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[bookmark: _Toc66794861]This information sheet is for group three service providers. Group three includes disability service providers that did not need to register with the Human Services Regulator, are funded by either the Transport Accident Commission (TAC) or WorkSafe Victoria (WorkSafe) and were operating before 1 July 2024.
The information sheet outlines the factors the Social Services Regulator (the Regulator) considers when reviewing registration applications. It also provides information about the type of documents service providers should prepare for their application. 
The suggested documents may not apply to all service providers and should be used as a guide only. Service providers may have other documents that assist them to demonstrate their suitability and include this with their registration application. 
[bookmark: _Toc193102733][bookmark: _Toc221807866]The Social Services Regulator
The Social Services Regulation Act 2021 (the Act), the Social Services Regulations 2023 (the Regulations) and the Social Services (Supported Residential Services) Regulations 2024 (the SRS Regulations) is the regulatory framework for social services in Victoria. This framework puts the protection and safety of people who use social services (also referred to as service users under the legislation) at the centre of social services delivery.
The SSR aims to strengthen protections for people who use social services, to safeguard them from harm, abuse and neglect. Core objectives include:
protecting the rights of people who use social services
supporting safe and effective social services delivery
minimising the risk of avoidable harm in service delivery.
The new social services laws (new laws) started on 1 July 2024.
Our current focus is on informing and educating social service providers (service providers) about their requirements under the new laws.
[bookmark: _Toc181789277][bookmark: _Toc182467183][bookmark: _Toc193102734][bookmark: _Toc221807867]Registering with the SSR
Registration is a requirement under the SSR Act. It ensures service providers can demonstrate their suitability to provide safe social services before those services are offered. This supports our key objective to protect people who use social services and prevent harm. You cannot provide a service covered by the new laws if you are not registered[footnoteRef:2].  [2:  Section 135(1) of the Act] 

You can find more information at our website about:
who is covered by the new laws <https://www.vic.gov.au/services-scope-new-scheme>
registration groups, timeframes and ongoing requirements <https://www.vic.gov.au/social-services-regulator-registration>.
[bookmark: _Toc181789278][bookmark: _Toc182467184][bookmark: _Toc193102736][bookmark: _Toc221807868]What are the suitability requirements?
The SSR assesses all registration applications against registration criteria. The registration criteria examine different aspects of suitability. Demonstrating suitability to safely deliver services is an important part of the registration process and helps to enact and ensure safety protections for people who use social services. Service providers must submit an application that demonstrates the following suitability of the following:
Suitable operations 
the service provider must have suitable arrangements in place, such as governance, operational management and insurance.
Suitable premises
if a premises forms part of the social service, the premises must be suitable. 
Suitable people 
the leader of your service and other key personnel (which can include staff and volunteers) must be suitable persons 
the service provider and its key personnel must have the relevant qualifications, skills or experience to safely deliver the service 
When preparing to demonstrate suitability to safely deliver social services, service providers may wish to review policies, documents and contractual information that covers their people, premises and operations.
Service providers who provide foster care, out-of-home care and secure welfare services or who provide services to children need to meet additional suitability criteria. 
[bookmark: _Toc181789280][bookmark: _Toc182467186][bookmark: _Toc193102737][bookmark: _Toc221807869]How does a service provider demonstrate suitability to deliver social services?
[bookmark: _Hlk190424962]Service providers should consider how they can effectively demonstrate they meet the suitability requirements.
We ask service providers to provide information and supporting evidence to demonstrate their suitability to provide social services. Service providers must provide all of the information and supporting evidence requested before we review your application. 
The Chief Executive Officer (or equivalent) or their authorised representative will need to declare that all the information provided is true and correct. There are penalties for providing false and misleading information[footnoteRef:3]. [3:  Section 111 of the Act] 

