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POLICY:

Greystanes Disability Services (“Greystanes”) has designed its record keeping policy and procedures to
uphold the principles of best practice in the capture, maintenance and protection of sensitive and
personal information.

This policy sets the framework to ensure Greystanes complies with legislative requirements, effective
and efficient management of files and accuracy of records.

All managers are responsible for monitoring staff to ensure they understand and comply with the record
keeping policy, procedures and other relevant legislation in the creation, management and protection of
records.

Records and/or archives will be made available within the constraints of employees fulfilling their
professional duty of care as outlined in individual position descriptions.

Records which are no longer required will be retained and preserved securely until they are destroyed
as per legislative requirements.

SCOPE:

This policy relates to the people Greystanes supports, families, guardians, Board members, employees,
contractors, volunteers of Greystanes and other stakeholders.
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CAREMASTER PERMISSIONS

Administrator CEO, All Managers and Executive Assistant
Coordinator ~ Team Leaders, Clerical Officer

Worker Support Workers

MS365 SHAREPOINT FOLDER AND PERMISSIONS

Name of Folder Access

Accounts CEOQ, Business Operations Manager, Clerical Officer
Admin CEQ, Team Leaders, All Managers, Clerical Officer
Audit CEO, All Managers, Executive Assistant
Communication CEO, All Managers

Executive All Managers

Greystanes Disability Services | Executive Assistant
(copy previous Intranet)

HR CEO, Business Operations Manager, HSS Manager, Home and
Living Manager

Home Support Services CEO, HSS Team Leaders and HSS Manager

HCT (Health Team) CEO, Home and Living Manager, Executive Assistant

Management Team CEO, All Managers, Executive Assistant

Public Drive CEO, All Managers, Team Leaders, Clerical Officer

Team Leaders CEO, Home and Living Manager, HSS Manager, Team Leaders

4. RECORD KEEPING - STAFF

4.1

4.2

4.3

4.4

4.5

Upon commencement of employment with Greystanes, all paperwork associated with the
recruitment of that person e.g. Application for Employment, Copy of Contract, Payroll Details,
Functional Assessment, Employee Reference Checks, copies of certificates and driver’s licence
etc. are recorded in SharePoint in the HR folder. Personnel files are kept in a secure cabinetin a
locked room.

Payroll records are kept securely in electronic form in Xero Payroll CareMaster is the rostering
database. Both systems are password protected with limited access.

The external HR contractor and Managers are responsible for ensuring all documents are
accurate and current.

The Business Operations Manager is responsible for creating and maintaining all documents if
and when a Workers compensation claim is made.

After termination of employment personnel records are kept for seven years and then
destroyed.

5. FILE AUDITS

5.1

5.2

5.3

5.4

The Home and Living Manager and the NDIS Operation/Home Support Services Manager are
responsible for ensuring that the participant files are audited annually and the information held
is accurate, current and complies with the requirements of legislation, standards and relevant
agencies.

The NSW Ombudsman representatives (Community Visitors) can visit at any time to conduct
audits of individual’s files relating to the operation of the service.

The Managers will conduct regular internal audits of employee files to ensure the information
that is held is current and accurate.

To ensure sound governance, Greystanes is subject to external audits of its quality management
systems and financial procedures and record keeping, as well as internal and external audits of
various procedures and record keeping.
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REFERENCES AND LINKS:

OFFICE OF THE AUSTRALIAN INFORMATION COMMISSION
GPO Box 5288

SYDNEY NSW 2001

General enquires: 1300 363 992

Email: enquiries@oaic.gov.au

www.oiac.gov.au

NSW OMBUDSMAN

Level 24, 580 George Street

SYDNEY NSW 2000

General enquiries: 9286 1000

PH: 1800 451 524

Email: nswombo@ombo.nsw.gov.au
www.ombo.nsw.gov.au
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