Our Vision
To empower children and their families to confidently connect in their world; their way.

Our Mission
To educate children and their families through occupational therapy services to achieve independence

everyday with joy.
Our Values
Connections for Life Cultivating Awareness Clinician Individuality
Client Adaptability Community at Heart Consistency & Accountability

Explore and Soar is a team of dedicated health professionals who are passionate about working with all
children, their families, support networks and educators in achieving their goals. We are flexible, creative
and accommodating to support all clients and their support network in their chosen community.

As one of our core values, connections for life is key. We demonstrate our connections through high-quality
communication skills liaising with all our clients and their families in an adaptable manner that will best
support them. Talk to us today! Explore and Soar work with many different modes of communication,
including written, verbal, face-to-face, phone, email, with an interpreter (if required) and even some sign
language for our non-verbal kids!

We are a mobile allied health practice that is dedicated to offering high quality, best-practiced occupational
therapy for all children aged 0 to 18 years in the Newcastle, Hunter Valley and Muswellbrook regions.

Explore and Soar is looking forward to working with you and your family to achieve your goals and improve
your everyday life.

Warm Regards,

The Explore and Soar Team



When working with Explore and Soar to ensure optimal engagement and supporting your goals, it works
best with collaboration and working together as a team. From your end, the commitment is:

e To provide all clinical documentation when requested, such as NDIS reports, previous assessment
reports or all relevant information.

o Complete and return service agreements promptly.
o To provide changes of details, address, email details and plan manager information.

e To communicate changes in family circumstances and the impact on ongoing intervention
appointments

e Prompt payment of all invoices within NDIS guidelines and company policy.
o Please refer to terms of trade in regards to debt collection and cancellation of appointments.
e Totreat others in the same way that you wish to be treated yourself;

e Respect the rights of others and assist in providing an environment free from harassment and abuse.

At Explore and Soar we strive to deliver high quality, best evidence based practice. As such, we offer various
options for assessment, intervention and associated services. Please refer to our latest Service Options and
Price Guide for more comprehensive details regarding our service options and associated fees.

We accept all funding types including:
e Private paying

Private Health

Medicare Care Plans

NDIS

Our fees are based upon the NDIS Price Guide and are reviewed regularly. If you have a question regarding
funding or pricing, please reach out to us directly to discuss.

For Explore and Soar to continue to come to you and provide support and services, a travel fee is applied to
each session. Our team's mobile-based model allows us to work across many locations within the Hunter
Valley, Tamworth/Gunnedah and Lithgow/Bathurst regions. A 15 minute minimum travel fee is allocated
for each face to face appointment.

Our current areas of intervention sessions are determined by our clinical need in each of our three regions.
Our clinicians have set days across their working weeks and the CDB of these towns are used to set a 15-
minute travel time allocation. For all travel outside of the 15 minutes allocation, an additional fee will be
incurred.



Travel costs vary when working with an Occupational Therapist and Therapeutic Assistant. This is based upon
the applicable hourly rate.

Occupational Therapist Rates:

Travel time allocated Travel Fee Price
Up to 15 minutes (minimum) $48.25
Up to 20 minutes $63.69
Up to 25 minutes $81.06
Up to 30 minutes $96.50

Therapeutic Assistant Rates:

Travel time allocated Travel Fee Price
Up to 15 minutes (minimum) $21.50
Up to 20 minutes $28.38
Up to 25 minutes $36.12
Up to 30 minutes $43.00

Travel fees are discussed upon booking appointments with Explore and Soar and determining the location

of the therapy interventions and support for the client and family. Please do not hesitate to contact us with
any questions or concerns.

NB: Initial pricing values may be revisited after 2 to 3 appointments of travel time being monitored. This is
to provide an accurate travel fee for the time taken to travel to the desired location. For example, travel
time increases in peak hour traffic before and after school versus during school time.

Fees are reviewed as required and are in line with the most recent NDIS price guide.

Along the Client Journey with Explore and Soar, clinicians will complete reviews of client goals and
intervention strategies at regular intervals. This is completed at the initial assessment when commencing
with Explore and Soar, as well as reviewed at the beginning of each school term.

In the event of changes to scheduled appointments occurring, all efforts will be made to reschedule at a
mutually convenient time for both the client and clinician. However, at times, alternative appointment times
may not be possible due to being a mobile service and only in specific locations at set times across a
fortnightly rotation.



