
 

  
  

  
  
  
  
  

  

  

PARTICIPANT HANDOUT 

  
You can find out information about: 

Your Rights 

How to make a complaint and give feedback 

Understand about Privacy & Confidentiality 
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1. Helpful Contact Information 

Aboriginal Legal Service NSW/ACT  1800 733 233   

Child Protection Helpline  133 627 

Disability Advocacy  1300 365 085 

Fair Work Commission  02) 49264032 

Family and Community Services  02) 49935000 

Legal Aid NSW  02) 4324 5611 

Lifeline Australia  13 11 14 

National Disability Insurance Agency  1800 800 110 

NDIS Commission  1800 035 544 

NSW Ombudsman  13 11 1 

 

2. Introduction 

Create A Sense of Place presents possibilities and is committed to 

delivering on our word to assist people to achieve their dreams. 

Create A Sense of Place is dedicated to the process of reconciliation and to 

nurturing and preserving partnerships with Aboriginal communities. We 

recognise Aboriginal people as the custodians of this land and will ensure 

that respect for Aboriginal cultures is promoted. 

We openly share this manual with every individual that accesses our 

services to show our transparency and accountability, and the pride we 

take in our work. All of our policies and guidelines can be made available 

on request. We Promote the National Standards for Disability Services 

and reflect the standards in all that we do. 

Our behaviour reflects the vision, mission and values that resonate within 

Create A Sense of Place. 
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3. Our Vision, Mission & Values 

Our dream is for everybody to recognise their ability to create their own 

life. At Create A Sense of Place, we want everyone to live their life with 

purpose, to discover their own sense of place. 

Vision ​:     For people living with a disability to recognise and unleash    their 

potential   

Mission ​:  Encouraging people with a disability to build on their sense of 

belonging 

 

 

4. Power, Control & Choice - It’s YOUR Life 

We believe every person has the ability to create their own life. We 

believe that every person has the ability to live their life with 

purpose. We believe that every person has the right to possibilities, 

has the right to making independent choices and to achieve their 

dreams. We believe that it is every person’s right to choose the 

service they want, to learn the skills they need and most importantly, 

get the service they expect and are paying for in an environment 

where you feel safe, are not discriminated against, and are free from 

abuse and exploitation. 

We believe that every person has the right to feel a sense of place. 
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Your Rights: 

1.          Every individual will be supported to make their own choices. 

2.  Every individual has the power to control their life. 

3.  Every individual has the right to set their own goals. 

4.  Every individual has the right to see outcomes of the support 

they pay for. 

5.  Every individual has the right to change service providers 

when they are not satisfied with the delivery of service. 

  

6.  We understand that every person has the right to choose the 

level of involvement of their family/guardians in their decision 

making. 

7.  The individual has the final say. 

8.  We understand and recognise the importance of risk taking 

and enable each person to assess the benefits and risks of each 

option available to them and trial approaches even if they are 

not in agreement. 

9.  All individuals are entitled to environments that are free from 

discrimination of any kind at any time. 

10.       All individuals have the right to feel safe. 

11.        Any individual that experiences or witnesses any behaviour 

that signifies any kind of discrimination are strongly 

encouraged to make a complaint (refer to complaints policy 

and procedural guideline). Our person responsible and contact 

details for handling complaints is made available in each 

individuals’ service agreement. 
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5. Complaints 

Create A Sense of Place upholds the rights of every individual to make a 

complaint and ensures that each complaint will be listened to and actioned 

upon accordingly. All individuals have the right to seek resolutions of 

issues. All complaints will be considered with respect, dignity and the 

complaint handling process will comply with the policies on privacy. 

Guiding Principles 

1.          We will ensure that no one will suffer from any form of 

discrimination from making a complaint 

2.  We will ensue complaint handling form is easily accessible to 

all individuals 

3.  We will ensure all complaints will be actioned and resolved 

within a timely manner 

You can contact the following services to make a complaint about 

our organisation: 

NDIS  1800 800 110 

Disability Advocacy  1300 365 085 

National Disability Services  (02) 9256 3111 

NSW Ombudsman  1800 451 524 

NDIS Commission  1800 035 544 

 

6. Feedback 

At Create A Sense of Place, your feedback is important and we like to 

receive feedback, both good and bad. This helps us to understand what’s 

important to you and plan services that meet your needs. We want to be 

dynamic and adaptable to each individual that accesses our services. 
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You can give feedback in the following ways: 

-​          ​By completing our feedback form here: 

https://casop-feedback6.paperform.co/ 

-​          ​By calling 1300 222 767 and speaking with Brigette 

-​          ​By emailing welcome@createasenseofplace.com.au 

-​          ​By post to PO BOX 415 Newcastle 2300 

-​          ​Inboxing us via our Facebook messenger 

@createasenseofplace.com.au 

-​          ​Filling out the ‘Contact Us’ form on our website at 

www.createasenseofplace.com.au 

Guiding Principles 

1.  We will aim to collect feedback from individuals every year to 

ensure our service provision is meeting an individual’s needs 

2.  We will aim to send out our Quality Management Surveys 

every two years to give participants the opportunity to review 

our services and provide feedback 

3.  We will aim to use participants feedback to drive our policy 

our development and continuous improvement 

 

7. Confidentiality & Privacy 

Create a Sense of Place will ensure all matters are treated in the strictest 

confidence. We will ensure individuals are aware of their right to 

confidentiality, and instances where confidentiality must be breached, 

during the intake process. 

Create a Sense of Place will record personal information at the consent of 

the individual for the purposes of intake and referral, client files, record 

keeping, reports, social media, NDIS portal and auditing purposes. We will 

disclose this use of any personal information during the intake process to 

the individual and/or their advocate, prior to service commencement. 
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Guiding Principles 

1.  We require a signed consent on our intake form to collect, 

store and share personal information both internally and 

externally 

2.  We will keep all personal information and data private through 

the use of password protected computer and programs to 

ensure no unauthorised person has access to private 

information. 

3.  All staff sign the Code of Conduct declaration to protect an 

individual’s privacy. 

4.  An individual can have access to their personal information at 

any time. 

 

 
 

NDIS Registered Provider 

  

Contact Us 

1300 222 767 

PO BOX 415 Newcastle, 2300 

welcome@createasenseofplace.com.au 

http://createasenseofplace.com.au 

https://www.facebook.com/createasenseofplace/ 
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