[bookmark: _Toc181789281][bookmark: _Toc182467187][bookmark: _Toc193102738][bookmark: _Toc221807870]What information do I need to prepare?
It is important to gather documents, evidence and information before starting the application process. 
[bookmark: _Toc221807871]Operations
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Business structure
We will ask for details about the service provider's business structures and operating model.
Organisations that provide social services can have different business structures and that will impact the information we ask service providers to give us. You can find information about business types and descriptions under which service providers may operate at https://business.gov.au/planning/business-structures-and-types/business-structures.
Appendix 1: Operations suitability outlines the factors and information we may consider when reviewing business structures.
Governance and operational management structures
We will ask service providers to demonstrate they have suitable arrangements in place to deliver a service[footnoteRef:4]. Governance arrangements include things such as organisational profile, governance arrangements and structures, strategic and operational planning, risk management arrangements, workforce planning, continuous improvement and managing conflicts of interest.  [4:  Regulation 18] 

We assess the service provider’s governance arrangements and if these arrangements are appropriate to the: 
size and scale of the social service provider
scope and complexity of the social service being delivered. 
Appendix 1: Operations suitability outlines the factors and information we may consider when assessing the suitability of governance arrangements.
The governance documents you choose to include in your application should contain relevant context, address your approach to risk management and be proportionate to your unique service delivery. 
You should avoid submitting overly vague or generic governance documents that lack relevant disability services context or documents that only address the compliance with other regulatory schemes, such as the National Disability Insurance Scheme (NDIS).
If documentation lacks context, we may request further information. This can delay decision timeframes. 
Inadequate governance documentation may also indicate the service provider does not have suitable arrangements in place. Suitable documentation of governance and operational arrangements is a requirement.
Context
Context is important, as governance and operational management processes can indicate if you have suitable arrangements are in place to deliver social services.
Your governance documentation should address their specific service delivery, including the:
type of disability service you intend to deliver
details and unique needs of the people you intend to deliver services to
scale of your operations.
Risk management
Your application should include documents which demonstrate the service provider: 
understands the unique risks relevant to its disability service(s), and 
has processes in place to address them.
An example of a good application is one that shows a clear link between risk management processes, the Social Services Standards and Child Safe Standards with links back to preventing harm to people who use social services.  ​
Appendix 1: Operations suitability outlines the documentation and information we may consider when assessing the suitability of risk management arrangements. Examples may include a risk register, or systems modelled around specific injuries or needs to minimise and avoid risks.
Proportionality
Governance will look different across service providers. The SSR assess if governance is proportionate to the size, structure and service model of the service provider and the types of services it delivers.
For example, a larger organisation should be able to demonstrate its key personnel structure, roles and responsibilities of those key personnel and any relevant delegations. A sole trader directly providing services to people should be able to demonstrate how they manage risks to the people who use their services in that context.
Governance for residential services would look different to the governance for disability support or case management, given the differences and complexities relative to those services.
Recognising the SSR’s proportionality approach supports different service types and different operating models, allows you to tailor evidence of suitable arrangements according to the service provider’s circumstances.  
Financial capacity
We will ask service providers to demonstrate they have financial capacity to provide social services[footnoteRef:5]. This assists us to ensure that services will be delivered in a safe and stable manner. [5:  Regulation 19(d)] 

We will seek information about how the service provider is funded, and how current assets and liabilities may impact service delivery. The information we request varies depending on the service provider’s size, structure and service model. Appendix 1: Operations suitability provides further information on providing information to demonstrate financial capacity.
You may need to contact your funding provider to get supporting evidence:
WorkSafe: provider@worksafe.vic.gov.au
TAC: sectors@tac.vic.gov.au
[bookmark: _Toc221807872]Premises
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Premises used to provide a social service must be suitable for the safe delivery of that service[footnoteRef:6]. Each site must be fit for purpose, adequately maintained and presented. [6:  Regulation 25] 

