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Service and Support Portal User Guide -
Recording and updating client service delivery
information

This User Guide is designed for Staff Members and Team Leaders within
the My Aged Care Service and Support Portal. It explains the procedures
for recording and updating service delivery information in the client
record. A Team Leader can manage referrals, as well as all the functions
of a Staff Member.

Service delivery information should be recorded on the My Aged Care
client record for all clients accepted for service. This includes service
commencement date, service frequency, and service end date where a
service has ceased. This information should be recorded within 14
calendar days of acceptance, and providers will receive notification
reminders prompting them to enter this information if it is not completed
within this timeframe.

For Home Care Packages and Residential Care Permanent services, the
service commencement date will be automatically filled in from the
Services Australia records and will be read-only. Other information such
as service frequency will still need to be maintained by the provider.

For further detail regarding the procedures for updating service delivery
information, please refer to the My Aged Care for service providers
section on the Department’s website.

This guide is spilt into sections as follows:
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Recording note of changes made to client service information...................ccooviiiiie e 7
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Adding service delivery information

1. Go to the Service Referrals tile from the Service and Support Portal home page, then select
the Accepted Services Pending tab.

Alternatively, if you know the client’'s name you can use the Find a client function.

This tab displays accepted referrals that do not have service delivery information recorded
against them.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm

Service

Service and Support Portal referrals

# Home | Service referrals

) Accepted services pending

=

Incoming referrals Waitlist Accepted services pending Services in place Referral history

2. Select the relevant client’s service referral, then you can add service delivery information for
the service.

To do this, select the expand icon (double arrow) on the Client card or in List View to view
the client information. Select Add service information.

Card View

Clifford SUNS

Aged 91 ( 24 November 1928 ), Male Q@ NORTH TOOWOOMBA, QLD, 4350

Client contact details About this service

Preferred contact number 02 3521 9653 Service type Residential Respite High Care

About this referral Service sub type No sub types

Date issued 2 August 2016 Service item name Mt Lofty Nursing Home

Date accepted & September 2016 Naps service Id ar14

Qutlet It Lofty Mursing Home

Referral comments No referral comments provided |

)
VIEW REFERRAL SUMMARY AND CLIENT RECORD & VIEW CLIENT REPORT 1
REQUEST A REVIEW REVOKE REFERRAL I ADD SERVICE INFORMATION I i
|
List View
Last name First name Aged care user ID Accepted dale & Referred dale Service type Recommended start date Priority
) RICHARDS Rodney AC11088069 15 May 2018 14 May 2018 Allied Health and Therapy Services, 7765 Medium

Aged 85 ( 15 November 1832 ), Male @ PHILLIP, ACT, 2606

Client contact details About this service

Preferred conlact number Mot specified Service type Allied Health and Therapy Services

About this refaral Service sub type No sub types

Date issued 14 Way 2018 Service item name Allied Health and Therapy Services - At Client Location

Date accepted 15 May 2018 Naps service Id res

Outlet Aged Cars Inc - Outiet 1 Recommended service frequency 2 days per week

Referral comments  No referral comments provided

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. The Add service information screen will be displayed.

When adding service information for residential care including respite, transition care, short term
restorative care, and Commonwealth home support programme services, you must enter the
Service start date, input a Frequency, and select an Intensity from the drop-down list.

Enter any additional information in the remaining fields and select Save changes.

Add service infornmation

Al fields marked with an astensk () are reguired. =
You are about to add servics information for Rodney Richards.
Service ivpe Allied Health and Therapy Services

Service slarl date ©

14/DE/2018 )

How frequently is this service provided? *

Freguency {e.g. 2) Intensity (.9, days per mantn)

[¢

Planned review date (B

- PR
le.g do¥immferryy)

Service sub-type
] Dietitian or Mutritionist

O Pediatny
O Physiolherapy w

When updating Home Care Package information you must enter a Frequency and select an
Intensity from the drop-down list.

The Service start date will update once the commencement date has been received from
Service Australia.

