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Assessor Portal User Guide 10 - Assessment
Delegate Processes

This user guide is to assist Assessment Delegates in performing and range of
functions in the My Aged Care assessor portal (assessor portal) that relate to the
requirements set out in the Aged Care Act 2024 as the role of System Governor.

This includes viewing and actioning delegate decisions, as well as requesting
corrections to care approval decisions and care extensions.

Clinical assessment delegates can approve an older person for all service groups,
classification types and classification levels under the Aged Care Act 2024.

Non-clinical assessment delegates are restricted to approving entry level home
support, Assistive Technology or Home Modification services (i.e. with
classification levels of CHSP class, AT CHSP or AT-HM).

I To understand Clinical and Non clinical assessment delegate responsibilities under
the Aged Care Act 2024, refer to ‘Chapter 7: Delegations and Approvals under the Act’
of My Aged Care Assessment Manual.

From 29 June 2026, the offline workaround for Non-clinical Delegate decisions will be
replaced by a full in-system workflow.

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



https://www.health.gov.au/resources/publications/my-aged-care-assessment-manual?language=en
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The Assessment Delegate home screen

Both the Clinical assessment delegate and the Non-clinical assessment delegate can view the
same tiles in the Assessor Portal home page. The only difference is the extent of assessment
types that each role can approve.

Clinical assessment delegates can approve an older person for all service groups,
classification types and classification levels under the Aged Care Act 2024. They can assign and
initiate corrections on Comprehensive and Home support assessments.

Non-clinical assessment delegates are restricted to approving entry level home support,
Assistive Technology or Home Modification services (i.e. with classification levels of CHSP class,
AT CHSP or HM CHSP). They can decide and initiate corrections on Home support assessments
only.

Both Clinical and Non-clinical assessment delegates can add recommendations of No Care
Approval or No Change to Existing Care Approvals.
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The Assessment Delegate + Assessor dual role home screen

If you are both an aged care needs assessor (assessor) and an Assessment Delegate in the
Assessor portal, your home screen will look like the following.
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For more information regarding applying to be an Assessment Delegate please refer to the My
Aged Care — Assessor Portal User Guide 12 — Managing delegate roles.

Assessment history

To assist Assessment Delegates with understanding and actioning delegate approvals,
Assessment Delegates can view a client’'s assessment history via the Plan tab of the client
record. Within the Assessment history section, it will outline key information such as if the
assessment has been completed by a non-clinical needs assessor who then converted the
assessment from a home support assessment to a comprehensive assessment, as well as the
details of the clinical supervising assessor.

Comish HARRY

Male, 103 years old, 2 February 1922, AC54026745 Primary contact: Comish Harry (sel)

Prefers to speak Assyrian, identifies as Aboriginal and Torres Strait Islander

No support reiationships recorded

B3) Plans BEFER TS G FOr

Clientsummary  Clientaetalls  Support network  Approvals Aftachments ~ Services My Aged Care interactions  Notes  Tasks and ¢ Funding CI

. Assessment histo
Gurrent Eplsode

Episoge ID: 2-21094NT9

30 April 2025 - Present (%) Comprenensive Assessment 30 Aprl 2025
SUPPORT PLAN
COMPREHENSIVE ASSESSMENT 30 APRIL 2025 PRINT
R dati Date referral issued 30 January 2025
ecommendations Referral issued by GRAZIER AGED CARE Oullet ACAT-RAS
« Allied health and therapy
+ Support at Home Assessment reason Portal Referral
= Home Support Ongoing - SaH Classification 7 Status of referal Accepted
o Assistive Technology Short-term - AT Medium
Triage dale 30 April 2025
SEE SERVICE DETAILS Triage organisation GRAZIER AGED CARE - ACA - ACT
Triage conducted by Africa Green
Triage outcome Comprehensive (clinical) assessment required
Assessment lype Comprehensive Assessment
Upcom i ng Review(s) Assessment type changed by Africa Green
No upcoming reviews scheduled Date Assessment type changed 9 May 2025
Reason for change High level care needs
Change comments fdfaf
Assessment organisation GRAZIER AGED CARE - ACA - ACT
Assessment organisation contact number 07 7457 4574
Date referral accepted 30 January 2025
Date assessment commenced 30 April 2025
Date assessment completed 9 May 2025
Assessor Africa Green

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Viewing an item for decision

Clinical and Non-clinical assessment delegates are able to access the Delegates Decision tile
from the Assessor portal home page, the Decision Pending tab and then Decision History tab.