Sites used to deliver social services should: 
meet the individual and collective needs of people who use their services
be suitable and accessible for its stated purposes
offer a reasonable standard of security 
comply with relevant health and safety laws. 
The evidence we request to assess your premises suitability will vary based on a variety of factors such as its size and scope. Appendix 2: Premises suitability outlines the factors we consider when determining the suitability of a premises.
Most service providers manage client services and / or business operations from at least one premises. You need to provide information about every site you provide services from except for private residential addresses (such as the home address of a person who uses your service). 
Different forms of evidence will be required to determine suitability for different service providers. It will depend on the type of social service you deliver and how much the premises forms part of the service within the service provider’s control. For some premises, the service provider may attest to the suitability of the premises through application questions. 
If you intend to deliver disability support, case management, or training and skills development where the premises is incidental to the core purpose of the service, you may attest to the suitability of the premises. 
The SSR considers the following three categories for the purposes of registration under the Act: 
private residential addresses
facilities where accommodation-based services are delivered 
other premises from which social services are delivered. 
Private residential addresses
You do not need to record or report private homes as your organisational premises or one of your sites if it does not have direct client access, such as a sole trader’s personal address (if it is not your business address). When providing services in the community, you generally do not need to provide details of private residential addresses, such as the home addresses of people who use your service.
Delivering services in private residential addresses
The registration application will ask you for details of the sites from which you deliver social services. If you only provide services in the private homes of people who use your service, you generally do not need to provide details of these sites in your application, such as their private residential addresses.
For the registration application:
provide details of your head office only in the site details section. This should match the information entered in the provider details section earlier in the application
answer ‘Yes’ to all questions about premises suitability
specify that the service provider only delivers services in the community in the ‘Provide details’ field of the ‘Are there any issues at the premises (or sites if multiple)?’.
Please contact registration@ssr.vic.gov.au if you have any questions about what sites to include in your
application.
Accommodation-based services
Facilities that deliver ‘accommodation-based services’ include accommodation (that is not owned by the client) and 24-hour onsite rostered support which are packaged together as a service. Residential services is the only type of accommodation-based service covered within disability services for group three providers. 
If you intend to deliver a residential service, we require a stronger evidence base to demonstrate premises suitability. Appendix 2: Premises suitability outlines the evidence we consider when determining the suitability of a premises.
Please contact the SSR at registration@ssr.vic.gov.au if you wish to make changes to your accommodation-based services after registration 
Other service delivery premises
If your premises is not a private residential address or an accommodation-based service, it comes under this category. Examples include head offices, satellite sites and regional offices, and any building, or part of building, from which the social services are delivered.  
The SSR may collect information about these premises at the point of registration. You should report changes to these types of premises to the SSR. You can find more information about how to report changes to your premises on our Reporting changes to your organisation and operations webpage. 
We recommend that you upload the insurance for the premises as evidence of premises suitability if you come under this category.
[bookmark: _Toc221807873]People
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Service providers need to demonstrate the suitability of those leading and operating the social service.
Key personnel
The service provider and each of their ‘key personnel’ must be a suitable person[footnoteRef:7]. Key personnel may work in a variety of roles across the different categories of service providers.  [7:  Regulations 12, 15 and 16] 

The key personnel for your organisation will depend on your entity type. For example, a company is likely to have more key personnel than a sole trader. The key personnel of group three providers are defined to include:
each member of the group of persons who is responsible for the executive decisions of the service provider 
the chief executive officer (however described) of the provider
where a service provider provides a supported residential service, the person or people responsible for the day-to-day management of the provision of that service
any other person who has primary responsibility for (or significant influence over) planning, directing or controlling the service provider's delivery of the social service.
where a service provider is a body corporate, a director or secretary of the body corporate, and each person who is empowered to exercise control over the affairs of the body corporate. In any other case, key personnel also include a member of the service provider’s committee of management or governing body. 
Table 1: Key personnel for group three providers by entity type will help you determine who your key personnel are. 
[bookmark: _Ref201747144]Table 1: Key personnel for group three providers by entity type
	Entity type
	Key personnel

