to clients in rural areas. RAHS staff exercise the required responsibilities and delegations of daytime colleagues at their classification level.  
The RAHS teams come under the operational line management of their home division. However, when deployed on an outreach outside of business hours, they are under the direct supervision of the AHCPES which is fully responsible for all decision making, including in relation to immediate staff health, safety and wellbeing issues while on outreach. 
RAHS practitioners are not allocated cases. RAHS teams support daytime child protection operations by undertaking prioritised tasks as required during their rostered day shifts and are managed by the division for this aspect of their work. 
Dedicated RAHS teams significantly reduce the need for daytime staff to be on standby allowing them to undertake their day to day work without the disruption caused by regular out of hours work. On occasion however, daytime rural child protection practitioners may be required to be on standby to fill RAHS operational gaps.
It is a requirement that RAHS practitioners be able to drive and work at night. It is the responsibility of RAHS practitioners and their supervisors to take reasonable care for their health, safety and wellbeing and for the safety of others in the workplace. The Health, safety and wellbeing – fatigue guide is a reference to support staff fitness for work. For further information regarding fatigue prevention in the workplace please refer to the attached link: https://prod.wsvdigital.com.au/sites/default/files/2018-06/ISBN-Fatigue-prevention-in-the-workplace-guide-2017-06_2.pdf)

Working hours
The Victorian Public Service Enterprise Agreement provides the underpinning entitlements that support the program model for RAHS. https://intranet.dhhs.vic.gov.au/victorian-public-service-enterprise-agreement-2016
0. [bookmark: _Ref443390262]     Stand-by/ recall allowance
The Employer may require an Employee to be on stand-by outside the ordinary hours of duty of the Employee to perform work away from their usual place or places of work. The Employee may also be required to be recalled to their usual place or places of work.
The Employer will, in consultation with the Employee, establish a roster for stand-by duty.
An Employee on stand-by:
must be able to be contacted immediately by an agreed means of communication;
must be able to travel to their usual place or places of work within a reasonable time;
will, if required to be recalled to work, be provided by the Employer with appropriate transport or be reimbursed travel expenses in accordance with clause 32 of this Agreement; and
must be fit for duty.

8.1 An Employee employed in Rural After Hours Child Protection Services shall be paid, in lieu of the allowances in specified in clause 31.5, Section I of this Agreement (Stand-by/Recall Allowance), an allowance for performing work outside ordinary working hours as part of formal rostered stand‑by and being available to return to duty to respond to ‘call‑outs’ within a specified maximum period of time for a night period or for a day/night period (weekends and public holidays) with effect from the first pay period on or after the commencement date at the rates specified.
0. [bookmark: _Ref443482779]Payment of the stand-by/recall allowance in clause 8.1 shall constitute total compensation for any intermittent duty in connection with stand-by/recall to a total of one hour’s duration. The Employer shall pay the Employee in accordance with clause 36, Section I of this Agreement (Overtime) for work performed after the first hour of recall to duty.
0. The Employee rostered on stand-by/recall duty must be contactable by telephone (or pager) and must be available to return to duty to attend for work within a reasonable time as agreed between the Employer and the Employee.
0. [bookmark: _Ref443298477]The Employer must grant an Employee a ten hour break:
1. in the Child Protection Practitioner stream – between completing a shift and commencing a further period of duty for which the Employee has expressly been recalled.


9.2	 Notwithstanding clause 9.1 above, the Employer may recall the Employee to return to duty before the expiration of the ten hour break. In these circumstances, the Employer must pay the Employee in accordance with clause 36, Section I of this Agreement (Overtime), save that the rate shall be time and a half of the Employee’s hourly rate for the first three hours and, for all time worked after the first three hours, at double time, until the commencement of the break.

