
Client Intake and Assessment Policy

Introduction
Beanies Family Support, located in the beautiful Huon Valley, Tasmania, is committed to
providing high-quality services to children, young people, and their families. Our range of
services includes child and young person advocacy, NDIS application support, NDIS support
coordination, youth coaching, early intervention support, early childhood service consulting,
counselling, and community event support. This Client Intake and Assessment Policy
establishes the standards and procedures for the initial engagement with clients to ensure
consistency, quality, and responsiveness in our service delivery.

Purpose
The purpose of this policy is to:

● Define the standards for client intake and assessment across all services.
● Ensure a consistent and comprehensive approach to understanding client needs.
● Outline the responsibilities and expectations of our staff during the intake and

assessment process.
● Establish procedures for documenting and utilising client information to inform service

planning and delivery.

Scope
This policy applies to all Beanies Family Support staff, volunteers, and contractors involved in
the intake and assessment process for new and returning clients.

Intake and Assessment Standards

1. Client-Centred Approach
● Respect and Dignity: Treat all clients with respect, dignity, and empathy throughout

the intake and assessment process.
● Informed Consent: Obtain informed consent from clients (or their guardians) before

collecting personal information and providing services.
● Confidentiality: Maintain strict confidentiality of all client information in accordance

with relevant privacy laws and regulations.
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2. Accessibility and Inclusivity
● Equal Access: Ensure that the intake and assessment process is accessible to all

eligible clients, regardless of their background, abilities, or circumstances.
● Cultural Competence: Conduct intake and assessment in a culturally sensitive

manner, respecting the cultural identities and practices of clients.
● Reasonable Adjustments: Make reasonable adjustments to accommodate the specific

needs of clients during the intake and assessment process.

3. Professionalism and Expertise
● Trained Staff: Ensure that all staff involved in the intake and assessment process are

appropriately trained and experienced.
● Ethical Practice: Adhere to ethical standards and professional codes of conduct in all

interactions with clients.
● Continuous Improvement: Promote continuous professional development for staff to

enhance their skills in conducting intake and assessment.

4. Comprehensive and Holistic Assessment
● Needs Identification: Conduct a thorough assessment to identify the needs, strengths,

and preferences of clients.
● Holistic Approach: Consider all aspects of the client's life, including physical,

emotional, social, and developmental needs.
● Collaboration: Involve clients, their families, and other relevant stakeholders in the

assessment process to gather comprehensive information.

5. Documentation and Record-Keeping
● Accurate Records: Maintain accurate and up-to-date records of all client intake and

assessment information.
● Secure Storage: Ensure that all client records are stored securely and are only

accessible to authorised personnel.
● Information Utilisation: Use the information gathered during intake and assessment to

inform service planning and delivery.
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Intake Process

1. Initial Contact
● Welcome and Introduction: Greet clients warmly and provide an overview of Beanies

Family Support and the services offered.
● Information Gathering: Collect preliminary information to understand the client's

immediate needs and concerns.
● Consent: Obtain informed consent to proceed with the intake process and collect

personal information.

2. Detailed Intake Interview
● Comprehensive Questionnaire: Administer a comprehensive intake questionnaire to

gather detailed information about the client's background, needs, and goals.
● Risk Assessment: Conduct a risk assessment to identify any immediate risks or

concerns that need to be addressed.
● Service Explanation: Explain the available services in detail, including how they can

meet the client's needs and the next steps in the process.

3. Documentation
● Record Keeping: Document all information collected during the intake interview in the

client's file.
● Confidentiality Assurance: Ensure that all documentation is stored securely and that

client confidentiality is maintained.

Assessment Process

1. Comprehensive Needs Assessment
● Holistic Evaluation: Conduct a comprehensive needs assessment to understand the

client's strengths, needs, and goals.
● Multidisciplinary Approach: Involve relevant professionals and stakeholders in the

assessment process to gather a holistic understanding of the client's needs.
● Strength-Based Focus: Focus on the client's strengths and resources as well as their

challenges.
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2. Development of Service Plan
● Personalised Plan: Develop a personalised service plan based on the needs

assessment, outlining the services and supports to be provided.
● Client Involvement: Involve the client and their family in the development of the

service plan to ensure it aligns with their goals and preferences.
● Goal Setting: Set clear, achievable goals and outcomes with the client to guide service

delivery.

3. Documentation and Review
● Service Plan Documentation: Document the service plan in the client's file, including

the goals, services to be provided, and expected outcomes.
● Regular Review: Schedule regular reviews of the service plan to monitor progress and

make necessary adjustments.

Monitoring and Evaluation
● Quality Assurance: Implement regular quality assurance checks to ensure adherence

to the intake and assessment standards.
● Client Feedback: Collect and analyse client feedback to identify areas for

improvement in the intake and assessment process.
● Performance Metrics: Establish performance metrics to evaluate the effectiveness of

the intake and assessment process.
● Continuous Improvement: Use evaluation findings to inform continuous improvement

initiatives and enhance service quality.

Conclusion
Beanies Family Support is dedicated to providing high-quality, consistent, and client-centred
services to children, young people, and their families in the Huon Valley. By adhering to the
standards outlined in this Client Intake and Assessment Policy, we aim to ensure that all
clients receive the support they need to achieve their goals and improve their well-being.
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