At Explore and Soar, we value consistent and high-quality intervention services. However, we are aware that
on occasion, life takes over, and there are moments when you are unwell, or family emergencies occur.

For regular term/ongoing appointments:

If the client decides not to reschedule the appointment and the cancellation is more than 24 hours
prior to the scheduled appointment, then the client will not be charged a cancellation fee.

If a client does not reschedule their appointment and the cancellation is within 24 hours but provides
more than 4 hours notice before the appointment, they will receive a notification that a cancellation
fee equivalent to 90% of the appointment cost will be charged. The client must make this payment
following the issuance of an invoice during the subsequent billing cycle.

If a client informs the Clinician or Client Support Team (CST) of cancellation with 4 hours or less notice
before their sessions, a cancellation fee equivalent to 100% of the appointment cost will be charged,
excluding travel fees. The client must make this payment following the issuance of an invoice during
the subsequent billing cycle.

If the client is not present within the first 15 minutes of scheduled start time at their scheduled
appointment (for example a community or home visit) and does not call-in advance to inform the
clinicians a FULL Fee will be charged for the appointment with the travel fee attached. Payment due
on the day following receipt of invoice sent to client.

All attempts will be made to try to contact the client if they are not present at their scheduled
appointment; if the client or family fail to get in contact or do not show up within 15 minutes of the
session commencement time, the clinicians or therapeutic assistant reserves the right to leave the
appointment and FULL FEE with travel will be charged as per above.

For Monday appointments, if a cancellation is to occur, notification is required by Friday 12 p.m. for
no cancellation fee to be applied. If an appointment cancellation occurs after this time and outside
of business hours, a 90% cancellation fee will be applied.

If an emergency or medical incident occurs, fees will be determined at Explore and Soar’s discretion.

If a client confirms a rescheduled appointment and cancels this appointment, the client will receive
a full cancellation fee regardless of the notice given.

Group & Intensive School Holiday Appointments:

Booking and confirming school holiday group programs and intensives are completed 5 to 6 weeks
in advance. Due to high demand and limited availability for the week programs, week cancellations
apply.

e Ifaclient cancels a week intensive program, there will be a 90% cancellation fee for the whole
week. This fee will not be applied if the intensive spot is filled.

e |If a client cancels a week-long group program, there will be a 90% cancellation fee for the
whole week. This fee will not be applied if the group program allocation is filled. This is non-
negotiable due to the preparation and group program development completed prior to the
running of the group.



e If an emergency or medical incident occurs, fees will be determined at Explore and Soar’s
discretion.

e If all attempts by the Clinician and Client Support Team to reschedule the client’s appointment fail,
the treating Clinician of that client will be notified with a note in the practice management software
system schedule.

e Once notified, the clinician is required to follow up with the client about the cancellation via phone
call within the next 24 hours.
Interruption & Cessation of Ongoing Appointments:

Explore and Soar reserves the right to cancel any ongoing appointments with clients due to the following
reasons:

Infrequent payments of completed therapy sessions.

e Two (2) weekly invoices, one (1) fortnightly invoice, or one (1) monthly invoice is outstanding.

e If aclient and their family are continuously late or behind with payments, this will be communicated
and a warning provided.

e Following this warning, a client will lose their ongoing appointment type if still inconsistent payments
are made.

Frequent Cancellations:

e If aclientis unable to attend and engage in regular scheduled appointments in a term, such as three
(3) appointments (for weekly) and two (2) appointments (for fortnightly). They will lose their ongoing
spot.

e If aclientis attending monthly appointments and cancels two (2) monthly appointments within a six
(6) month period, they will lose their ongoing spot.

Disrespectful communication or behaviour toward the Explore and Soar team will not be tolerated. Examples
of such behaviour, but not limited to

e Speaking rudely via phone call, text message or email to any of the Explore and Soar team members.
e Being inappropriate or rude face to face during the OT or TA sessions.

e Engaging in bullying or exerting undue pressure to secure appointments or clinical documentation,
especially when there are time constraints, such as a client needing a report for an NDIS review
meeting within two days without prior communication with the clinician, may lead to situations
where the clinician has insufficient time to complete the necessary report by the deadline.