All employees in Rural After Hours Child Protection are required to be part of a stand-by/recall roster in addition to their ordinary hours of work.  An employee posted on the stand-by roster must be available to immediately respond to calls, including being available to be recalled to work for the duration of the stand-by period if required, while on stand-by.  
If an employee is unable to meet these requirements for a specific day on the roster for any reason, they should contact their line manager when the roster is posted to discuss alternative arrangements including swapping of rostered stand-by periods. 
The commencement for the purposes of payroll begins at the time of the initial response to the telephone call and concludes at the time of their return to their place of residence or work address. RAHS practitioner will complete their timesheets accordingly. 
Where incidents occur and there is an injury or a near miss to a staff member an eDINMA should be completed. The link to the eDINMA can be located as an icon on an Ultrabook or desktop.   
Staff health, safety and wellbeing is always paramount and AHCPES will proactively manage these risks for all RAHS practitioners once activated. 
Rosters and operating times
Divisional RAHS team managers are responsible for establishing and maintaining RAHS rosters in consultation with practitioners and should be provided 4-6 weeks in advance. 
The roster must also be provided to AHCPES one week in advance. Any changes must be notified as soon as possible.
Each division will provide a rostered primary team – comprising two RAHS practitioners to be on stand-by from 5pm - 9 am Monday to Thursday and from 5pm Friday to 9am Monday and public holidays.  
A back up team will also be rostered to cover from 9am Saturday to 9am Monday or on public holidays. Depending on local demand, divisions may roster further back-up RAHS teams. 
Within a division, and where geography allows, a primary team from a neighbouring area may be called out in preference to recalling a primary team from the immediate area. The AHCPES team manager will decide where this response is required based on RAHS team availability and assessment of client need. The Health, safety and wellbeing – Fatigue guide should be taken into consideration in all circumstances.
Health, safety and wellbeing considerations
In accordance with the Occupational Health and Safety Act 2004 employers have a duty to provide so far as is reasonably practicable, a working environment that is safe and without risks to the health of employees. Employees have a duty to take reasonable care for their own health and safety and that of others in the workplace. 
To support our staff to go home safely every day, safe work practices must be observed during RAHS outreaches. When activating a RAHS team, the AHCPES team manager will consider a range of health, safety and wellbeing issues in consultation with staff, including travel distances, working hours and worker fatigue, particularly if other outreaches have been conducted by the team within the on-call/re-call period.
If contacted, RAHS staff should discuss any health, safety and wellbeing issues or concerns they may have with the AHCPES team manager. Managers should encourage staff to report hazards and incidents using the department’s employee incident and hazard reporting system, eDINMAR and should act on the information.  Health, safety and wellbeing should be included as a regular agenda item at team meetings or in team updates as a way of discussing staff concerns or issues, and as a means of consultation and information sharing to increase staff awareness of specific issues such as fatigue, work-related driving and client/staff safety, and the resources available.  
The department has a range of health, safety and wellbeing procedures, guides, tools and supports on the intranet for managers and staff to refer to and use to manage health and safety risks and support employee wellbeing. These include:
· Health and safety risk management framework
· Occupational violence procedure
· Manual handling procedure
· Work-related driving guide and travel plan
· Fatigue management guide
· Portable devices guide
· Child Protection Wellbeing Program
· Employee Wellbeing and Support program

