
 
 
 
 

DISABILITY EMPLOYMENT 
STANDARDS 

Self Assessment Checklist 

This document restates the requirements of the Disability Employment Standards and has been 
developed to assist NCSI and its clients. 
 
This checklist presents the requirements of the standards and can be used as an effective tool for 
implementation and for self-assessment of the system. 
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INTRODUCTION TO THE NCSI SELF ASSESSMENT CHECKLIST 
 
This checklist is designed to assist Services to prepare for the certification audit.  It is aimed at helping 
you identify the evidence you have to support a finding that your Service meets the KPIs and the 
Standards.  It is best used in conjunction with the FACs document “Continuous Improvement Handbook” 
which can be obtained from FACs, and which was originally issued in September 2002. 
 
Certification auditors don’t require or expect that everything you do will be documented in a 3-ring binder!  
Auditors work according to the way you do business and will look for evidence in your work practices, the 
usual processes you follow and through asking questions of staff members and consumers. 
 
This checklist aims to show you when your evidence may be insufficient or non existent, and to provide 
triggers to remind you of things that do exist but which you take for granted. 
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STANDARD 1: SERVICE ACCESS 
Each person with a disability who is seeking a 
service has access to a service on the basis of 
relative need and available resources. 

 

KPI 1.1 

The service provider adopts and applies non-
discriminatory entry rules in respect of age, gender, 
race, culture, religion or disability, consistent with the 
contractual obligations of the service provider and 
the purpose of the service. 

 

KPI  1.2 

The  service provider’s entry and exit procedures are 
fair and equitable and consistently applied.  
 

 

 

STANDARD 2:  INDIVIDUAL NEEDS 
 
Each person with a  disability receives a service that 
is designed to meet, in the least restrictive way, his 
or her individual needs and personal goals. 
 
KPI 2.1 
 
Each individual’s employment goals are established 
objectively to reflect his or her needs and personal 
goals. 
 
KPI 2.2 
 
Each individual’s employment goals are used as a 
basis for service provision, with the service provider 
undertaking a process of planning, implementation, 
review and adjustment to facilitate the achievement 
of these goals. 
 
KPI 2.3 
 
Services are delivered to meet each individual’s 
employment goals through pathways and plans that 
do not have any unnecessary restrictions or 
constraints. 
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STANDARD 3:  DECISION MAKING AND CHOICE 
 
Each person with a disability has the opportunity to 
participate as fully as possible in making decisions 
about the events and activities of his or her daily life 
in relation to the service he or she receives. 
 
KPI  3.1 
The service provider provides appropriate and 
flexible opportunities for each individual to participate 
in decision making at all levels, including individual 
choices in pre employment and employment 
planning, service delivery planning and corporate 
and business planning. 
 
 
 
 
KPI 3.2 
The service provider acts upon the outcomes of 
service recipient input into decision-making. 
 
 
 
 
 
 
STANDARD 4:  PRIVACY, DIGNITY AND 
CONFIDENTIALITY 
 
Each service recipient’s right to privacy, dignity and 
confidentiality in all aspects of his or her life is 
recognised and respected. 
 
KPI 4.1 
The service provider complies with the Information 
Privacy Principles of the Privacy Act 1988 in order to 
protect and respect the rights of individual service 
recipients.  The service provider does not disclose 
personal information about service recipients without 
their informed consent. 
 
 
 
 
KPI 4.2 
The service provider promotes tolerance and respect 
for each service recipient’s personal needs and 
circumstances.  
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STANDARD 5:  PARTICIPATION AND 
INTEGRATION 
 
Each person with a disability is supported and 
encouraged to participate and be involved in the 
community.   
 
KPI 5.1 
The service contributes to individual outcomes for 
service recipients that progressively builds 
opportunities for their participation and involvement 
in the community through employment. 
 
 
 
 
 
 
 
STANDARD 6:  VALUED STATUS 
 
Each person with a disability has the opportunity to 
develop and maintain skills and to participate in 
activities that enable him or her to achieve valued 
roles in the community. 
 
