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Alice Springs NT 0871
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Reporting Policy

RRACSSU staff are required to provide a written report on all contact made with clients and general contacts.   Reports are written for the following:

· The completion of visits to clients 

A draft of this report is sent to the client for their input and approval prior to the final document being circulated.  

The final document is sent to the following organisations for their information:

Batchelor Institute of Indigenous Tertiary Education 

· Head of School – Education, Arts and Social Science

· Regional Area Operations Lecturer  

· Senior Early Childhood Lecturer 

· RRACSSU Project Co-ordinator

Families, Community Services and Indigenous Affairs

· Project Officer

Sponsor Organisation

· Chairperson

Children’s Service

· Coordinator/Manager/Director

· After phone contact

RRACSSU staff are responsible for writing up a report on all phone contact with a service.  A copy of this report is printed and placed on the file of the person contact has been made with.   This report is not for public viewing but is an internal document. 

Names should not be used within these reports.  Instead the title of the person’s position is to be used.  For example “Service Director”, “Sport and Rec Co-ordiantor”.   This is to protect the persons privacy. 

Reports are aimed at providing RRACSSU with a complete history of contact made with clients and general contacts allowing for appropriate reporting to the funding body to occur.  These reports are held within the RRACSSU Data base and are not for public viewing.  A hard copy of reports is also kept on the client/contacts files.  
It is the responsibility of the RRACSSU staff member making contact to ensure that the reports are written up in a timely manner after contact has occurred and to ensure copies are placed in appropriate files. 

Reports to the funding body are to occur at the following times:

	Activity
	Date

	Performance report 1 

(For the period November 2006 to 31 January 2007)
	28 February 2007

	Report on needs analysis research
	28 February 2007

	Professional support service delivery implementation plan, and Calendar of Events
	30 April 2007

	Performance report 2 

(For the period 1 February 2007 to 30 April 2007
	31 May 2007

	Performance report 3

(For the period 1 May 2007 to 31 July 2007)
	31 August 2007

	Audited Financial Acquittal Report 1

(For the period 1 November 2006 to 30 June 2007)
	31 October 2007

	Performance report 4

(For the period 1 August 2007 to 31 October 2007)
	30 November 2007

	Performance report 5 - Includes report on needs analysis research.

(For the period 1 November 2007 to 31 January 2008)
	28 February 2008

	Professional support service delivery implementation plan and Calendar of Events for 2008
	30 April 2008

	Performance report 6 – (For the period 1 February 2008 to 30 April 2008)
	31 May 2008

	Performance report 7

(For the period 1 May 2008 to 31 July 2008)
	31 August 2008

	Performance report 8

(For the period 1 August 2008 to 25 November 2008) 
	31 December 2008

	Final Project Report 

For period 1 November 2006 to 25 November 2008
	28 February 2009

	Audited Financial Acquittal Report 2

(For the period 1 July 2007 to 25 November 2008)
	28 February 2009 


It is the responsibility of the Project Co-ordinator to ensure that these reports are sent in on time.

Other relevant documentation:

· Reporting procedure
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