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WELCOME TO YOUR AGED CARE FACILITY  
  
Welcome to Adina Care. This is your home, and we want you to feel safe, comfortable, and 

supported here. 

 

Our aim is to bring care, comfort, and companionship to all who choose to live with us. This 

handbook will help you settle in and understand how we work together with you, your family, and 

your representatives. 

 

This is a living document – if policies or practices change because of legislation, quality 

improvements, or your feedback, we will update and share them with you. 

 

Our staff are here to help you settle in and support you to live the life you choose. 

 

This information booklet is designed as an easy reference for residents.  Other detailed references 

include User Rights Principles, your Agreement with the Company, the Aged Care Act 1997, Aged 

Care Complaints Scheme, and community-based advocacy services.  

  

The decision to enter a residential aged care facility is a major event involving a permanent 

change of residence.  Your needs have been assessed and appropriate services are provided at 

your facility.  

  

Adina Care is a 63-bed facility providing services, including palliative care for aged persons who 

cannot manage in the community.  Assistance is provided with showering, washing, medications 

and dressing if needed. However, residents are encouraged to maintain their independence and 

continue to make decisions about their lives.  

  

The facility is owned and operated by the Cootamundra Healthcare Co-operative Limited which 

is a non-profit charitable organisation incorporated in 1985 under the Corporations Law as a 

Company limited by guarantee.  

  

 

MISSION STATEMENT  
  

At Adina Care, our mission is to provide high-quality, person-centred care that supports people 

to live with dignity, respect, and purpose. We serve a diverse community, including Aboriginal 

and Torres Strait Islander peoples, culturally and linguistically diverse communities, LGBTQIA+ 

individuals, and people living in rural and remote areas. 

 

We are committed to creating a safe, welcoming, and inclusive home where each person’s 

values, choices, and cultural identity are honoured. 
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To do this we will:  

  

• Be client focussed  

• Provide a safe and happy environment for clients and their families  

• Support and develop our staff as a team  

• Have a culture of continuous improvement 

• Commit to management and care practices of the highest standard.  

  

ADMISSION APPROVAL  
  

Prospective residents need to be assessed by the Aged Care Assessment Team (ACAT) which 

includes a doctor, social worker, nurse, and occupational therapist.  Assessment for residential 

aged care is based on need and many factors are considered.  A person’s physical and mental 

condition, financial status and community and family support arrangements are assessed.  Each 

applicant will also be seen by the Clinical Care Manager before entry into the facility.  

  

  

RAD/DAP BOND PRUDENTIAL ARRANGEMENTS  
  

The organisation may request a RAD.  Details of the policy are included with the application kit. 

Residents paying a RAD/DAP bond are given on admission and each year by 31st October a 

statement that certifies the organisation has complied with prudential arrangements in accordance 

with the Aged Care Act, 1997 for safeguarding RAD / DAP bond balances of residents.  

  

  

CAR PARKING FOR VISITORS  
  

Visitors are requested to ensure their cars are parked in the marked spaces   

  

CHURCH  
  

Church services of different denominations are held regularly.  Every resident is welcome to join 

these services.  Noticeboards detail pastoral activities.  

 

 

CLEANING  
  

Residents are requested to keep rooms as tidy as possible.  Cluttered rooms can result in WHS.  

Rooms must be kept accessible and free of clutter so that cleaning can be completed.  Room 

cleaning is provided daily Monday -Friday.  
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COMMENTS & COMPLAINTS REPORTING  
  

Feedback boxes are located throughout each facility.  Please use this to make compliments, 

comments and suggestions on the forms provided. These can be found near the sign in/out 

register.  

  

Residents have a right to comment and make complaints.  Management will treat matters 

seriously and in confidence.  If you have concerns or complaints, please discuss these with the 

Chief Executive Officer/ Clinical Care Manager.  If not resolved there is a process detailed in your 

resident agreement and in the Complaints Resolutions Policy.  A copy of the Complaints 

Resolutions Policy is attached.  

  

DONATIONS  
  

Donations to the organisation of $2.00 or more are tax deductible. The Cootamundra Healthcare 

Co-operative Limited which operates Adina Care is a charitable non-profit organisation providing 

aged care services to the Cootamundra and district community.  The organisation is a public 

benevolent institution in terms of the Income Tax Assessment Act.  

  

FEES  
  

Accommodation is available on a rental basis and includes all meals, cleaning, linen, and personal 

care assistance.  The daily care fee is approximately 85% of the age pension and is set by the 

Commonwealth Government in terms of the Aged Care Act, 1997.  

 

Basic Daily Fee is indexed (85% single aged pension). 

 

Residents may also pay a Means-Tested Care Fee and Accommodation Payments (RAD/DAP). 

  

Fees increase in March and September each year and notice of increases is advised to all 

residents or responsible persons.  

  

Fees are also subject to means testing by the Department of Health.  Income tested fees in 

addition to the daily care fee are advised by the Department of Health to the resident and the 

organisation.  

  

Fees are payable monthly in advance.  A monthly statement of accommodation fees is provided 

to each resident or responsible persons.  