KPI 6.1 
The service promotes the belief and ability of service 
recipients to fulfil values roles in the community. 
 
 
 
KPI 6.2 
The service promotes employment opportunities for 
service recipients to fulfil valued roles in the 
community. 
 
 
 
KPI 6.3 
The service develops and maintains service 
recipients’ skills relevant to their roles in the 
community. 
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STANDARD 7:  COMPLAINTS AND DISPUTES 
 
Each service recipient is encouraged to raise, and 
have resolved without fear of retribution, any 
complaints or disputes he or she may have regarding 
the service provider or the service.  
 
KPI 7.1 
The service provider encourages the raising of 
complaints by service recipients regarding any areas 
of dissatisfaction with the service provider and the 
service. 
 
 
KPI 7.2 
Service recipients have no fear of retribution in 
raising complaints. 
 
 
KPI 7.3 
The service provider facilitates the resolution of 
complaints or disputes by service recipients 
regarding the service provider and the service. 
 
 
 
 
 
 
 
 
 
 
 
 
STANDARD 8:  SERVICE MANAGEMENT 
 
Each service provider adopts quality management 
systems and practices that optimise outcomes for 
service recipients. 
 
KPI 8.1 
The service provider has management systems in 
place that facilitate quality management practices 
and continuous improvement. 
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STANDARD 9:  EMPLOYMENT CONDITIONS 
 
Each person with a disability enjoys working 
conditions comparable to those of the general 
workforce. 
 
KPI 9.1 
The service provider ensures that people with a 
disability, placed in open or supported employment, 
receive wages according to the relevant award, order 
or industrial agreement (if any) (consistent with 
legislation).  A wage must not have been reduced, or 
be reduced, because of award exemptions or 
incapacity to pay or similar reasons and, if a person 
is unable to work at full productive capacity due to a 
disability, the service provider is to ensure that a pro-
rata wage based on an award, order or industrial 
agreement is paid.  this pro-rata wage must be 
determined through a transparent assessment tool or 
process, such as Supported Wage System (SWS), or
tools that comply with the criteria referred to in the 
Guide to Good Practice Wage Determination 
including: 
 
• compliance with relevant legislation; 
• validity; 
• reliability; 
• wage outcome; and 
• practical application of the tool. 
 
KPI 9.2 
The service provider ensures that, when people with 
a disability are placed in employment, their 
conditions of employment are consistent with general 
workplace norms and relevant Australian 
Government and State legislation. 
 
KPI 9.3 
The service provider ensures that, when people with 
a disability are placed and supported in employment, 
they, and if appropriate, their guardians and 
advocates, are informed of how wages and 
conditions are determined and the consequences of 
this. 
 
 
 
 
 
 
 
 
 
 
STANDARD 10:  SERVICE RECIPIENT TRAINING 
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AND SUPPORT 
 
The employment opportunities of each person with a 
disability are optimised by effective and relevant 
training and support. 
 
KPI 10.1 
The service provider provides or facilities access to 
relevant training and support programs that are 
consistent with the employment goals and 
opportunities of each service recipient. 
 
 
 
STANDARD 11:  STAFF RECRUITMENT, 
EMPLOYMENT AND TRAINING 
 
Each person employed to deliver services to a 
person with a disability has relevant skills and 
competencies. 
 
KPI 11.1 
The service provider identifies the skills and 
competencies of each staff member. 
 
KPI 11.2 
The service provider ensures that its staff have 
relevant skills and competencies. 
 
KPI 11.3 
The service provider ensures the provision of 
appropriate and relevant training and skills 
development for each staff member. 
 
 
STANDARD 12:  PROTECTION OF HUMAN 
RIGHTS AND FREEDOM FROM ABUSE 
 
The service provider acts to prevent abuse and 
neglect and to uphold the legal and human rights of 
service recipients. 
 
KPI 12.1 
The service provider takes all practical and 
appropriate steps to prevent abuse and neglect of its 
service recipients. 
 
KPI 12.2 
The service provider upholds the legal and human 
rights of its service recipients. 
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For Services “Phasing in” pro rata award based 
wages: 

STANDARD 9:  EMPLOYMENT CONDITIONS 
 
Each person with a disability enjoys working 
conditions comparable to those of the general 
workforce. 
 