Delegates can get a quick overview of how many delegate decisions are in the delegate’s outlet,
how many are assigned to them, and how many are unassigned, by going to the My Dashboard
tile of the Assessor portal:

=  Assessor Portal

# Home | My Dashboard | Delegate Decisions

@ My Dashboard

ACAT Outlet 13 = 138 o My decisions 0 @
]

CRBG1 Outlet 1 Unassigned

Retrieved: 24/10/2025, 11:38

Follow the steps below to view items for decision via the Delegate Decisions tile.
1. Select Delegate decisions from the homepage.

2. The queue containing assessments awaiting Delegate decision will be displayed in the
Decision pending tab.

You can use the filter options (First Name, Last Name, and Aged Care User ID) to refine
your results. To show additional filter options select Advanced Search.

You can also use the sort function to sort by assessment status, as well as other categories
such as last name, first name, Aged Care ID, date submitted, priority (or urgency), assessor
and delegate names and due date. The order in which the results are displayed can also be
set.

@ Decision pending

Decision pending Decision history

Filter by

Last name: First name: Aged Care User ID:

ADVANCED SEARCH CLEARFILTERS

Assigned To is Mine And Unassigned

Sort DecisionsPending by in order of

Priority ~ High to Low v

Current sort order is Priority

1 to 1 out of 1 matching result

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




Each Card or Listing shows the Assessment status — at the bottom of the client card or at the
right side of the client listing, under the Assessment status column.

The due date against each assessment waiting for delegate decision will be visible to the
Delegate in both the Card and List View. The pending decisions can be sorted and filtered by

®

date due.

Decisions Pending tab - Card View

€ Decision pending

BEVEETGE  Decision history

Filter by

Sort DecisionsPanding by: in arder of

Last name

~ Alphabetical (A-Z) -

My decisions

Assessor: Meling Pimentel

Delegate: Felipe Sierra

Aged care user |D: AC5T460867
Delegate Decision due by: 18 April 2026

A 39 days overdue | — Medium

Assessor: Melina Pimentel

Delegate: Felipe Sierra

Aged care user |D: AC31311072
Finalised Support Plan Review due by: 30
April 2026

A A

Currently viewing ABC Outlet

110 3 out of 3 maiching resulis

Edmond
READY

Assessor Melina Pimental
Delegate: Felipe Sierra
Aged care user ID: AC96774450

w Low

o Awaiting Delegate Decision (Assessment)

Awaiting Delegate Decision (Support Plan
Review)

Decisions Pending tab - List View

Awaiting Delegate Decision (Undergoing
Support)

9 Decision pending

L ENGIL Decision history

Filter by

Last name First name

Aged Care user 1D

Currently viewing ABC Outlet

an
mm CARD amm LIST

ADVAMCED SEARCH CLEAR FILTERS

Assigned to is Mine & unassigned

FILTER

Assessor full
& name

Delegate full

© name = Assessment status

.G_‘) DENNY Sally ACHT460867 PIMENTEL SIERRA Felipe Awaiting Delegate Decision Mediu
- Melina (Assessment) 18/04/2026 m

.?) MERRY  Kim AC31311072  PIMENTEL SIERRAFelipe  [|Awaiting Delegate Decision (Support | g\ @ Low
- Melina Plan Review) 30/04/2026

(._) READY Edmond ACOGTT4450 PIMEMTEL SIERRA Felipe Awaiting Delegate Decision . Low
- Melina (Undergoing Support)

1 to 3 out of 3 matching results

: Date due

- Priority

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. Also on this page is the Decision history tab, which will display decisions that you have
made previously.

e Decision hISTOI'y Currently viewing ABG Outlet

Decision pending Decision history |

Filter by

&

Sort DecisionsPending by: in order of

Date Submitted » Latest to Earliest - GO

Current sort order is Date Submitted
1 to 20 out of 1686 matching results

Hans Albertha Miles

FINKLE KNAPP PALUMBO

Assessor: PIMENTEL Melina Assessor: SIMPSON Sultan Assessor: MCCARTER Efren
Delegate: SIERRA Felipe Delegate: REITZ Cornell Delegate: REITZ Cornell