https://intranet.dhhs.vic.gov.au/managing-health-and-safety-risks

https://intranet.dhhs.vic.gov.au/wellbeing-programs-and-initiatives

Activation
After receiving information in relation to concerns for a child, and if it is assessed that the matter is urgent and cannot wait until the next business day, AHCPES will activate a RAHS team. Consideration is also given to the safety and vulnerability of the child and the impact of delaying a response on the outcome for the child.  
AHCPES will undertake a preliminary assessment of the situational factors as part of the decision-making about activating a RAHS team.
RAHS teams are only activated by AHCPES who then become responsible for the supervision of all practitioners throughout the outreach visit. RAHS staff are responsible for communicating any information in relation to their health, safety and wellbeing or in relation to the visit which they are conducting as soon as possible.
The AHCPES may on occasion be required to deploy a RAHS team to undertake a metropolitan outreach where no other alternative is available. In these circumstances there will be the usual consideration to the health, safety and wellbeing of the RAHS workers in planning for the outreach.
RAHS teams should generally not be activated to provide transport because of a placement change of a rural client. All avenues should be attempted to resolve the issue prior to activating a RAHS team for this purpose.  
The primary team will be the first team activated in an area by AHCPES. The back-up team where available, will also be available for recall to duty. 
The back- up team will be activated, to relieve and/or assist the primary team as required, or to allow the primary team to complete a 10 hour break. It is acknowledged that the 10 hour break will not always be possible and any recall during the 10 hour break will result in practitioners being paid overtime payments at the rate of time and a half for the first three hours and double time thereafter irrespective of the day the overtime is being worked. See Stand by Policy VPS May 2016 for further details. 
When AHCPES recall a RAHS team, consideration must be given to OH&S fatigue management as well as any other health and safety matters. In briefing an activated team, AHCPES will use the RAHS child protection practitioner health, safety and wellbeing tool and confirm RAHS workers health, safety and wellbeing is not compromised and they are ready for the outreach. 
Process of activation
AHCPES will contact the nominated primary worker and confirm they are ready for the outreach. Should AHCPES be unable to make contact with either RAHS practitioners (or back up practitioners) in order to undertake the outreach, contact will then be made with the on call divisional manager to make suitable arrangements.
The back-up team will be activated if the RAHS practitioners confirm their physical and psychological wellbeing is compromised due to fatigue or any other health and safety risk and they are unable to undertake the outreach. If the back-up team members confirm their physical and psychological wellbeing is also compromised, contact will then be made with the on call divisional manager to make suitable arrangements. 
An AHCPES team manager or above will supervise the RAHS outreach and provide that manager’s direct phone number to the RAHS team.
The primary RAHS practitioner will contact the secondary RAHS practitioner and arrange to collect necessary equipment for the outreach (car/car seats/kit) and will estimate the time required to arrive at the outreach. This will be communicated to AHCPES as soon as possible. Once activated it is anticipated the AHCPES will brief the practitioners on relevant history to ensure practitioners can focus on the immediate concerns and getting to the outreach as quickly and safely as possible. 
Any out of hours outreach is by definition urgent and assessed as potentially high risk, therefore all outreaches will occur with two RAHS workers. It is likely that police attendance will be required at most outreaches.  
Outreach visit co-ordination: 
Decision making in relation to the overall coordination and supervision of a RAHS outreaches sits with the AHCPES team manager or above supervising the outreach. 
The RAHS child protection practitioner health, safety and wellbeing tool is designed to consider and record critical information relating to practitioner health, safety, wellbeing and fatigue management for RAHS staff while deployed. It is to be completed by the AHCPES manager before the commencement of the outreach and updated as required as the outreach progresses.
RAHS practitioners have a duty to consider their own health and safety and that of others while undertaking any outreach and to communicate this and any changes with AHCPES throughout the period of activation.
The RAHS child protection practitioner health, safety and wellbeing tool is to be saved in a specific TRIM file and divisions will be able to access completed tools as required. The tool is at attachment 2. The tool does not replace any other documents completed by AHCPES regarding an outreach. 
Planning for safety during the outreach 
Staff safety must be considered when planning every outreach. AHCPES will inform RAHS practitioners of all known risks associated with a particular outreach and this includes:
1. client/s and family history
1. hazards in the home or regarding its location
1. criminal history of any known residents in the household 
1. likely presence of firearms  
Police will be contacted, and arrangements made to attend outreach with RAHS practitioners as required.
Environmental hazards
AHCPES and RAHS practitioners should be aware of and monitor emergency services for up to date information regarding environmental and other hazards for example bushfires, floods and road incidents. 
Where police are contacted by AHCPES prior to an outreach, AHCPES will be guided by the safety information provided by the police. The RAHS team should also make direct contact with Police, prior to leaving for the outreach, to receive any additional up-to-date or more detailed information. 
Emergency warnings can be obtained from the Vic Emergency website or the Fire Ready mobile app. 
The Victorian Bushfire Information Line can be contacted on 1800 240 667
Driving and vehicles
It is appropriate for RAHS practitioners to attend advanced driver training as RAHS outreaches are likely to occur at both night and day and in a variety of weather and driving conditions. This training can be organised via divisional line management. AHCPES and RAHS practitioners should be aware of the risks of fatigue impacting on driving. Regular breaks should be planned and taken, and the driving shared between RAHS team members when practicable.
When outreaches occur over an extended period, and/or driver fatigue becomes apparent, in consultation with the AHCPES team manager accommodation arrangements may be considered to allow RAHS practitioners to have an appropriate break to allow safe travel. 
RAHS practitioners must report any near misses or when they may have hit wildlife while driving to AHCPES. This will be subsequently recorded on the RAHS Outreach Management tool by AHCPES. 
Vehicles will be made available from the divisional fleet for RAHS practitioners to access when on standby to undertake outreaches.     
Vehicles should be appropriate for the task – such as capacity to carry children, have four-wheel drive capacity to travel on rough terrain etc.
Car seats should be fitted prior to driving with children in the vehicle.
The Emergency Assist number for the vehicle should be with every vehicle for breakdown or accident assistance.
Given the diversity of the state’s geography, local arrangements will be necessary as to how the vehicles are stored and how and when they are accessed. These arrangements should not impede the response time of any outreach. 
http://www.cpmanual.vic.gov.au/advice and protocols/specialist resources/transporting children and families
Work related driving travel plan
The Work-related driving guide and travel plan is intended to assist managers and employees to manage the potential risks associated with work-related driving. A travel plan should be completed if the nature of the trip or the work-related factors involved is likely to put an employee’s health and safety at risk, for example:
· when the nature and/or length of travel is likely to cause fatigue
· where there are adverse environmental, or weather conditions and the trip cannot be postponed
· where there is a need to transport a client, whose behaviour may put an employee’s health and safety at risk.