KPI 9.1 
The service provider ensures that each person with a 
disability receives a wage agreed between the 
service provider and the person and determined by a 
transparent wag assessment tool or process.  The 
service must have in place a plan, develop in 
consultation with the department or a person 
nominated by the department, that reflects a 
commitment to progress, within a timeframe agreed 
with the department (being a timeframe ending 
before 1 January 2009), towards paying the person a 
pro-rata wage based on an award, order or industrial 
agreement. 
 
KPI 9.2 
The service provider ensures that, when people with 
a disability are placed in employment, their 
conditions of employment are consistent with general 
workplace norms and relevant Australian 
Government and State Legislation. 
 
KPI 9.3 
The service provider ensures that, when people with 
a disability are placed and supported in employment, 
they, and if appropriate their guardians and 
advocates, are informed of how wages and 
conditions are determined and the consequences of 
this. 
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For Services with “targeted support” 
 

STANDARD 1: SERVICE ACCESS 
Each person with a disability who is seeking a 
service has access to a service on the basis of 
relative need and available resources. 
 
 
KPI 1.1 
The service provider adopts and applies non-
discriminatory entry rules in respect of age, gender, 
race, culture, religion or disability, consistent with the 
contractual obligations of the service provider and 
purpose of the service. 
 
 
KPI 1.2 
The service provider’s entry and exit procedures are 
fair and equitable and consistently applied. 
 
 
 

STANDARD 2:  INDIVIDUAL NEEDS 
 
Each person with a disability receives a service that 
is designed to meet, in the least restrictive way, his 
or her individual needs and personal goals. 
 
KPI 2.1 
 
Each individual’s community participation goals and, 
if appropriate, employment goals are established 
objectively to reflect his or her needs and personal 
goals. 
 
KPI 2.2 
 
Each individual’s participation goals and, if 
appropriate, employment goals are used as a basis 
for service provision, with the service provider 
undertaking a process of planning, implementation, 
review and adjustment to facilitate the achievement 
of these goals. 
 
KPI 2.3 
 
Services are delivered to meet each individual’s 
participation goals and, if appropriate, employment 
goals through pathways and plans that do not have 
any unnecessary restrictions or constraints. 
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STANDARD 3:  DECISION MAKING AND CHOICE 
 
Each person with a disability has the opportunity to 
participate as fully as possible in making decisions 
about the events and activities of his or her daily life 
in relation to the service he or she receives. 
 
KPI  3.1 
The service provider provides appropriate and 
flexible opportunities for each individual to participate 
in decision making at all levels, including individual 
choices in community participation planning and pre-
employment and , if appropriate, employment 
planning, service delivery planning and corporate 
and business planning. 
 
 
 
 
KPI 3.2 
The service provider acts upon the outcomes of 
service recipient input into decision-making. 
 
 
 
 
 
 
STANDARD 4:  PRIVACY, DIGNITY AND 
CONFIDENTIALITY 
 
Each service recipient’s right to privacy, dignity and 
confidentiality in all aspects of his or her life is 
recognised and respected. 
 
KPI 4.1 
The service provider complies with the Information 
Privacy Principles of the Privacy Act 1988 in order to 
protect and respect the rights of individual service 
recipients.  The service provider does not disclose 
personal information about service recipients without 
their informed consent. 
 
 
 
 
KPI 4.2 
The service provider promotes tolerance and respect 
for each service recipient’s personal needs and 
circumstances.  
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STANDARD 5:  PARTICIPATION AND 
INTEGRATION 
 
Each person with a disability is supported and 
encouraged to participate and be involved in the 
community.   
 
KPI 5.1 
The service contributes to individual outcomes for 
service recipients that progressively builds 
opportunities for their participation and involvement 
in the community, for example, through employment.
 
 
 
 
 
 
 
STANDARD 6:  VALUED STATUS 
 
Each person with a disability has the opportunity to 
develop and maintain skills and to participate in 
activities that enable him or her to achieve valued 
roles in the community. 
 