	Companies (Ltd, Pty Ltd, Inc) 
	Chief Executive Officer (CEO). If the provider does not have a CEO, the highest-ranking individual of the company
Directors of the company
Secretary of the company 
Any other individual empowered to exercise control over the company
Any other person with primary responsibility for (or significant influence over) planning, directing or controlling the disability service 

	Organisations not incorporated under the Corporations Act 2001 (Cth)
	Members of the committee of management or governing body 
Any other person with primary responsibility for (or significant influence over) planning, directing or controlling the disability service 

	Partnership 
	Parties to the partnership (2 or more people, up to 20) 
Any other person with primary responsibility for (or significant influence over) planning, directing or controlling the disability service 

	Sole trader 
	The individual person running the business 
Any other person with primary responsibility for (or significant influence over) planning, directing or controlling the disability service


Key personnel are involved in shared decision-making about the service provider’s strategic direction, finance, governance and risk. Individuals may not be considered key personnel if they only provide advice to inform decision making.
They may also be responsible for the day-to-day management or administration of social services delivered by a service provider. Appendix 3: People suitability contains a summary of the information we may ask for about members of a service provider’s key personnel.
[bookmark: _Toc193102740]Key personnel qualifications, skills and experience
A service provider and its key personnel as a group must have relevant qualifications, skills, or experience[footnoteRef:8] to safely deliver a social service.  [8:  Regulations 20 and 21] 

A service provider should have a range of skills and experience that reflect the specialised area of support being provided. It is useful to note that key personnel in your organisation are not required to have the same qualifications, skills, and experience. The intent is that the organisation as a whole has relevant qualifications, skills and experience.
Appendix 3: People suitability contains a summary of the information we may ask for about the qualifications, skills and experience of a service provider’s key personnel.
Qualifications
Qualifications are a formal certification that recognise a person has achieved learning outcomes or competency relevant to identified individual, professional, industry or community needs. This may include a degree, diploma or certificate and may address several key areas in service delivery and support. 
[bookmark: _Hlk190937582]Table 2: Example qualifications contains examples of the qualifications your staff and volunteers may hold to support the safe delivery of services. This is not an exhaustive list. You may determine other qualifications are relevant and include these in your service provider’s application. 
[bookmark: _Ref194656527]Table 2: Example qualifications
	Required function
	Example qualifications

	Conduct the proper governance and oversight of the organisation
	governance 
financial management 
risk management 
workforce planning 
service planning and delivery
continuous improvement.

	Support people who use your service based on their needs and service requirements
	behaviour/individual support 
case management 
community/social work 
psychology/mental health 
family violence
sexual assault prevention and response.


Skills
Skills refer to what an individual can do. Skills can be described in terms of type, complexity and may include cognitive, technical, communication, creative, interpersonal, specialised or generic skills.
As with qualifications, relevant skills will vary depending on the role and type of social service provided.
Experience
Experience may include general experience and/or lived experience where applicable.
General and/or lived experience can help demonstrate the ability of the service provider or key personnel to provide and deliver social services safely.
General experience includes time spent gaining professional experience in relevant occupations, fields or activities required to be competent in an occupation or field. General experience is usually measured in months or years.
Lived experience may include personal experience, experience supporting someone who receives social services or other relevant experience that can be aligned with the delivery of social services. Examples include providing daily care to a family member with a disability, or having experience of dealing with certain systems. 
Qualifications, skills and experience of staff and volunteers
Service providers are responsible for making sure they have systems and processes in place to ensure that services are provided by staff and volunteers with relevant qualifications, skills or experience to safely deliver the social service[footnoteRef:9]. [9:  Regulation 22] 