A travel plan is not required for every journey. Managers and employees should discuss and agree on situations that may require a travel plan.

A travel plan may not be required for routine or ad hoc travel that is considered low risk. However, if routine or ad hoc travel is likely to present risks to employee health and safety, managers and employees should consider completing a plan which would cover all similar future travel. The travel plan should be reviewed and modified if circumstances change.
RAHS outreach processes and procedures
A detailed outline of processes and procedures undertaken during RAHS outreach visits are described in appendix 3. 
Out of hours approvals
AHCPES maintain a roster of divisional decision makers who are on call including on call Area Directors. AHCPES will contact divisional managers when required for higher delegation decisions and managing critical incidents including media enquiries should this be necessary.
Legal intervention
RAHS practitioners should be familiar with, managing protection applications (PA), breaches of existing orders and the use of bail justices. RAHS practitioners will have the appropriate legal paper work and information for families in their RAHS outreach kits. http://www.cpmanual.vic.gov.au/policies and procedures/court 
The RAHS team will ensure that the original legal paper work can be accessed by colleagues on the next business day.  AHCPES will send a summary of every intervention to the appropriate offices and, in the case of legal intervention, will have a verbal hand over to the division on the next business day when the matter will be in court.
The AHCPES team manager or above supervising the RAHS team completes a team manager note on CRIS at the end of each outreach visit. This sends an alert to the allocated divisional case worker and their team manager 
Warrants-  http://www.cpmanual.vic.gov.au/policies and procedures/court/warrants   
Protection Applications and Breaches of existing orders
http://www.cpmanual.vic.gov.au/policies and procedures/court/protection applications and breaches
Bail Justice  http://www.cpmanual.vic.gov.au/policies and procedures/court/bail justice hearings 
Placement and transport of rural clients after hours
Locating an emergency placement 
· As best practice, when a child needs to be placed, the RAHS team must attempt to locate a placement within the child’s kith and kin network. CRIS checks and CRC must be completed with the assistance of AHCPES, and appropriate approvals sought if necessary http://www.cpmanual.vic.gov.au/policies and procedures/out-of-home-care/kinship care
· AHCPES will seek and provide appropriate authorisation as required
· Before 2 am, AHCPES will be responsible for contact with local placement providers should an out of home agency placement be required. Between 2am and 9am RAHS with the assistance of AHCPES will contact local placement providers and will be responsible for locating placements 
·  If a suitable placement is not able to be found AHCPES will manage the need for any authorisations needed to pursue a placement across or between divisions
· Divisional Placement Coordination Units will supply placement availability summaries at a minimum of weekly to AHCPES and to local RAHS
Secure welfare admissions
The Area Manager, Central After-Hours Service has the authority to endorse the placement of a child or young person in secure welfare.  
http://www.cpmanual.vic.gov.au/advice and protocols/service descriptions/Out-of-home-care/secure welfare service
Should another client need to be exited from secure welfare AHCPES will arrange a phone conference between the on-call managers from the relevant divisions. 
Travel arrangements for the young person to secure welfare will vary depending on the geographic location and assistance of police.
Out of hours purchases 
The nature of out of hours work may lead to occasions when supplies are required for children and young people for their immediate care and well-being, or to establish or provide support to a placement. 
RAHS teams should maintain a kit with essentials such as non- perishable food, clothing, baby requirements and store vouchers. 
AHCPES have authority to make purchases up to $1000 which includes accommodation and flights able to be paid for by credit card.  Should AHCPES approve a purchase they will be reimbursed by the appropriate division.  