NDIS Compliance

e Toensure Explore and Soar is following NDIS compliance guidelines, all clients with an NDIS plan must
provide accurate and up-to-date NDIS plan information, including:

o NDIS participant number
o NDIS Plan Dates (including start and end dates)
o Budget allocation for relevant services

e Upon receipt of this information, a Service Agreement will be established between Explore and Soar
and the client or client's participant.



e The client or client's representative is responsible for promptly informing and providing the
abovementioned NDIS Plan information, ensuring that a new Service Agreement will be created,
signed and implemented within 14 days of the NDIS plan's expiration or any changes in plan dates.

o The client must be aware that under NDIS guidelines, they are responsible for monitoring
their funding budget, timely providing new plan details to Explore and Soar, including
promptly communicating any changes such as early review or change of circumstance, as well
as reviewing and completing the Service Agreements within 14 days, as delay will result in
clients being responsible for all outstanding invoices and making payments accordingly.

o Explore and Soar reserves the right to cancel ongoing services if a Service Agreement is not
established within 14 days of any NDIS plan variation.

e In cases where funding is no longer available or exhausted, the client assumes full responsibility for
privately arranging payment of any and all outstanding invoices within the 7-day terms of trade.

If the Participant wishes to provide Explore and Soar feedback, including compliments and complaints or
suggestions for Explore and Soar to continue to improve our service, the Participant can do so in the
following ways:

e In-person with their clinician.
® Phone Explore and Soar on 0477 708 217
o Email Explore and Soar Client Support Team on admin@exploreandsoar.com.au.

Alternatively, you can fill out the compliments and complaints feedback form found on the website
www.exploreandsoar.com.au or use the paper-based form provided in the client information welcome pack.
If you require another form, please do not hesitate to contact us. This form can be used anytime at the
Participant / Participant’s Representative's discretion.

Your feedback will be escalated to the appropriate department for review and action. Please let us know if
you would like your feedback to be escalated to a particular manager for review.

If the Participant is not satisfied or does not want to talk to this person and is a NDIS participant, they can
contact the National Disability Insurance Agency by calling 1800 800 110, visiting one of their offices in
person, or visiting ndis.gov.au for further information.

Explore and Soar has a duty of care not only to their clients but also to their employees. As such, our
Emergency & Disaster Management plan aims to reduce the risk and promote the safety of clients, their
families and our employees. During peak periods of natural emergencies or disasters such as bushfires or
floods, the Explore and Soar Management Team will monitor multiple sources of information from
appropriate channels, including but not limited to:

e Hazards Near Me App,

e NSW Health,

e NSW Police,

e NSW SES.


mailto:admin@exploreandsoar.com
http://www.exploreandsoar.com.au/
http://www.ndis.gov.au/

In the case of increased or imminent risk, Explore and Soar’s first priority is the safety of their clients and
their employees. Communication with clients and their families during such emergencies & disasters will
occur through phone calls, text messages or emails to inform them of any changes to their provision of
services. Explore and Soar will provide opportunities to reschedule or alternative continuity of supports and
intervention for each client, such as:

o telehealth,

e rescheduling of OT appointments or completing TA appointments,

e completing a home program of activities in the interim until following appointment, or offering,

e holiday intensives.

Once all warnings are downgraded, and it is safe to re-enter communities, appointments face to face in these
areas will recommence.

Reporting of any accident, incident or near miss involving an Explore and Soar Employee and/or client and
their family must be completed to Explore and Soar Management as soon as possible. Employees, Clients
and/or their families, can report any incidents to Explore and Soar Management via email:
admin@exploreandsoar.com.au or phone: 0477 708 217.

The Explore and Soar Management Team will investigate all incidents to determine if an incident is a
reportable incident to NDIS. The following incidents are deemed reportable to NDIS:
1. Death,
Serious injury,
Abuse or neglect of a person with a disability,
Unlawful sexual or physical contact with, or assault of a person with disability, or
Sexual misconduct committed against, or in the presence of, a person with disability, including
grooming of the person for sexual activity, or
6. Use of restrictive practices in particular circumstances.

vk wnN

Explore and Soar are mandatory reporters. Mandatory reporting is when the law requires the employee to
report a known or suspected case of abuse and/or neglect. If any client within Explore and Soar is presenting
risks to their safety and well-being mandatory documentation and reporting are required.
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Explore & Soar actively manages real and possible conflicts of interest that have the potential to negatively
impact or influence services. This is part of our commitment to always provide safe and high-quality support.