Enter any additional information in the remaining fields and select SAVE CHANGES.

o g e

Add service information

s Al fields marked with an asterisk (7) are required
The Semvica raferral will be moved 10 "Senica in place’ tab after semnice stant date is recenved from DHS
You are about 10 add service information for Vernon DENAFO

b

K Home Care Package

Home Care Package Level approved - Home Care Package Level 2
Home Care Package Level 2 approval stans - 19 June 2017

Home Care Package Level assigned - Home Care Package Level 1
Home Care Package assigned date - 19 June 2017

Service stan date \?j

Heow frequently is this service provided? =

Frequency (e.g9. 2) nansity (&g days per month) =

(e

Add a reason for changes or other comments
For example, ‘frequency was changed because client condition has deterorated”

L

O Maximum 255 characters

SANVE CHAMNGES

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4. To supply specific service delivery information select Other — Specify and enter additional
service delivery information in the free text field.

How frequent[y 15 this service p!‘O\"IdEd? *
Intensity (2.9, days per month)

Other - Specify

(<]

Service intensity - Other (specify): *

0/100

5. Once saved, the client information will move to the Services in place tab:

o Immediately for residential care including respite, transition care, short term restorative
care, and Commonwealth home support programme services.

e once a Service start date is present, for Home Care Packages.

) Services in place

FEm———————
Incoming referrals Waithist Accepted services pending Services in place
i ———|

Referral history

6. Once this has occurred, the filled-in service information will display under the Services
section within the client record.
1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Charles from Australian Aged Care

= Service and Support Portal

# Home | Service referrals | Janees CITIZENN

Mr Janees CITIZENN

Male, 80 years old, 1 July 1942 AC60163045 Primary contact: Janees Citizenn (self) - 0423 099 823
1 BETTONG AVENUE ACCESS THROSBY, ACT, 2914
Prefers 1o speak Chinese No support relationships recorded

& Janees Citizenn services

Client summary Client details Support Natwork Referrals for my organisation Plans Attachments Approvals

My Aged Care interactions Notes Tasks and Notifications Residential Care
Current services in place ®

Residential Permanent
Service provided by RFA Auto Facility

Aboul this referral From the assessor From the service provider
Referral details Approval details About the service
Accepted Approval start date 29 August 2022 Service dates

Start date 30 August 2022

UPDATE SERVICE INFORMATION

I Service information for a Home Care Package will contain further information about the
package, such as if the approval is for a higher level than the assigned package. This then mean
that the client has accepted an interim package and may remain on the national Home Care
gueue to receive a package at their approved level.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Updating service delivery information

The Services in place tab in the Service referrals section of the Service and Support portal
displays accepted services that have service delivery information recorded.

1. Navigate to the Services in place tab by selecting Service referrals from the home page or
the Service Referrals link at the top of the screen from any page within the portal.

1800 836 799 Mon-Fni 8am - 8pm Sat 10am - 2pm Welcome Charles from Liussie Aged Care

Refrieve a Residential Reports and Tasks and My Aged Care Quality T
documents nofifications interaclions: indicators o0

. Review -
Service and Support Portal requests referral code care Find a chent

# Home | Service refemals

Incoming referrals
Incoming referrals Waitlist Accepted services pending Referral history

2. For the service you are updating, expand the Client list to view the expanded client list view
and select Update Service Information. Alternatively, you can select Update Service
Information in the expanded card view.

Card View

xX
~

Aged 79 (29 July 1941 ), Female Q KILLARNEY, QLD, 4373 |
Client contact details About this service |
Preferred contact number 02 2354 3289 Service type Home Care Package
About this referral Level approved Home Care Package Level 3 |
Date issued 35 June 2019 Approval starts 25 June 2019
Date accepted 35 June 2019 Level assigned Home Care Package Level 2
Outlet Darling Downs Hospital and Health Service Date assigned 27 February 2017

Community Care- Taroom Home Care Service item name Tarcom Health Service

Packages Naps service Id 18417

Referral comments No referral comments provided .
Service frequency 2 hours per week

Recommended service dates .
Service dates

Start date 1 June 2016
Planned end date MNone
Planned review date 23 April 2020 ‘