Service providers may demonstrate they meet this suitability requirement by providing below information and supporting documents:
recruitment practices, including policies, procedures and position descriptions
workforce planning, including identification of qualifications, skills and experience requirements and gap assessments/opportunities
workforce training and development, including frameworks, strategies, procedures, practices to support, educate and upskill staff and volunteers.
Criminal history and regulatory sanctions 
We consider a range of factors when assessing service providers and their key personnel as suitable persons to provide a service. 
Our areas of focus include:
relevant findings against key personnel in civil and criminal proceedings, such as fraud, misrepresentation and dishonesty
past findings on misconduct with providing a social service
if registration has been revoked to provide a social service
if any sanction, condition or restriction has been placed on a service provider or key personnel related to owning or managing a social service
We may consider findings by a range of relevant regulators or tribunals, including (but not limited to):
Aged Care Quality and Safety Commission
Australian Health Practitioner Regulation Agency
Commission for Children and Young People
Human Services Regulator
NDIS Quality and Safeguards Commission
The Suitability Panel
Working With Children Check Victoria
Victorian Disability Worker Commission.
Appendix 3: People suitability contains a summary of the information we may ask about the criminal history of every member of your service provider’s key personnel.
What if a member of my key personnel has a criminal history?
Having a criminal history does not automatically exclude someone from having a key role in a service provider. We will consider these on a case-by-case basis along with any relevant controls the service provider puts in place to manage any risks.
We recognise the influence of the social determinants of justice and their impact on a person’s criminal history. ‘Social determinants’ are the factors in your environment that affect your health and wellbeing, like where you live, your income, education and social connections. We will consider the social determinants of justice that some people experience to ensure the criminal history standard is applied fairly to all applicants. 
You do not need disclose information about spent convictions. A spent conviction is a conviction that no longer appears on most criminal record checks[footnoteRef:10]. [10:  You can find information about treatment of spent convictions on the Victorian Equal Opportunity and Human Rights Commissions’ website https://www.humanrights.vic.gov.au/for-individuals/spent-conviction/] 

[bookmark: _Toc221807874]Child Safe Standards
Victoria’s Child Safe Standards apply to organisations that provide services or facilities to anyone under 18 years old. The Child Safe Standards require organisations to embed child safety in their day-to-day operations, helping keep children safe from physical, sexual, emotional and psychological abuse and neglect. You can find out more about the Child Safe Standards on our Child Safe Standards webpage <https://www.vic.gov.au/changes-regulation-child-safe-standards>.
The registration application will ask questions about the scope of the Child Safe Standards. 
[bookmark: _Toc221807875]Social Services Standards
The Social Services Standards (Standards) are a consistent set of requirements service providers in Victoria must meet. Service providers need to demonstrate they provide safe social services by meeting the service requirements of the six Standards. You can find out more about the Standards on our Social Services Standards webpage <https://www.vic.gov.au/social-services-regulator-social-services-standards>.
The service provider’s Chief Executive Officer (or equivalent) must confirm their understanding that the service provider must be compliant with service requirements in the Social Services Standards and other obligations under the Act. The Chief Executive Officer (or equivalent) must complete this attestation, even if someone else in the service provider is responsible for the service provider’s registration application.
[bookmark: _Toc186706837][bookmark: _Toc187312036][bookmark: _Toc221807876]Why does the SSR need this information?
[bookmark: _Toc178584424]We collect and use the requested information to administer our statutory functions under the Act. This includes assessing if the service provider is a suitable person. We cannot register a service provider to deliver social services without this information. If service providers do not provide the further information we request, the SSR may refuse to grant an application for registration[footnoteRef:11].  [11:  Section 21(5) of the Act] 