KPI 6.1 
The service promotes the belief and ability of service 
recipients to fulfil values roles in the community. 
 
 
 
KPI 6.2 
The service promotes opportunities for community 
participation and, if appropriate, employment for 
service recipients to fulfil valued roles in the 
community. 
 
 
KPI 6.3 
The service develops and maintains service 
recipients’ skills relevant to their roles in the 
community. 
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STANDARD 7:  COMPLAINTS AND DISPUTES 
 
Each service recipient is encouraged to raise, and 
have resolved without fear of retribution, any 
complaints or disputes he or she may have regarding 
the service provider or the service.  
 
KPI 7.1 
The service provider encourages the raising of 
complaints by service recipients regarding any areas 
of dissatisfaction with the service provider and the 
service. 
 
 
KPI 7.2 
Service recipients have no fear of retribution in 
raising complaints. 
 
 
KPI 7.3 
The service provider facilitates the resolution of 
complaints or disputes by service recipients 
regarding the service provider and the service. 
 
 
 
 
 
 
 
 
 
 
 
 
STANDARD 8:  SERVICE MANAGEMENT 
 
Each service provider adopts quality management 
systems and practices that optimise outcomes for 
service recipients. 
 
KPI 8.1 
The service provider has management systems in 
place that facilitate quality management practices 
and continuous improvement. 
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STANDARD 9:  EMPLOYMENT CONDITIONS 
 
Each person with a disability enjoys working 
conditions comparable to those of the general 
workforce. 
 
KPI 9.1 
The service provider ensures that people with a 
disability, placed in open or supported employment, 
receive wages according to the relevant award, order 
or industrial agreement (if any) (consistent with 
legislation).  A wage must not have been reduced, or 
be reduced, because of award exemptions or 
incapacity to pay or similar reasons and, if a person 
is unable to work at full productive capacity due to a 
disability, the service provider is to ensure that a pro-
rata wage based on an award, order or industrial 
agreement is paid.  this pro-rata wage must be 
determined through a transparent assessment tool or 
process, such as Supported Wage System (SWS), or
tools that comply with the criteria referred to in the 
Guide to Good Practice Wage Determination 
including: 
 
• compliance with relevant legislation; 
• validity; 
• reliability; 
• wage outcome; and 
• practical application of the tool. 
 
KPI 9.2 
The service provider ensures that, when people with 
a disability are placed in employment, their 
conditions of employment are consistent with general 
workplace norms and relevant Australian 
Government and State legislation. 
 
KPI 9.3 
The service provider ensures that, when people with 
a disability are placed and supported in employment, 
they, and if appropriate, their guardians and 
advocates, are informed of how wages and 
conditions are determined and the consequences of 
this. 
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STANDARD 10:  SERVICE RECIPIENT TRAINING 
AND SUPPORT 
 
The employment opportunities of each person with a 
disability are optimised by effective and relevant 
training and support. 
 
KPI 10.1 
The service provider provides or facilities access to 
relevant training and support programs that are 
consistent with the employment goals and 
opportunities of each service recipient. 
 
 
 
STANDARD 11:  STAFF RECRUITMENT, 
EMPLOYMENT AND TRAINING 
 
Each person employed to deliver services to a 
person with a disability has relevant skills and 
competencies. 
 
KPI 11.1 
The service provider identifies the skills and 
competencies of each staff member. 
 
KPI 11.2 
The service provider ensures that its staff have 
relevant skills and competencies. 
 
KPI 11.3 
The service provider ensures the provision of 
appropriate and relevant training and skills 
development for each staff member. 
 
 
STANDARD 12:  PROTECTION OF HUMAN 
RIGHTS AND FREEDOM FROM ABUSE 
 
The service provider acts to prevent abuse and 
neglect and to uphold the legal and human rights of 
service recipients. 
 
KPI 12.1 
The service provider takes all practical and 
appropriate steps to prevent abuse and neglect of its 
service recipients. 
 
KPI 12.2 
The service provider upholds the legal and human 
rights of its service recipients. 
 
 
 
 
 
 