VIEW REFERRAL SUMMARY AND CLIENT RECORD 8 VIEW CLIENT REPORT

REQUEST A REVIEW | UPDATE SERVICE INFORMATION | v

List View

First name Aged care user ID Commencement date * Refemed date Recommended start date
") JILLSON ofto AGT3425332 01 Jun 2016 25 Jun 2019 Home Care Package, 18417
Q] CONLAN Lester AG23632490 08 Feb 2017 18 Apr 2017 Home Care Package, 18426
Aged B9 (5 July 1931 ), Female @ WARWICK, QLD, 4370
Client contact detalls About tis service
Preferred confact number 02 3628 6300 Service lype Home Care Package

About this referral Level approved  Home Care Package Level 4

Date issued 18 April 2017 Approvalsiaris 21 June 2013

Date sccepted 18 Apri 2017 Level assigned  Home Care Package Level 4
e assigne 1 7
Outiel Darling Downs Hospital and Heallh Service Date assigned 31 Maren 201
Community Care - Wandoan Home Care Packages  Service fiem niame  Wandoan Primary Heafth Gentre
RETEmal COMMENtS  NO referral Comments provided Naps service d 18426

Service dates
Slart date 8 February 2017
P

None

Pl date None:

Service provider comments No provider comments provided

VIEW REFERRAL SUMMAS

REQUEST A REVIE

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. Update service information and select Save changes. This information will now be updated
on the Services in place tab and the Services tab in the client record.

Client summary Client details Referrals for my organisation Plans Attachments Approvals My Aged Care interactions Notes Tasks and Motifications

Current services in place ®

Transition Care
Service provided by Aged Care Allied Health & Residential

About this referral From the assessor From the service provider

Referral details Recommended dates About the service

Accepted date 12 July 2017 4:17 pm Recommended start date  None Service frequency 7 Days per week
Recommended end date  None Service dates
Recommended review date None Start date 12 July 2017
Approval details Planned end date None
Approval start date 12 July 2017 Planned review date None
Approval end date None Service delivery status Commenced

Grace period end date None

Service provider comments
None

UPDATE SERVICE INFORMATION REQUEST TRANSITION CARE EXTENSION

Service delivery information can also be updated from the Services tab in the client record by
selecting Update service information for the relevant service.

! Ceasing a client’s service with the reason of Client deceased will change the client’s status to
Deceased and make the client record read-only. Any unaccepted service referrals will be
recalled, services in place will be ceased, assessments will be cancelled, and the client’s access
to the My Aged Care Online Services will be revoked.

My Aged Care will not send correspondence to the client or their support network after the status
is changed to Deceased.

Additional notes and attachments can be attached to the client record for 14 days after ceasing
services.

Recording a service end date

Entering a service end date will end this service for your clisnt at that date. If you need to reinstate this service after that date, please call the Contact Centre on 1800 836 799.

Sarvice and date

22/09/2020 @

Reazon for cessation of service *

e |

a reason 1or changes or other comments
For le, ‘freq: was ch d client condition has deteriorated'.

@ Maximum 255 characiers

SAVE CHANGES CANCEL

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Recording note of changes made to client service information

My Aged Care contact centre staff, assessors and service providers (providers) can view and add
different types of notes about clients in the My Aged Care portals.

If there is significant change to a client’s service delivery information, it is recommended that
providers update the service information and add a note to the client record.

| If a client’s needs or circumstances have changed significantly since their last assessment, a
review of the client’s support plan may be required.

Providers can add the following notes to the client record:

o Observations: Observations from provider and/or assessors’ interactions with the client.
Assessors and providers can view these notes.

e Other: Additional information about the client. Assessors, providers and clients can view
these notes.

Providers can view the following notes:
e Client Story

e Other
e Observations.

I When My Aged Care contact centre staff or assessors add a Sensitive note about a client, a

flag will appear on the client record advising the provider to call the My Aged Care contact centre
for more information.

Information on the content of the sensitive note will only be provided where relevant to the
provider.

v « This client has a sensitive note on their record. Please call My Aged Care on 1800 200 422 for further information.

To add a note to the client record, follow the steps below.