[bookmark: _Toc186706839][bookmark: _Toc187312038][bookmark: _Toc221807877]What will the SSR do with the information I give them?
We are committed to protecting the privacy of all individuals. We collect, use, disclose and store personal, sensitive, health and commercially sensitive information in compliance with our obligations under relevant legislation. Please review our Regulator’s Privacy webpage <https://go.vic.gov.au/3DKgfh6> for further information.
[bookmark: _Toc193102744][bookmark: _Toc221807878]Useful resources and contacts
[bookmark: _Toc181789287][bookmark: _Toc182467192][bookmark: _Toc193102745][bookmark: _Toc221807879]Resources
You can find further information on our website about understanding the:
registration process <https://www.vic.gov.au/social-services-regulator-registration>.
who is covered by the new laws <https://www.vic.gov.au/services-scope-new-scheme>
Social Services Standards <https://www.vic.gov.au/social-services-regulator-social-services-standards>
Child Safe Standards <https://www.vic.gov.au/changes-regulation-child-safe-standards>
[bookmark: _Toc193102746][bookmark: _Toc221807880]Contact us
For more information about your suitability requirements not outlined in this information sheet, email the email the Social Services Regulator <registration@ssr.vic.gov.au>.
For general enquiries about the Social Services Regulator, email the Social Services Regulator <enquiries@ssr.vic.gov.au>.

[bookmark: _Ref194658065][bookmark: _Toc221807881][bookmark: _Ref194656420]Appendix 1: Operations suitability
[bookmark: _Toc221807882]Governance and operational management
Table 4: Operations factors and supporting information provides examples of the types of documents that you may wish to submit to evidence suitability of your governance and operational management arrangements.
[bookmark: _Ref194659707]Table 4: Operations factors and supporting information
	Factor
	Information and supporting documentation

	Business structure
	trading names
business structures and other relevant details based on the operating structure of the organisation. This may include details on being a sole trader or operating as a company or partnership.
sub-contracting arrangements[footnoteRef:12] which are currently in place or about to occur, if applicable[footnoteRef:13] [12:  A subcontracting arrangement is where a funded service provider enters into a subcontracting arrangement with a sub-contractee to deliver social services that the service provider would otherwise deliver themselves.]  [13:  If you plan to sub-contract services in the future, but do not have immediate plans to, you do not need to note them here. Instead you will need to tell us about new arrangements when they occur after registration.] 

consortia arrangements[footnoteRef:14], if applicable [14:  Consortia arrangements are an association of two or more individuals or organisations working together to deliver a service. It is a structured form of partnership with defined governance arrangements normally set out through a formal agreement.] 

ASIC documentation, if applicable

	Organisational profile
	overview of services delivered
overview of how many people you provide services to or are supported by the social service 
organisational structure

	Governance arrangements and structures
	board of management structure, policies, and procedures
governance policy and procedures
governance committees, terms of reference, policies and procedures
financial and procurement committee terms of reference, operational policies and procedures
quality and continuous improvement committees, terms of reference, policies and procedures
relevant insurance policies required by the service provider
relevant processes for feedback and complaints

	Strategic business and operational planning
	business plans
operational plans
strategic plans
annual reports

	Risk management
	risk register (or an excerpt from a risk register)
risk management framework
this may include policies and/or procedures 
it should address risks relevant to the services you deliver. 
It is preferable the framework includes links to the Social Services Standards and the Child Safe Standards
overview of any strategic and/or operational risk committees and terms of reference

	Workforce planning and development
	strategic workforce plans
service plans for the types of services delivered 
identification of required staff, skills, training plans and training register
human resources/employment policies and procedures

	Continuous improvement
	quality and continuous improvement committees’ terms of reference, policies and procedures
incident reporting policies and procedures
Service Agreement Compliance Certification (SACC), for DFFH funded agencies only

	Conflicts of interest
	conflicts of interest policy and procedure
conflict of interest register


[bookmark: _Toc221807883]Financial capacity
Table 5: Financial capacity factors and supporting information outlines the factor and information we may consider when assessing how the service provider is funded, and how current assets and liabilities may impact service delivery. This evidence should clearly show what type of social service you are funded for.
[bookmark: _Ref194659818]Table 5: Financial capacity factors and supporting information
	Funding model
	Information and supporting documentation