 

When a resident vacates the facility the daily care fee will continue to be levied until the resident’s 

possessions are removed from the room.  Residents or responsible persons are requested to 

arrange removal of resident’s personal items as soon as possible.  The organisation does not 

have the capacity to store resident’s possessions and will not accept donations of furniture and 

other personal items.  
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FIRE SAFETY  
  

New residents are orientated to the facility’s fire procedure on admission.  There is a fire safety 

procedure and emergency evacuation plan in every room.  You are asked to read the procedure 

occasionally to refresh your memory with the fire procedure.  Fire safety and emergency 

evacuation education are held annually for staff.    

  

FURNISHINGS  
  

All the facility rooms are furnished.  However, residents are encouraged to bring favourite 

photographs, pictures, a favourite chair, TV, radio and other small items to make rooms more 

home like. All electrical equipment needs to be tested and tagged by Maintenance before use.  

 

Excess furniture and fittings will be disposed of with any expenses being billed to the resident or 

responsible persons.  

  

Electrical appliances are subjected to visual inspection by staff on admission to ensure they are 

safe and fit for their intended purposes.  A fee is payable if the facility electrician is contracted to 

carry out testing or repair work.    

  

Additional heating equipment, microwave ovens, toasters, electric blankets, and other electrical 

appliances are not permitted at facilities.   

  
  

GIFTS  
  

Our staff are here to support and provide services to you.  They are not permitted to accept gifts 

or money.  

  

HAIRDRESSER  
  

A hairdresser provides services at each facility weekly. There is a hairdressing salon for your 

convenience.  Arrangements can be made to have hairdressing services at the convenience of 

individual residents.  The hairdresser charges a fee which is a matter between the resident and 

the hairdresser. This fee can be arranged to be added to the resident’s monthly account. 

  

HEALTH  
  

Your health and wellbeing are our prime concern. Residents have the right to have medical 

services supplied by a doctor of choice. Cootamundra Medical Centre doctors visit the facility and 

provide consultations in residents’ rooms. Depending on your previous residence it may be 

necessary to change your providing doctor.  

  

It is not the facility’s responsibility to take residents to doctor’s surgeries, hospital, or other 

appointments.  Relatives and responsible persons should assist with these arrangements.  
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LAUNDRY  
  

All resident garments are to be labelled with the resident name prior to admission into the facility. 

All laundry will be completed by our Hotel Services team. If pure woollen garments are bought 

into the facility, no guarantee can be made regarding shrinkage.    

  

LEAVE  
  

If leaving the facility for any length of time during the day you are asked to inform the Clinical Care 

Manager or RN in charge.  Residents are encouraged to continue social contact outside the 

facility.  Overnight stays and holidays with family and friends are also encouraged.  Please advise 

the Clinical Care Manager or RN in charge if you are going out overnight or for extended periods.  

Matters relating to medication and contact arrangements need to be made.  

  

For subsidy purposes, residents can take holidays each year and unlimited leave for hospital/sick 

leave.  You should advise the manager of the expected time away and be aware that fees are 

payable whilst on leave in accordance with the Aged Care Act and resident agreement.  

  

MAINTENANCE AND REPAIRS  
  

Requests for minor and major repairs should be reported to the Clinical Care Manager or RN in 

charge.  Maintenance services are provided at the facility, and the organisation has contractors 

who service plant and equipment.  

  
  

MEALS  
  

The main meal of the day is served at 12:30PM in the dining rooms.  All residents are encouraged 

to be present in the dining room for lunch and dinner.  Dinner is served at 5:30PM. Breakfast is 

served at 8:00am. Morning and afternoon tea are provided in the communal area. Meals can be 

provided in the rooms if requested. Residents order meals daily through our Hotel Services staff.  

  

  

If residents wish to have additional fruit, snacks etc., in their room, they are asked to purchase 

these items for themselves and observe appropriate levels of hygiene and food safety 

requirements, e.g., marked with ‘used by’ dates etc. Due to dietary restrictions and food allergies 

we request that food is not shared with other residents unless prior approval has been given by 

the Clinical Care Manager.  

 

The Main Café is located onsite for resident and family use. The café serves freshly made meals, 

snacks and coffee throughout the day, 7 days a week.  
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MOBILITY AIDS  
  

Residents may use 4-wheel walkers and wheelchairs within the facility.  Care should be taken 

with use and storage particularly in communal areas.  

  

 

MONEY ON PREMISES  
  

Residents should only hold small sums of money in rooms and use locked drawers/cupboards for 

any valuables. Adina Care  encourages the use of the safe for storage of valuables, located in 

reception. 

  

NOISE CONTROL  
  

Residents are asked to be considerate to their neighbours when using radios, music systems and 

television sets.  Headphones are suggested.  

  

  

WORK HEALTH & SAFETY & SECURITY  
  

All visitors including contractors are requested to use the front entrance to the facility, sign the 

visitors and contractors’ book on arrival and departure.  Security issues are important for resident 

safety.  Doors and security screens should be always locked.  External doors are alarmed and 

should only be used in emergencies.  Residents are requested to use call buttons in rooms to 

report any incidents. Staff and residents have the right to question unknown visitors.  Resident 

rooms should be clear of combustible items.  Fire extinguishers and exit signage are clearly 

marked in facilities.  