1. Navigate to the client record and select Notes.

Master Isaac Winfield SUNS

Male, 84 years old, 25 February 1936, AC25160281 Primary contact: Richard Suns (Representative (Authorised), Financial and Care, Child)
YASS, NSW, 2582

View all relationships

& Client summary

prarprre esrwem——— v sy e g a,

2. Notes already present on the client record will be displayed.

Select Add a Note and choose the note type and a description. Once this information is filled in,
select Save. Alternatively, from the Client details tab, select Add a note from the Current notes
section.

You can add Notes of type Other and Observations to the client record of any clients that have
been referred to your outlet. For example, clients in your Incoming referrals tab.

()

The blue L= is a help hint which explains the various note types and who gets to see them, as
there is a different audience per note type.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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X
Notes Add a note

All fields marked with an asterisk (*) are required

[: (200 Characters) 01500

irme Analin And Af miiei G70F1 4079

3. These notes will be visible to My Aged Care contact centre staff, assessors, and other
providers delivering services to that client.

For further information about note types and who can view them, refer to information contained in
the Service and Support Portal User Guide - The client record located on the Department’s
website.

Requesting an extension to the client’s care

Providers can request a care extension via the Service and Support Portal. This request will be
sent to the Assessment Delegate for approval.

Periods of Transition Care can be extended to a maximum of 42 consecutive days.

Periods of Residential Respite care can be extended for a maximum of 21 day non-consecutive
periods.

All respite care approvals from non-My Aged Care systems can be extended in the Service and
Support Portal. The use of the offline residential respite extension form will no longer be
supported.

I A care extension may only be granted for the approved level of care. If a client needs a higher
level of respite, they will require a new Respite Classification. This can be facilitated by
requesting a Residential Respite Assessment in the MyAssessor App.

Care extensions are effective from the commencement date within the request pending the
Assessment Delegate’s approval. Extension requests cannot be backdated.

To request a care extension, follow the steps below.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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1. Find the client you wish to request a care extension for, by navigating to the Services in
Place tab and expanding the card or list view for the client and select request <care type>
extension (care type referenced will vary depending on relevant extension type).

This button is only visible if the client is eligible for care extension.

Last name First name

Aged care user ID

Commencement date

@ swan Kasa AC29874864

Aged 66 ( 1 July 1951 ), Female

Client contact details
Preferred contact number Not specified

About this referral
Date issued 17 July 2017
Date accepted 17 July 2017
Qutlet Aged Care Allied Health

Referral commenis No referral comments provided

Recommended service dates
Recommended start date  None
Recommended review date None

Recommended end date None

# Referred date

17 Jul 2017

= Service type Recommended start date Priority
Transition Care, 8694 @ High

v

About this service

Service type Transition Care

Service sub type No sub types
Service item name  Carers

Naps service Id 869

Service dates

Start date

Planned end date

Planned review date None

Service provider comments No provider comments provided

. . R . OF OF CLIE
ST A REVIEW UPDATE SERVICE INFORMATION REQUEST TRANSITION CARE

NSION I

Alternatively, locate the client through the Find a client functionality, and navigate to either the
Services or Approvals tab of the client record and select Request <care type> extension.

&) Care approvdls

Chent surnmary  Chonl datals  Raferrah for my crpaniation  Plas

Approvals

Tha clant i appeoved for the Sollowing can types under the Aged Care Act 1687
Curmrent care approvals
=) Hoenar Cane Package Level 4

¢ | Residential Rospie Cane

) Rsidprial Parmrusnant

DHS prior approvals last updated: Never

Home care

A8 Glabes and ey are 0 Aostrabae Casiesrn Slansdard Tma (AC5T)
Current hoame Cang package

Homa Care Packege Levl 4 - Committed offecSor 12 July 2018
Package assigned 12 July 2018

Aflschmant

Pty Bl Eeraces My Aped Cawe intersctions  Moles Tamks and hofficalions

Siaten Commissd eSsctive 12 July 2010 with rasson: Seraces Recommenced

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. Complete all mandatory information indicated in the extension request pop up. The heading
of the pop up and the mandatory information will depend on the care type the extension
relates to. Once completed, selected Submit request.