	Funded by DFFH[footnoteRef:15] [15:  where a service provider has submitted financial documentation to DFFH for the purpose of completing a due diligence process, we will request relevant information and documents from DFFH to verify the service provider's financial capacity] 

	evidence of funding, such as a service agreement[footnoteRef:16] [16:  A service agreement is only required if the service provider is funded by DFFH] 


	Funded by TAC or WorkSafe
	evidence of funding such as remittance advice or an invoice dated since 30 June 2024.
if you provide individualised funding, you will need to provide a letter from TAC or WorkSafe confirming your funding.
bank statements generated within one month of the registration application for a minimum six-month period (or from the date the account was opened if less than six months)
any other documents that may demonstrate the service provider has the financial capacity to comply with the social services requirements.

	Not funded by DFFH,TAC or WorkSafe
	evidence of current assets, income and liabilities for the previous two years 
where the service provider intends to provide supported residential services, a financial projection over the next 12 months prepared by an independent third party 
bank statements generated within one month of the registration application for a minimum six-month period (or from the date the account was opened if less than six months)
where the service provider intends to provide accommodation-based services, documents relating to projected occupancy
any other documents that may demonstrate the service provider has the financial capacity to comply with the requirements of the Act and Regulations.


[bookmark: _Ref221528901][bookmark: _Ref195099894][bookmark: _Ref195099954]
[bookmark: _Toc221807884]

Appendix 2: Premises suitability
Table 6: Premises factors and documentations outlines the factors and information we may consider when assessing the suitability of your premises. 
Table 6: Premises factors and documentations
	Factor
	Information and supporting documentation

	Safety and accessibility requirements for people using your service
	site or floor plan of the site
proposed profile of people you intend to provide services to, including maximum occupancy
how the site will meet the accessibility requirements of people you provide services to
identification and management of hazards and risks of harm to people you provide services to, relating to the premises, facilities, equipment, furniture and fittings used to deliver social services
essential safety measures, including fire safety requirements
emergency management plans
privacy and security at the premises
a register or reports demonstrating that facilities, equipment, furniture and fittings are maintained in a safe and serviceable condition
maximum number of people you can provide services to that can be accommodated at the site

	Suitability of fixtures and fittings to enable the safe use of the premises 
	annual essential safety measures report
diagram or description of the premises for the delivery of social services (where relevant)
photographs of the premises which show adequate and appropriate:
lighting and window furnishings
storage, including space for personal belongings and wardrobes if applicable
heating, cooling and ventilation
electrical connections, including power outlets
kitchen, bathroom and laundry fixtures, fittings and appliances furniture
flooring
locks, alarms and other security measure
specific plans for people you provide services to, where specific fixtures, fittings and/or equipment are required to meet their needs and to deliver services safely.

	Agreements or arrangements with the site owner (where applicable)
	Documents relating to the safety and maintained of the site, facilities and/or fixtures, which may include 
lease or rental agreements
maintenance schedules.

	Compliance with any other law relating to the safety and use of the site.
	planning permits (where applicable)
a report from a registered building surveyor
the occupancy permit or certificate of final inspection for the site
information about insurance relating to the site, including policy name, provider, date and what the policy covers
We may consider various types of insurances when assessing whether a service provider has suitable arrangements in place. Depending on the service provider's business model and the nature of the social service/s provided, this may include but is not limited to:
public liability insurance
management liability insurance
professional indemnity insurance
technology and cybercrime insurance.

	Accommodation based services
	floor plans
surveyors’ reports noting construction code compliance as applicable
other relevant information and documents.