  

ORIENTATION  
  

On admission residents and responsible persons will be shown through the facility and daily 

procedures explained by the RN in charge.  

  

OUTINGS  
Residents are encouraged to go on outings arranged by family, friends, and our Leisure and 

Lifestyle staff.  
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PETS  
Individually owned pets are not permitted.  The facility has a fish tank and birds.  Residents in the 

facility have the right to be visited by their pet animals.  However, they will be supervised and 

under no circumstance are animals to approach or enter other residents’ room without their 

permission.  Animals under supervision may visit the facility as part of a pet therapy program.  

PHARMACEUTICALS  
We have arranged with a local pharmacy to pick up and deliver prescriptions etc. The pensioner 

prescription fee is payable to the pharmacist by residents.  The pharmacist renders accounts 

monthly.  

Residents have their medications filled in ‘Webster Packs’.  Medications are given to residents by 

facility care staff at appropriate times as prescribed.    

PODIATRY AND OTHER HEALTH SERVICES  
 

Podiatry, physiotherapy, and optical services are available on a regular basis.  These can be 

arranged as necessary by the Clinical Care Manager  

POWER OF ATTORNEY & ENDURING GUARDIAN  
On completion of application forms for accommodation details and copies, if applicable, of the 

Power of Attorney and Enduring Guardian are requested so that individual matters can be dealt 

with appropriately.  

If a Power of Attorney and or Enduring Guardian are made to deal with affairs of residents after 

taking up residency copies are to be given to the CEO/ Clinical Care Manager.  

PRIVACY ACT 2000  
A consent form will be provided to you on admission.  Residents are required to sign off on this 

document which details the type of information collected about each resident and the disclosures 

by the facility to other persons/departments and agencies where necessary.  

RECREATIONAL ACTIVITIES  
 

All residents are encouraged to retain their interest in outside activities including church 

community and club affiliations.  The facility staff organise outings, shopping, and cultural 

activities. A bus is available for outings and functions. Residents may need to arrange for their 

relative or responsible persons to assist with personal shopping.   

There are many activities conducted at the facilities and all residents are given the choice to 

participate.  Activities Officers are employed at facilities to coordinate a wide range of activities.  

A whiteboard in the communal area details the weekly activities and there is a monthly resident 

newsletter.  
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RESIDENT AGREEMENT  
 

All residents are asked to sign a Resident Agreement on entry to the facility.  The agreement 

comprehensively sets out what the organisation will provide to residents and what residents agree 

to when residing at the facility. These are provided for both respite and permanent care.  

RESIDENTS MEETINGS  
 

Residents Meetings are held monthly.  All residents are encouraged to participate and to discuss 

issues dealing with any matters of concern.  These meetings are also useful to keep up to date 

with activities.  Minutes of meetings are distributed to residents or responsible persons.  

RESPITE CARE  
 

Short term respite care for individuals, can be arranged. This service also assists carers and family 

to attend to matters.  Fees are payable in advance   

RESPONSIBLE PERSONS  
 

Residents are asked to nominate two ‘responsible persons as their emergency contacts. The 

Clinical Care Manager or RN in charge will contact the first ‘responsible person’ on all matters 

relating to the resident’s care or emergency in the first instance.  The second ‘responsible person’ 

will be contacted only if the first ‘responsible person’ is not contactable.  Please notify the Clinical 

Care Manager if there is any change in your nomination or contact details.  

SECURITY OF TENURE  
 

Residents have the right to assume permanency of accommodation once they enter a facility If 

Admission is to Ellendale (Memory loss unit) there will come a time when the medical needs 

overtake the memory loss, at this stage discussion will be made with the families to move into the 

medical care area.  

.  

However, with these rights there is a responsibility to act in a socially acceptable manner. 

Residents and visitors must comply with the Rules of the Home and Code of Conduct.  

SMOKING  
Smoking is not permitted within the facility.   

 

STAFF  
 

The organisation employs a Chief Executive Officer, a Clinical Care Manager, Care Service 

Employees, Registered Nurses, Activities Officers, Administration and Hotel Service staff.  You 

should direct enquiries and concerns to the Chief Executive Officer /Clinical Care Manager.    

 

Staff are not permitted to conduct any legal or financial matters for residents.  
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VISITORS  
 

Visitors are encouraged to visit the facility any time between 8:00 am and 8:00 pm any day.   

VOLUNTEERS  
  

Volunteers at Adina Care provide additional benefits for residents.  Functions are held at facilities 

and in the community for social and fundraising benefits.  Resident’s families and friends are 

welcome to provide voluntary services. Please see our Leisure & Lifestyle team for details.  

 

ZERO TOLERANCE   
  

Adina Care maintains a zero-tolerance policy towards any form of abuse, neglect, discrimination 

or harassment.  

Residents have the right to feel safe, respected and supported at all times.  

Adina Care staff have the right also to work in a safe workplace. We ask that residents and visitors 

treat our staff with courtesy and respect at all times.  

At Adina Care, safety and respect are non-negotiable.  

 

 

 

 