RAHS practitioners may be best placed if familiar with an area’s local knowledge, to identify outlets which will accept the AHCPES credit card over the phone for any supplies required. 
In line with day time practice, RAHS should consult with AHCPES team manager when making incidental purchases for a client using their own funds, and receipts should be kept for reimbursement locally.    
Client incident management system (CIMS) 
The client incident management system (CIMS) focuses on the safety and wellbeing of our clients by outlining the approach and key actions to manage client incidents. 
For information in relation to CIMS please refer to: https://engagedhhs.vic.gov.au/client-incident-management-system-cims-implementation
Debriefing
The ACHPES team manager will debrief RAHS staff on outreaches as necessary. The RAHS team manager can provide debriefing more fully through supervision or through more formal incident debriefing where necessary in the division. In the event of critical incident the department’s critical incident support model should be followed https://intranet.dhhs.vic.gov.au/critical-incident-support
http://www.cpmanual.vic.gov.au/our workforce/supervision.
Staff should be made aware of the employee support services available or referred to further support by the team manager if required or appropriate. The Child Protection Wellbeing Program offers resilience training, individual counselling support through the Child Protection Health Program and an in-house team which offers group based wellbeing intervention. The department’s Employee Wellbeing and Support program offers a range of specialised employee support services that are holistic, proactive and preventative. It includes an Employee Assistance Program and critical incident support. The program is provided by Converge International and is a free, confidential service available 24 hours a day, 7 days a week to support staff (and their immediate family members) with issues that may be affecting their wellbeing at work or at home. https://intranet.dhhs.vic.gov.au/employee-wellbeing-and-support-program-formerly-eap-more-counselling#how-can-i-access-the-tools-and-services
Allocation of day work, supervision and administration activities
During their rostered day time work, RAHS practitioners are supervised by the divisional RAHS team manager. The team manager will allocate case tasks to support the child protection program as agreed and in line with the operational demands of the division. Day time work will usually be able to be completed on the day assigned.
It is expected that administrative tasks such as supervision and completing time sheets will be completed during day time hours. RAHS staff are required to complete a time sheet for their ordinary hours and an additional time sheet to claim the standing on call allowance and overtime payments for outreach visits. 
Allowances pay and conditions for RAHS practitioners  
RAHS practitioners are part time employees who are paid a base salary for their rostered day time work (dependant on their classification and FTE), a standby/recall allowance for each time period they are rostered on standby regardless of whether they are recalled to duty; and additional hours for hours worked for outreach visits when recalled.  
[bookmark: _Toc422314734]Details of the industrial instrument are located at:  
 https://intranet.dhhs.vic.gov.au/vps-agreement-2016
RAHS practitioners will only be paid standby/recall allowance when they are available to undertake the required work. Therefore, if a RAHS practitioner is sick or otherwise unable to be available for recall to duty during the roster, they will not be paid the standby/recall allowance. There would be no deduction from their personal leave entitlements, unless the practitioner is sick or otherwise unfit for work during their daytime working hours.
CPP Grades 2-5 are paid overtime payments (for RAHS) based on their current salary. Overtime rates vary, depending on the day the overtime is worked. 
The industrial instrument provides that time in lieu may be granted if requested by the employee, for hours worked in excess of 76 hours per fortnight. 
As part time employees, RAHS practitioners do not accrue time in lieu for any additional rostered day time hours worked up to 76 hours per fortnight. 
Any additional hours worked are done so with the approval of the RAHS team manager and in response to the priorities of the division and will be paid as additional ordinary hours.  
	