Request fransition care extension

All fields marked with an asterisk (*) are reguired.
You are about to request a transition care extension for Pingu PENGUIN

Date of original entry into transition care? (dd/mmiyyyy): *

12/07/2017 ©)

Proposed number of extension days (between 1 to 42 days): *

42

Goals not achieved in 12 weeks of transition care: *

Example goal

Goals for Pingu PENGUIN during extension period *
Example goal

Team action required to achieve extension goals: *
Example goal

Cutside services action required to achieve extension goals: *

Example goal

Information from other sources: *

Example inforamtion

¥ client consent was obtained for this extension:

I SUBMIT REQUEST ICANCEL

3. You will receive confirmation that the care extension request has been submitted to the
Assessment Delegate.

> ' Care approval extension request created.

+ The assessment and support plan has been sent to the Delegate for their decision

4. You will also receive a notification that the request has been submitted, located in the Tasks
and Notifications section of the client record, or the Tasks and Notifications tile of the portal.
You will also receive a notification when the Assessment Delegate has made a decision on
the care extension request.

(B)Tasks and nofifications

Clentsummary ~ Chentdefzls  Referals e my organisafon ~ Pans  Aachments  Approvals  Senioes My Aged Caneimeracions  Hates s

Filter by
TileDescripion
Task 19082018 Chent Incampiete Service Information 14524080764 Senice “Vass Valley Aged Care
SN there saf Sam mln;cmam:alm Inioz beart of e lurmace rear e thal you could see for @ and il do | won refuse my kst requesd With 2 corpse hal hid Bat | couldnt gel Provder Patal - Warminglon Lodge
d because of B1458; and caim  he heartof Andue
Task MW Chent Incomplte Service Information 1429000051 Senice Vass Valley Aged Care -
Senfess cmms fo Dewmlm rm cli  dotn wih biigpig and chirsing andcaw Provider Poral - Horen Howae
n wlramarie 222 a un thapsody n ue ar hunied fo ﬂ--srlishruh'l!mfm s Time fes bke 20 aro it fies & 2 Buton D1CEA2122
Assigoed i FEREDAY, Hugh
Task TN Chent Incompete Service Information 137455081433 Senice Vass Valley Home Living
SEMCE g ueasy smok i a iny ok et sicaking acros he sky And I ofen sing pensale him ko whl e is o and  sense of humar was e

provided i console hm for what he s 18A12260255And greasy smaike in an inky mkmmmmmnm-mm [ umnwmmnmmng mn fiwould harken wih 3 gin Before | got mamed

Requesting a review of a client’s support plan

If a client’s needs or circumstances have changed significantly since their last assessment and
their support plan no longer reflects their current situation, you can request a review of the client’s
support plan. The assessor will conduct a review of the client’s situation which may lead to a new
assessment of the client’s needs.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Providers are encouraged to contact the assessment organisation prior to submitting the request
and to provide as much information as possible to explain the client’s need for, and urgency of, a
support plan review or new assessment. This information is available in the detailed assessment
history information in the client’s support plan in the Plans tab of the client record.

If a client has not previously had an assessment through My Aged Care, a request for review will
be sent to the My Aged Care contact centre.

I You cannot submit a request for review if there is already an existing assigned review for the

client in the assessor portal or an assessment is currently being undertaken. You should discuss
the request with the assessor who conducted the client’s most current assessment.

This information can be found in the client’s assessment information, with more detailed
information available in the assessment history in the support plan in the Plans tab of the client
record.

TST C Costa support plan

RN BT Chanl datuiy ﬂm-umww Approwsn SHreEn Wby AR a0 i a0 b0 Hotey Taaky and Mot atasy

Assessment Details

# ) Pt indoematon

= Mot Sepes Appetiment wad Compliied o0 JOATI20 3 12 M P by e DT Sprnge RAS AT
= Home Suppan Asvessment slaius i Fealed

= The teview date had nol Been specilbed

o | Aasasirmend histony
<7 Hama Support Assessment § Sephember 2050
=~ Hisma Support Assesment 25 August HI20
+") Screening 35 August 200

To request a review of a client’s support plan, follow the steps below.

1. Select Service referrals from the homepage.

1800 836 799  Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Shaun from Holiday UAT Service Provider Outlet

Service and Support Portal

Welcome Shaun

m Find a client Review requests

i

Service referals Govemnment Provider Management System Residential care My Aged Care interactions

Reports and documents SIRS Notice

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. Select Services in place, locate the client for whom you wish to request a review and select
Request areview.