Aged care user |D: AC66240839 Aged care uzer 1D: AC61852141 Aged care user ID: AC90825408
Date submitted: 19 December 2025 Date submitted: 2 October 2025 Date submitted: 2 October 2025
Aszessment type: Comprehensive Assessment type: Comprehensive Azzessment type: Comprehensive

Delegate
Finalised - Decision

4. For both the Decision Pending and the Decision History tabs, you can toggle between the

card view and the list view (shown below) to display the clients.
BB CARD El

1 to 50 out of 1686 matching rezults

First Aged care Assessor full Delegate full Date
Last name Z name & userlD & name & name % Assessment status % submilted < Priority
I:_:I SOCKS Purdy ACTE327436 PIMENTEL PIMENTEL Finalised (Assessment) 2210412026 Mediu
N Melina Melina m
(.: :. BRIDGE Brandon  AC81851503 PIMENTEL PIMENTEL Delegate Decision Complete 16/04/2026 [
N Melina Melina {Assessment)

Assigning an item for decision

A Clinical assessment delegate can assign Comprehensive assessments and Home support
assessments to themselves. They can also assign a Home support assessment to other Clinical
assessment delegates or Non-clinical assessment delegates within their outlet.

A Non-clinical assessment delegate can assign Home support assessments to themselves or
other Non-clinical assessment delegates within the same outlet.

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




To assign a client:

1. If using the Card view, select the expand arrows on the Client card to display a summary of
the client’s information in a pop-up. Select ASSIGN.

L. | Delegate decisions

DeCiSion pending Currently viewing  Aussie Healthcare

Dick VAN DYKE

Aged 100 ( 13 December 1925 ), Male Referred from Aussie Healthcare on 30
January 2026
H Accepted on 30 January 2026
Assessor Andy Flower Delegate Decision due by: 1 February 2026

Date submitted 30 January 2026

Assessment details

=
| @

Assessment type Comprehensive Assessment
Assessment reason  Self-Referral

Assessment setting  Mon-Hospital
Assign Recommended care:

GD Home support Ongoing - SaH Classification 4

FILTER
VIEW SUPPORT PLAN VIEW FULL CLIENT RECORD & VIEW CLIENT REPORT
- hing B
+ Alphabefical TA-Z} v “
Unassigned

If using the List view, select the expand arrows for the client to display a summary of the
client’s information in an expanded view.

e DeCiSion pe nding Currently viewing Aussie Healthcare

Decision pending Decision history

Collapse filter

1to 1 out of 1 matching result

Filter by

SHOW MORE UNASSIGNED

First Aged care user Assessor full Delegate full
name : ID name name Assessment status Date due Priority =
VAN Dick ACS4286739 FLOWER Andy Awaiting Delegate 0102202 @ Low
DYKE Decision 3

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




2. Select ASSIGN to allocate that item to yourself or to another Delegate.

e DeClSIOn pendlng Currently viewing Aussie Healthcare

Filter by

1 to 1 out of 1 matching result

SHOW MORE UNASSIGNED

Last name Firstname ¢ AgedcareuserlD ¢ Assessor fullname Delegate full name Assessment status. Date due ¢ Priority =
@ VANDYKE  Dick AC94286739 FLOWER Andy Awaiting Delegate Decision 01/02/2026 @ Low
Aged 100 ( 13 December 1925 ), Male Referred from  Aussie Healthcare on

30 January 2026
Accepted on 30 January 2026

Assessor Andy Flower Delegate Decision due by: 1 February 2026
Date submitted 30 January 2026

Assessment details

Assessment type Comprehensive Assessment
Assessment reason  Self-Referral

Assessment setting  Non-Hospital

Recommended care:

(+*) Home support Ongoing - SaH Classification 4

VIEW SUPPORT PLAN VIEW FULL CLIENT RECORD & VIEW CLIENT REPORT

3. Inthe pop-up box, select another Delegate (or yourself — ‘me’), and select ASSIGN.

Assign delegate decision for Dick VAN DYKE

Assign to*
® Me
Roderick GROVES
) Greysen WARFIELD
) Africa GREEN

4. A confirmation message will appear. The client will appear in the queue of the Delegate they
were assigned to, or under My Decisions if assigned to yourself.