	Monday to Saturday
	Sunday
	Public Holidays

	Overtime rate
	Time and a half of the ordinary rate for first three hours and double time thereafter
	Double the ordinary rate
	Double time and a half of the ordinary rate


RAHS practitioners may take annual leave as approved by the RAHS team manager. RAHS practitioners accrue annual leave entitlements commensurate with their hours of work. For example, a RAHS practitioner who works 0.5 FTE will accrue four weeks of annual leave for each year of employment, which will be paid at 0.5 FTE, plus annual leave loading, during periods of authorised annual leave. Leave and other entitlements such as superannuation are not accrued for time spent on a RAHS outreach (this is classified as overtime).  
Portable device supply, support and IT support
RAHS staff will be provided with suitable portable devices in order to support their work in the field including a phone and a laptop or Ultrabook 
There is no out of hours support for IT or portable devices. 
CRIS support can however be accessed for some emergency situations as set out below.
The Portable devices guide is intended to assist employees to manage the potential risks associated with the use of portable electronic devices such as notebook computers, tablets and mobile phones.
When to call CRIS Support for After Hours Service
CRIS support provides after hours user support to CRIS to after hours service users in child protection, CAHABPS, SOS, Juvenile Justice Custodial Services and Youth Parole Board.

CRIS Support for After Hours Service operates between 5:30pm and 7:30am, Monday to Friday and 24 hours Saturday and Sunday and can be contacted through the authorised AHCPES manager.
When to call the CRIS Support for After Hours Service:

1. Failure – you cannot access the system required for a critical and time senstive business process. 

2. 	Fault - unable to enter/save information or generate documents for a critical and time sensitive business process – e.g. Intake Report, Warrants 

The CRIS Support After Hours Service is not used for activities that can reasonably wait until the commencement of normal business hours, such as, questions about the usage of the application or data entry errors. For non-urgent issues or CRIS suggestions please log it with the IT Service Centre via email IT.ServiceCentre@dhs.vic.gov.au. 
Guidelines for safe use of ultra-books (available on hub)


Specialist Support and Redress Unit
Community Services Operations Division
November 2019
Appendix 1 – RAHS Team and Areas (as at April 2019)
East Division
RAHS teams cover Goulburn and Ovens Murray areas. 
There are two teams comprised of 
· 1 x Team Manager,
· 2 x Senior Child Protection Practitioners, 
· 2 x Advanced child Protection Practitioners
· 2 x Child protection practitioners.  
The team managers for each site are employed on a full time basis while all other levels are employed on a part time basis. 
North Division
The RAHS teams cover the Loddon and Mallee areas. 
The Loddon team is comprised of:
· 1 x Team Manager
· 2 x Senior Child Protection Practitioners
· 3 x Advanced Child Protection Practitioners
· 2 x Child Protection Practitioners
All levels are employed on a part time basis. 
The Mallee team is comprised of:
· 1 x Team Manager
· 3 x Advanced Child Protection Practitioners
· 3 x Child Protection practitioners
All levels are employed on a part time basis. 
South Division
The RAHS teams cover Inner and Outer Gippsland. 
There is one team that comprises of:
· 1 x Team Manager
· 2 x Senior Child Protection Practitioners
· 6 x Advanced Child Protection Practitioners
· 2 x Child Protection Practitioners
The team manager is employed on a full time basis while all other levels are employed on a  part time basis. 
West Division
The RAHS teams cover Central Highlands, Barwon and Wimmera South West areas.  
There is one team that comprises of:
· 1 x Team Manager
· 2 x Senior Child Protection Practitioners
· 6 x Advanced Child Protection Practitioners
· 6 x Child Protection Practitioners
The team manager is employed on a full time basis while all other levels are employed on a  part time basis. 

Appendix 2 – Rural After Hours Service (RAHS) Child Protection Practitioner Health, Safety and Wellbeing Tool
AHCPES to complete for each RAHS outreach, noting areas as applicable

	RAHS Area Team contacted:
Choose an item.

	Names of RAHS team: 
Primary: 
Secondary: 

	Date & Time team RAHS paged:
(Note: the time the RAHS team is activated is also to be recorded in the consolidated Rural Visit spreadsheet)
Click here to enter a date.
Time

	Confirm fit and ready for deployment:
(Fit and ready means the RAHS worker is in a fit condition to be recalled to duty, for example any issues considered which may impact on ability to undertake the deployment including ability to drive safely.



AHCPES to advise RAHS workers to contact AHCPES immediately if they are concerned about their health, safety, wellbeing or any changes to their level of fatigue. 
AHCPES will also enquire about RAHS worker’s health, safety and wellbeing during the visit.


	
 
Yes  ☐  No  ☐






Yes  ☐  No  ☐

Yes  ☐  No  ☐

	Pre-outreach conditions: (note where relevant and inc. free text if applicable)
AHCPES to confirm pre outreach conditions are met and outreach can proceed. 
Record plan for mitigating manageable risks where identified as per the Occupational Violence risk management guide (link). 