[bookmark: _Ref200958260][bookmark: _Ref200958466][bookmark: _Ref200958518][bookmark: _Toc221807885]Appendix 3: People suitability
[bookmark: _Toc221807886]Key personnel
Table 7: Key personnel factors and documentation outlines the factors and information we may consider when assessing if service providers and their key personnel are ‘fit and proper’ to provide a social service. 
It is necessary to provide these details about every member of your key personnel
[bookmark: _Ref194659102]Table 7: Key personnel factors and documentation
	Factor
	Information and documentation

	Key personnel details
	title
first name, last name and any previous names[footnoteRef:17] [17:  under the Births Deaths and Marriages Registration Act 1996, or equivalent] 


	Key personnel roles
	details of the position key personnel hold
qualifications, skills and experience required for the role (for example, position description)

	Qualifications 
	provide specific details on the qualifications, skills and experience that the service provider and each key personnel currently hold
any professional registrations held by individual key personnel

	Skills 
	This may include one or more of:
the level or amount of formal education and training
the amount of previous experience in a related occupation or field
the amount of on-the-job training

	Experience
	This may include how, when and where the service provider or key personnel gained relevant experience


[bookmark: _Toc221807887]Criminal history
Table 8: Key personnel and provider criminal history factors and documentation outlines the factors and information we may consider when assessing if service providers and their key personnel are ‘fit and proper’ to provide a social service. 
We may ask you to provide these details about members of key personnel and the service provider itself.
[bookmark: _Ref194659421]Table 8: Key personnel and provider criminal history factors and documentation
	Factor
	Documentation

	Safety screening
	safety screening completed including Working with Children Check, National Disability Insurance Scheme (NDIS) Worker Screening Check or the Victorian Disability Worker Commission Worker Disability Registration 

	Relevant criminal history
	Criminal history of key personnel, including:
convictions for an offence
findings of guilt by a court for an offence
current criminal charges
pending criminal proceedings.
Service providers and their key personnel are not required to disclose information about spent convictions[footnoteRef:18].  [18:  Information about spent convictions is available on the Department of Justice and Community Safety’s website: https://www.justice.vic.gov.au/spent-convictions] 


	[bookmark: _Hlk164853764]Relevant findings against key personnel in civil proceedings
	any findings of fraud, misrepresentation or dishonesty that have been tried in civil proceedings within any state-based, Commonwealth or international jurisdictions.

	[bookmark: _Hlk164853780]Past findings by a relevant regulator, court or tribunal 
	any findings by a relevant regulator or tribunal that the provider or their key personnel has engaged in misconduct that the Regulator considers relevant to the suitability of the person to provide a social service.

	[bookmark: _Hlk164853787]Registration to provide a social service revocations
	any revocation of registration to provide social services that has occurred in either state, federal or internationally based schemes. 

	[bookmark: _Hlk164853793]Sanction, condition or restrictions placed on the person
	any sanctions, conditions or restrictions on a service provider, which is managed wholly or in part by the key personnel, which were issued by another Regulator. 

	Provider suitability
	any findings by a relevant regulator or tribunal of misconduct by the provider
any findings or judgments in relation to fraud, misrepresentation or dishonesty in any civil proceedings about the provider
any revocation, sanction, condition or restriction placed on the provider by any regulator (including a regulatory authority) of a social service owned or managed by the provider


[bookmark: _Toc181789292][bookmark: _Toc182467196][bookmark: _Toc193102748]
	[bookmark: _Key_Personnel][bookmark: _Hlk37240926]To receive this document in another format email the Social Services Regulator <enquiries@ssr.vic.gov.au>.
Authorised and published by the Victorian Government, 1 Treasury Place, Melbourne.
© State of Victoria, Australia, Department of Families, Fairness and Housing, February 2026.
[bookmark: _Hlk171669759]This guidance is general in nature and not intended as legal advice. 
[bookmark: _Hlk62746129]ISBN 978-1-76130-917-5 (MS word) 
Available at Social Services Regulator registration <https://www.vic.gov.au/social-services-regulator-registration> 
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