Where personal interest comes into conflict with a person’s work-related or volunteering responsibilities,
Explore & Soar exercises good governance, to ensure any conflicts are identified and prevented or resolved.

A conflict of interest may be naturally occurring rather than as an indication of improper activity and all
conflicts whether real or possible must be identified, declared, recorded and managed.

Definitions of Conflict:

Conflict of Interest: A person or business that derives real or apparent benefit from actions or decisions
made in their official capacity. Conflicts may be actual, potential, or perceived.

Actual Conflict of Interest: There is a real conflict between a person or business’s official duties and private
interests.

Potential Conflict of Interest: A person or business has private interests that could conflict with their official
Explore & Soar duties. This refers to circumstances where it is foreseeable that a conflict may arise in future
and steps should be taken now to mitigate the risk.

Perceived Conflict of Interest: The public or a third party could form the view that a person or business’s
private interests could improperly influence their decisions or actions, now or in the future.

Person interest: Refers to a person or business’s own interests and those of their family and friends and/or
any organisations they support or are involved with.

Benefit: Any product, service, or advantage given to a person due to their work. This can include money, gift
cards, gifts or discounts or favourable treatment.

Examples of scenarios where conflicts may occur include:
e Relations with family or friends
e Work activities outside of Explore & Soar whether this is paid or unpaid.
e Personal relationships with internal and/or external parties
e Gifts/benefits
e Provision of external consultancy services

e Procurement of goods and services.



Please complete this form if you feel you have a conflict of interest due to knowing staff on a personal basis, you
have relatives or friends using our services etc. If you require more than one form, please contact us directly.

Client Details

Name:

Details of the Conflict of Interest

Name of Person/s regarding conflict of interest:

Date conflict began:

Type of conflict of interest (tick one):

O Actual [ Potential Ll Perceived

Actual, potential, or perceived conflict relates to: (tick all that are relevant)
1 Relationship with family or friends

0 Staff recruitment

[J Work activities outside (paid/unpaid)

1 Personal relationships with internal and/or external parties

L] Financial interest

1 Disposal of assets

O Gifts/Benefits

L1 Provision of external consultancy service

Provide a detailed description of the actual, potential, or perceived conflict of interest (including the specific
personal interest identified and how this raises an actual potential or perceived conflict of interest, who is/could
become involved (client name, staff name, organisations etc) and the effect on those involved):

Parent/Guardian’s Signature Date:

Parent/Guardian (printed name):




Terms of Trade
(ECC)

EXPLORE AND SOAR WELCOME PACK — REVIEWED 01/01/2024



| certify that the below information is true and correct. | authorise the use of my personal information as
detailed in the Privacy Act clause. | have read and understand the TERMS AND CONDITIONS (attached) of
Explore and Soar Pty Ltd which form part of, and are intended to be read in conjunction with the Client
Questionnaire Form and agree to be bound by these conditions.

Client Name:

Client DOB:

Client Address:

Signature of Client / Client’s Name of Client / Client’s Date
representative representative

Relationship to Client ID Type (eg Driver’s Licence, passport) ID Number
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At Explore and Soar we are working with different media platforms to inform our families, clients and the
surrounding communities what exciting things we are achieving. This means we may wish to use images of
different children achieving their goals.

| am the parent/guardian of (print full name of child). | hereby

give Explore and Soar Pty Ltd. and their staff the absolute right and permission to use photographs, pictures,
digital images or videotapes of My Child, or in which My Child may be included in whole or part, or
reproductions or otherwise for any lawful purpose whatsoever. Including, but not limited to use on the
Official Website, Brochures, Facebook, Instagram, and display upon promotional material, without payment
or any other consideration.

| hereby waive any right that | may have to inspect and/or approve the finished product or the copy that
may be used in connection wherein My Child’s likeness appears, or the use to which it may be applied.

| reserve the right to change my mind at any time and withdraw my consent to any media release of images.

| reserve the right to be informed and discussed prior to any release of images hitting any marketing or media
platforms. Within media platforms, such as Facebook and Instagram for the privacy and confidentiality to
protect My Child’s rights, no facial photographs are to be released and no release of My Child’s name.

| reserve the right to have photographs or videos taken of My Child in sessions for promotional and media
platforms, in addition to demonstrating achievements with photos sent to the parents/guardian to
demonstrate what has been completed within the sessions or to facilitate explanation and demonstration
of home program activities when required.