· Police attending
· Driving arrangements (consider intended route, changeover of drivers and rest breaks)

	     Note





Yes  ☐  No  ☐ 
Yes  ☐  No  ☐



	During outreach:
AHCPES to confirm consultation and decision points, check in points -provide additional contact points if outreach is lengthy or complex

· time arrival at office/leaving office
· time arrival at location of outreach, completion of assessment and consult re: next steps, consult after execution of the plan
· time return back to office after completion of outreach
· time of leaving office at the completion of the outreach 
· time outreach completed 
· time both workers returned home 
· practitioner 1:
· practitioner 2: 


RAHS practitioner safety and wellbeing:

AHCPES will enquire about RAHS worker’s health, safety and wellbeing during the visit at appropriate intervals

AHCPES to note any strategies to minimise practitioner fatigue where indicated, to complete the outreach work and ensure workers return home safely e.g. rest break, dinner break, standing down the team, directing the team to stay overnight at a motel, activating the secondary team where available, or other arrangements to safely complete the outreach. 





	Note



Time
Time

Time
Time
Time
Time







Yes  ☐  No  ☐ 



	Post outreach:

· Was the outreach straightforward (no significant incidents of concern)?
· Did any client incidents occur during the outreach?
· Did any incidents involving workers occur, including any near misses while driving?
If yes please note incidents including whether a placement was required. 

· Save this document in TRIM for next day access by Division 
· AHCPES to ensure the AHCPES Consolidated Rural Spreadsheet is completed and sent to relevant line manager or Divisional contacts.
	Note

Yes ☐  No  ☐
Yes ☐  No  ☐
Yes ☐  No ☐




Yes ☐  No ☐



	Divisional follow up:
Note any follow up required by Division the following day (if adverse issues arising from outreach, confirm if debriefing is required, up-skilling required etc):





	Note






Appendix 3 - RAHS Outreach Processes and Procedures
Preparation of staff and equipment for undertaking urgent Rural After Hours tasks
· Practitioners have a responsibility to inform AHCPES where they are feeling tired or fatigued and AHCPES will ask the practitioners about their wellbeing and fatigue levels throughout the outreach when required. 
· Practitioners have a responsibility to manage their own fatigue, supported by AHCPES using RAHS child protection practitioner health, safety and wellbeing tool .
· Practitioners on the roster are to have a good understanding of court processes (BJ hearing processes) and required paperwork / CRIS screens.
· Practitioners on the roster must be able to access: PA – first home visit kit and have AHCPES direct numbers in practitioners’ phones.

Pre-outreach conditions
· Follow-up / safety planning / intervention done over the phone as appropriate until determined children’s safety cannot be secured without an outreach.
· AHCPES has explicitly clarified the purpose of the outreach
· AHCPES will obtain a Police History Check, provide CRIS history to RAHS team and support with other tasks as necessary
· A check with local Police where appropriate, where the outreach is to occur, on weather conditions, access to the property, any local information about the property or persons at the property, any other hazards in the local vicinity. Based on this information a decision is to be made about whether the hazards prevent a team from attending. 
· Where a placement breakdown has occurred and a transport or an overnight stay in a motel is required, AHCPES will have identified the new placement and / or booked the motel.
· AHCPES will not contact the RAHS team until it is certain the outreach is going to occur. This is to decrease the amount of time a team is active.  The primary worker will inform AHCPES of estimated time of arrival for the team at the divisional office. AHCPES to assess the RAHS team can undertake the outreach. If not, this is escalated to Divisional line management and the RAHS team is advised to stand-down. 

During the outreach –consultation points and provision of support by AHCPES
· Practitioners will call AHCPES from the office once both are in attendance. Both practitioners will be briefed in relation to the current protective concerns, the child protection history and outcome of National Police History check. Also, the information collected from local Police about any potential hazards. Mitigation strategies regarding identified hazards are developed and recorded.
· AHCPES will discuss the outreach travel arrangements with the practitioners as per the RAHS child protection practitioner health, safety and wellbeing tool  and consider whether a work-related driving travel plan is required. 
· AHCPES and practitioners will confirm minimum consultation points (as outlined below). If the outreach is more complex than usual or there are manageable hazards, agree on additional consultation points. Agree if and when possible, rest breaks might occur.
· Practitioners will liaise with Police to arrange the joint outreach and will inform AHCPES of the planned timeframes at the first consultation point. Practitioners will advise AHCPES when they have arrived at the location. Further briefing may be required if any additional information has been received.
· When interviews required for assessment are completed the practitioners will consult with the AHCPES team manager or practice manager to advise of their assessment and recommendations. The AHCPES team manager or practice leader will make the final decision on the intervention necessary to ensure the safety and wellbeing of the child 
· AHCPES will confirm return driving arrangements, rest stops (fatigue management) and estimated time of arrival at the office.
· Practitioners will call AHCPES when they arrive at the office, and advise what tasks are required to be completed and estimated completion time. If practitioner have not contacted AHCPES at the estimated completion time AHCPES will contact them to ascertain if they require assistance with any barriers to completion.
· AHCPES will provide an opportunity for a preliminary debrief if required – the purpose being to ensure that practitioners do not leave the office feeling distressed about the outreach they have just completed. 
· Each individual RAHS practitioners will contact AHCPES to advise when leaving the office and estimated time of arrival at home, again consider fatigue management if necessary.
· AHCPES will inquire whether there were any reportable incidents that occurred during the outreach.
· Both practitioners to confirm they have arrived home safely. 