2= cARD EESLIST

Filter by

1 to 1 out of 1 matching result

Aged care user Commencement Referred Recommended start
D date ~ date Service type date Priority
DENAFO  Vernon AC38086799 19 Sep 2018 19 Sep 2018 Residential Permanent, 4321 Medium
Aged 83 (13 August 1935 ), Male 9 YASS, NSW, 2582
Glient contact details About this service
Preferred contact number 02 9506 5133 service type Residential Permanent
About this referral Service sub type Mo sub types
Date issued 19 Seplember 2018 Service item name  Residential Permanent - At Provider Location
Date accepted 19 September 2018 Naps service Id 4321
Outiet Aged Care Inc - Outlet 1 Service frequency 7 days per week
Referral comments  No referral comments provided Service dates
Start date 19 September 2018
Planned end date None
Planned review date Nene

Service provider comments No provider comments provided

VIEW REFERRAL SUMMARY AND CLIENT RECORD VIEW PDF OF CLIENT RECORD

REQUEST A REVIEW UPDATE SERVICE INFORMATION o

Alternatively, a link to request a review will display at the top of any page in the client’s record.

&) Client details

The chent as nol yat compicied 3 walet check.
A Ganduct # wabe! chack naw
Please remind 5T G Costa

POl - [

ctes Tasks ang nomscan
About Tommy

Parsanal information Identity documents (1D

o 4 Octaner 1546, Ausratan,been m Aussala, maried regsereside fazo), wih parner Aod GareID: AC2G4400TH

Status Actve Identity Status

3. Complete all mandatory fields within the review request.
a) What circumstances have changed for the client?

If the client has a Change in care needs or Change in caring arrangements, or the client
Needs Transition Care, Needs Residential Care, or Needs Residential Respite and you
believe the client requires a direct comprehensive assessment rather than a Support Plan
Review, there is a checkbox you can select that will explain the eligibility criteria.

If the client is eligible, you will be prompted to call the provider and assessor helpline to request a
direct comprehensive assessment.

# Home | Service Referrals | Request a review

Charles Citizen

Male, 80 years old, 1 July 1942, AC97921944 1 BETTONG AVENUE ACCESS THREDBO, ACT, 2914

@ Request a Review

All fields marked with an asterisk (") are required

Request details

What circumstances have changed for the client? *

Change in care needs

I Does the client require and meet the requirements for a direct assessment? (:?l g Yes| I

A client is eligible for a direct comprehensive assessment if they meet the following criteria

« The client is at risk and has immediate unmet aged care needs and/or the client's carer arrangements are unsustainable, and
« The client needs assessment and approval for transition care or permanent residential care and/or residential respite care.

Please call the My Aged Care provider and assessor helpline on 1800 200 422 to progress a direct assessment for this client

SEND REVIEW REQUEST CANCEL

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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b) Does this request need to be actioned urgently?

If the client needs require urgent review, tick the Yes box and provide information in the reason
field.

This will help the assessor or contact centre to prioritise the client’s support plan review request.
Em————

Does this request need to be actioned urgently? \?;. Yes

=
Why does this request need to be actioned urgently? * ( ?\.'
S

c) What type of subsidised aged care is the client receiving?
Primary reason for Support Plan Review Request

Depending on the answers, different questions will need to be completed at this step.

Captain Michael POLLOCK

Male, 87 years old, 19 Apeil 1932, ACEEETHE51 Lot Numbar 13 6 CRANE DRIVE BURONGA, NSW,
2739

(& Request a Review

All figlds marked with an asterisk (") must be compleied before submission

Request details

I'.'.'l-.'.: circumsiances have changed for the diert? * - I

i mﬁ.