This is a release of legal rights. Read it carefully and be certain you understand it before signing.

Please check one of the boxes below then sign your name(s)

O CONSENT: We/I hereby certify that we/l are/am the parent(s) or guardian(s) of the above-
named child and do hereby give our/my consent without reservation to the foregoing on
behalf of My Child.

O NON-CONSENT: We/I hereby certify that we/l are/am, the parent(s) or guardian(s) of the
above-named child and do not hereby give our/my consent without reservation to the
foregoing on behalf of My Child.

Parent/Guardian’s Signature Date:

Parent/Guardian (printed name):

Parent/Guardian’s Signature Date:

Parent/Guardian (printed name):
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At Explore and Soar we are committed to protecting and upholding the rights of our clients and their families
to privacy and confidentiality and will apply the Australian Privacy Act 1988 and the 13 Australian Privacy
Principles (APPs) in the way we collect, store and use information about our clients, their needs and the
services we provide to them.

A copy of the Australian Privacy Principles may be obtained from the website of The Office of the Australian
Information Commissioner at www.aoic.gov.au

What is Personal Information and why do we collect it?

Personal Information is information or an opinion that identifies an individual. Examples of Personal
Information we collect include: names, addresses, email addresses, phone and facsimile numbers.
This Personal Information is obtained in many ways including correspondence by telephone, email, from our

website (www.exploreandsoar.com.au), interviews at the initial consult, or from media and publications,

such as text message and from third parties upon consent from yourself (such as, teachers, educators, other
allied health professionals).

We collect your Personal Information for the primary purpose of providing best client directed services and
information to you. We may also use your Personal Information for secondary purposes closely related to
the primary purpose, in circumstances where you would reasonably expect such use or disclosure.

When we collect Personal Information, we will, where appropriate and where possible, explain to you why
we are collecting the information and how we plan to use it.

Third Parties:

Where reasonable and practicable to do so, we will collect your Personal Information only from you.
However, in some circumstances we may be provided with information by third parties. In such a case we
will take reasonable steps to ensure that you are made aware of the information provided to us by the third
party.

In the case of Personal information being provided by third parties, such as schools, other allied health
professions etc., an additional phone call or face-to-face discussion will be completed to inform the family
in regards to the details of conversation (if the family is not already aware). If the information is completed
through correspondence such as emails; the family will be included in this correspondence.

Disclosure of Personal Information:

Your Personal Information may be disclosed in a number of circumstances including the following:
o Third parties where you consent to the use or disclosure
o Clinician completes supervision with allied health manager to further support and clinically reason
treatment intervention to further progress goals and enhance quality of life; and
o Where required or authorised by law.

Upon no other circumstance will your personal information be disclosed to any third parties or discussed
within unnecessary allied health staff within the Explore and Soar Company.
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Security of Personal Information:

Your Personal Information is stored in a manner that reasonably protects it from misuse and loss and from
unauthorised access, modification or disclosure.

When your Personal Information is no longer needed for the purpose for which it was obtained, we will take
reasonable steps to be archived and no access to your Personal Information is achieved (unless re-engaging
with the service). However, most of the Personal Information is required to be stored until the child is 18
years of age and then required to be stored for an additional 7 years minimum prior to being de-personalised
and destroyed.

Access to your Personal Information:

You may access the Personal Information we hold about you and to update and/or correct it, subject to
certain exceptions. If you wish to access your Personal Information, please contact us in writing.

Explore and Soar will not charge any fee for your access request, but may charge an administrative fee for
providing a copy of your Personal Information.

In order to protect your Personal Information, we may require identification from you before releasing the
requested information.

Maintaining the Quality of your Personal Information:

It is important to us that your Personal Information is up to date. We will take reasonable steps to ensure
that your Personal Information is accurate, complete and up-to-date. If you find that the information we
have is not up to date or is inaccurate, please advise us as soon as practicable so we can update our records
and ensure we can continue to provide quality services to you.

Policy Updates:

This Policy may change from time to time and upon changes will be sent through to you in an email update.
This in turn will be followed up with a phone call from the administrations team to ensure consent following
these changes.