Additional supports / actions if an outreach becomes more complex or duration exceeds recommended length
· If a practitioner indicates fatigue / injury / illness during an outreach, there must be a detailed conversation about capacity to continue the outreach on this basis. If there is concern about their wellbeing, they should be directed off shift and other arrangements made. This may include calling the back-up team, asking the Police to assist, or ceasing the visit / proceedings. 
· AHCPES will monitor the duration of the visit, and  this could include a period of rest time or remaining in a motel overnight. Any exception to this must be approved by an on-shift AHCPES Operational Area Manager or Practice Manager. If it is night shift, then the night shift Team Manager will direct the RAHS team.
· If a return drive is the only option, a work-related driving travel plan will be developed. This may either be to the closest town / motel or home, whichever is the closest. This plan is detailed and will include multiple check-in points and rest breaks. 
· If during the outreach, the matter becomes complex or an unforeseen circumstance occurs, the practitioner must call the AHCPES Team Manager or Practice Manager for advice / assistance or direction. This may include legal intervention where none was anticipated or a client becoming agitated and leaving the vehicle etc. AHCPES holds responsibility / accountability for issues that occur during outreaches it is supervising. These must be reported as soon as practicable. 
· If during the outreach, the period of which is defined from leaving home until returning home, a hazard or accident occurs that results in harm (physical or psychological) this must be reported to the AHCPES Team Manager or Practice Manager supervising the visit. In conjunction with the AHCPES Team Manager or Practice Manager, initial steps will be undertaken to ensure safety and wellbeing. The Team Manager or Practice Manager will report this incident to Divisional line management. 

Post Visit
· The AHCPES team manager will record a summary in the CRIS file of consults during the RAHS outreach. This will include the protective concerns, the rationale for decisions, placement details of child/ren and any court action taken. 
· AHCPES will complete the RAHS child protection practitioner health, safety and wellbeing tool and send to the relevant Divisional contacts.
· AHCPES to complete the AHCPES Consolidated Rural Visit spreadsheet 
· AHCPES to note any follow up required by the Division in relation to any issues arising from the outreach. 
· If the staff require additional supervision or support because of the outreach, this will be communicated by AHCPES both in the RAHS child protection practitioner health, safety and wellbeing tool and the verbal handover the next working day. This would include outreaches that conclude during business hours and require the divisional team manager to ensure staff health and wellbeing and safe return home. 
· If an incident has occurred over the weekend or a public holiday, the AHCPES Team Manager or Practice Manager will contact the practitioner to check on them until their line management becomes available. 
· Practitioners must complete an eDINMA when:
· there is a hazard which could cause physical or psychological harm
· an incident occurs but no one is harmed
· an employee becomes ill or injured during their work.

At the completion of an outreach, the RAHS practitioners will: 
· Complete the outreach document and case notes
· Email the allocated worker, team manager, area manager and regional services area manager in relation to the outreach visit with a summary of the investigation and assessment
· Where an OoHC placement has been used, email PCU manager with the specifics of the placement and any needs of the child 
· Where there has been legal intervention the local court officer will be informed of the details of any hearing. Should the matter be listed for court, a FORM B to be completed and forwarded to the CPLO
· Copy and fax any court paper work to the court with request for the matter to be listed 
· Leave original paper work for the allocated worker or in an agreed place for use on the next business day
· Where possible, list any matters for the afternoon listing to allow for case to be transferred, briefing of staff and for a worker to be made available to attend court 
· Ensure that Affidavits are sworn/declared at the time that the outreach occurs  
· Complete the driving log book when each driver has completed a journey, including details when there has been a change of drivers.
· Contact ACHPES to inform of safe arrival at their place of residence and acknowledgement of the commencement of the 10 hour break when necessary 
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