Does this request need 1o be actioned urgenthy? [ 2 | Ll es

What type of subsidised aged care is the clsent receiving? -

O Home Care Package (HCP)

O Commomwealth Home Support Programme (CHSP)

O Home Care Package and Commonwealth Home Suppon Programeme
& Flexible Cars

@ Residential Care

Primarny reason for Support Plan Review Request *

O Reguest for additional CHSP sanvices or changes to CHSP sarvices for clients who are only receiving CHSP services currently

O Reguest for additional CHSP services for clients who are in receipl of a HCP

O Thera is a change in a chents circumstances and they have an immediate need for access to Home Care Package services

® There is a significant change in the dient's needs and addiional Aged Care Act 1997 (the Act) based aged care services are required

= o ety i o o s C T LT N oy = .
Flease igenlify what Sendces e chent is curreny recening. = (72)
L

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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d) If the client is receiving a home care package or combination of home care package and
Commonwealth Home Support Programme (CHSP), it will be mandatory for a care plan and
budget to be attached to the review request.

The request will not be able to be submitted without this information.

Primary reason for Support Plan Review Request

(O Request for additional CHSP services or changes to CHSP services for clients who are only receiving CHSP services currently

0] Request for additional CHSP services for clients who are in receipt of a HCP (3'

(O There is a change in a client's circumstances and they have an immediate need for access to Home Care Package services
@

(O There is a significant change in the client's needs and additional Aged Care Act 1997 (the Act) based aged care services are
required @

Please Identify what services the client is currently receiving. * Q/
07250
Please identify options explored with client to increase their current support. * (:_’/
0/250

ADD CARE PLAN

Please provide a copy of the client's care plan and individualised budget. * @l
'/ ADD BUDGET

4. Select browse to choose a document for upload.

Complete all mandatory fields and click upload to complete.

Add a care plan

- Piease note: Some attachments will be viewable by other people with authorised access to this client record.
l FPlease refer 1o your portal guide for details.

All fields marked with an asterisk (*) are required.

You can upload files up o 5 MB 10 this record. The folkowing file types are atcepted
jpeq. ipg. bmp, png, docx, xisx, pdf, if, ba "

Fiile: =
ceniral health\dfsuserem Browse...

Mume of the aEschmaent "

Carne Plan

Typa of document: *

SP Care Plan

1]
Please provige a short description about the contents of the attachment, €.g. assessment date and time
{250 characiars)
0/ 250
UPLOAD CAMCEL

5. Once the documents are successfully uploaded, they will display in the review request.

@  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Clicking the bin icon next to the attachment name will remove the attachment from the review
request. A confirmation message will not display.

Primary reason for Support Plan Review Request *

(O Request for additional CHSP services or changes to CHSP services for clients who are only receiving CHSP services currently
N

[ 2)

2)

O Request for additional CHSF services for clients who are in receipt of a HCP I:‘_’:I

(O There is a change in a client's circumstances and they have an immediate need for access to Home Care Package services
(?)
R

® There is a significant change in the client's needs and additional Aged Care Act 1997 (the Act) based aged care services are
required '.f_?_:i'

- . - . - - (2
Please |dentify what services the client is currently receiving. '-\?,]

0/ 250

. . ) L : . 'y
Please identify options explored with client to increase their current support. * (?)

0/ 250

Please provide a copy of the client's care plan and individualised budget. * 'Z:?;I

P
Care plan: Care Plan.docx (T )

Individualised budget: Budget.docx 'Z:EI-:Z'

6. Once all mandatory fields have been completed, select | have reviewed the information on
this page and | confirm that it is correct then select SEND REVIEW REQUEST to submit
the review request to the most recent assessment organisation.

[J | have reviewed the information on this page and | confirm that it is correct. *

SEND REVIEW REQUEST CANCEL

7. A confirmation will display if the request is submitted successfully.

For more information and support

Further information is available from Service and Support Portal User Guide: Part 2 Team Leader
and Staff Member Functions on the Department’s website.

For further information about a client’s support plan review, refer to When to request a Support
Plan Review from an Assessor fact sheet, available on the Department’s website.

The My Aged Care service provider and assessor helpline is available on 1800 836 799.

@  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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https://www.health.gov.au/resources/publications/my-aged-care-service-and-support-portal-user-guide-part-2-team-leader-and-staff-member?language=en
https://www.health.gov.au/resources/publications/when-to-request-a-support-plan-review-from-an-assessor-fact-sheet
https://www.health.gov.au/resources/publications/when-to-request-a-support-plan-review-from-an-assessor-fact-sheet
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