Privacy Policy Complaints and Enquiries:

If you have any queries or complaints about our Privacy Policy, please contact us via ph: 0477 708 217 or via
email admin@exploreandsoar.com.au

Jessica Rodgers

Director/ Occupational Therapist
Explore and Soar
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| have read, understood and agree with all the privacy and confidentiality requirements provided with
Explore and Soar.

O CONSENT: We/I hereby certify that we/l are/am the parent(s) or guardian(s) of the above-
named child and do hereby give our/my consent without reservation to the Personal
Information being gathered through correspondence with appropriate third parties, including
allied health professionals and the teacher educators and us/myself. | understand and am
informed on how to access all Personal Information at any time and agree with any disclosure
of Personal Information of My Child as outlined above.

Ol NON-CONSENT: We/I hereby certify that we/l are/a, the parent(s) or guardian(s) of the above-
named child and do not hereby give our/my consent to liaise with third parties, including
allied health professionals or teacher educators. However, | do agree to the management of
Personal Information.

Parent/Guardian’s Signature Date:

Parent/Guardian (Printed name):
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Explore and Soar is passionate about the safety of their staff, clients and families. To ensure that the

occupational therapist is safe when visiting your home and your child has enough adequate space to engage

in support strategies safely; Explore and Soar complete regular Risk Safety checks when out in the

community. Either your treating clinician or client support team will check in prior to commencement or on

commencement of intervention therapy with your family. In addition, please be advised of the following

requests.

Please indicate by ticking the box of each statement that you have read and agree to it.

If you sign the form below you are consenting to the following:

(]

The Parent/Caregiver is responsible for all pets to be in a contained area to ensure Explore
and Soar staff will not be in direct contact.

The Parent/Caregiver will ensure the environment is a smoke, drug and alcohol free
environment.

The Parent/Caregiver are to inform the Explore and Soar staff of any behaviours their child
may have (such as, biting, hitting, kicking, throwing, objects, hair pulling), this is to ensure
your therapist can support you with an agreed management plan.

The Parent/Caregiver is to notify the visiting therapist prior to the visit if anyone present has
a history of criminal offenses or is currently on a good behavior bond or parole.

The Parent/Caregiver is to notify the visiting therapist if any other persons (family/friends)
will be present during the time of the visit.

The Parent/Caregiver is to provide all relevant information regarding the physical
environment of their home to support assessment and/or therapy intervention. A phone call
will be made prior to the initial home visit by your therapist if there are any concerns.

OT reserves the right to stop the session immediately if these safety requirements are not met and you will

be charged the intervention session fee.

Child’s Name:

Parent/Caregiver/Guardian Name:

Signature:

Date:
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The only person that can give consent for the Therapist to authorise or administer medical treatment or
medication is those with ‘lawful authority’ meaning the Client’s parents or guardians if appointed by the
courts.

| give consent for the Therapist to undertake first aid or seek medical assistance or treatment that the Client
should require at my expense. In this event every effort will be made to contact the Parents / Guardians
immediately.

| agree to collect or make arrangements for the collection of the Client should they become unwell and no
parent/guardian is present.

Parent/Guardian Signature Parent/Guardian Name Date

Parent/Guardian Signature Parent/Guardian Name Date
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Physical contact between therapist and client can be a key aspect in Occupational Therapy assessment and

intervention. This allows the therapist to provide key information/feedback to the client.

Examples of physical contact may include, but not limited to:

Hand over hand prompts and guidance
Manipulation of body positioning
Deep pressure hugs for regulation support

Gestures for communication

In the event that a client is behaving in a way that may cause injury to themselves or others (for example;

hitting, biting, throwing items, head banging, running onto a road etc), the Explore and Soar clinician will

respond in the most appropriate way (in collaboration with parent/guardian/teacher support, where

possible) in an attempt to minimize injury to the child or others nearby.

By signing this form,

| hereby acknowledge that physical contact between therapist and client may occur within the
therapy setting.

| hereby give my consent for physical contact between my child/myself and the Explore and Soar
Clinician to ensure safety and best outcomes in Occupational Therapy assessment and intervention
sessions.

Parent/Guardian Signature Parent/Guardian Name Date

Parent/Guardian Signature Parent/Guardian Name Date
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