€ Decision pending S

Decision pending Decision history

- ——
1 CARD ==L\5T

Filter by

1to 1 out of 1 matching result

Sort DecisionsPanding by in order of
Last name « Alphabetical (A-Z) -

My decisions

Dick

VAN DYKE

Assessor: Andy Flower

Delegate: Prospect Free

Aged care user |D: AC94286739

Delegate Decision due by: 1 February 2026

Due in 2 days w Low

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Reassigning for decision
Follow these steps to reassign an item for decision:

1. Select the expand arrow on the Client card to display a summary of the client’s information.
Select REASSIGN.

My decisions

Andy Flower
Prospect Free
AC94286739

Dick VAN DYKE

Due in 2 days
Aged 100 { 13 December 1925 ), Male Referred from  Aussie Healthcare on 30
January 2026
Accepted on 30 January 2026
Assessor Andy Flower Delegate Decision due by: 1 February 2026
Delegate Prospect Free

Date submitted 30 January 2026

Assessment details
Assessment type Comprehensive Assessment
Assessment reason  Self-Referral

Assessment setting  MNon-Hospital
Recommended care:

(+*) Home support Ongoing - SaH Classification 4

VIEW SUPPORT PLAN VIEW FULL CLIENT RECORD & VIEW CLIENT REPORT

START DECISION PROCESS REASSIGN

If using the list view, select the expand arrow next to the client's name to see more
information, and select REASSIGN.

Lastname < Firstname ¢ AgedcareuserlD ¢ Assessorfullname < Delegate fullname < Assessment status ¢ Datedue & Priority @
VAN DYKE  Dick AC94286739 FLOWER Andy FREE Prospect Awaiting Delegate Decision 01/02/2026 @ Low
Aged 100 ( 13 December 1925 ), Male Referred from  Aussie Healthcare on

30 January 2026
Accepted on 30 January 2026

Assessor Andy Flower Delegate Decision due by: 1 February 2026

Delegate Prospect Free
Date submitted 30 January 2026

Assessment details
Assessment type Comprehensive Assessment
Assessment reason  Self-Referral

Assessment setting  Mon-Hospital
Recommended care:

@ Home support Ongoing - SaH Classification 4

VIEW SUPPORT PLAN VIEW FULL CLIENT RECORD & VIEW CLIENT REPORT

START DECISION PROCESS REASSIGHN

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. Nominate another Delegate to assign the item to or select the option Place back in
delegate queue if you want to un-assign it. Select REASSIGN.

Re-assign delegate decision for Dick VAN DYKE

Delegate decision currently assigned to Prospect FREE

Re-assign to*

' Roderick GROVES

Greysen WARFIELD

Africa GREEN

Veg KALE

Laticia KASPER

Cort RICCI

Adria OTOOLE

Phyliss CUPP

Place back in delegate queue

OO0 000000 0c:

RE-ASSIGN CANCEL

3.  You will receive a confirmation message that you have either re-assigned or un-assigned the
queue item.

v * Delegate successiully unassigned.

Recording a delegate decision

Prior to making any delegate decisions you must view the entire client record, assessment and
support plan and attached information to ensure you have all the necessary evidence to support
your decisions. For example:

e The assessment summary prepared by the assessor can be accessed through the
Identified needs tab of the support plan.

e Information banners may appear in the Client Summary to remind you that the client is
approved to access certain services.

Follow these steps to record your delegate decision:

Viewing decisions information

1. Go to the Delegate Decisions tile from the home page and select the Decision Pending tab.

# Home | Delegate decisions

€) Decision pending
‘ Decision pending Decision history

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




2. From the Decision pending tab, select the expand arrow on the Client card to display a
summary of the client’s information. |

Select START DECISION PROCESS. If using list view, this option is available from the
expanded client information section. Select START DECISION PROCESS in the pop-up
box.

Dick VAN DYKE

Aged 100 ( 13 December 1925 ), Male Referred from  Aussie Healthcare on 30
January 2026
Accepted on 30 January 2026
Assessor Andy Flower Delegate Decision due by: 1 February 2026
Delegate Prospect Free

Date submitted 30 January 2026

Assessment details
Assessment type Comprehensive Assessment
Assessment reason  Self-Referral

Assessment setting  Non-Hospital
Recommended care:

@ Home support Ongoing - SaH Classification 4

VIEW SUPPORT PLAN VIEW FULL CLIENT RECORD & VIEW CLIENT REPORT
I STAHT DECISION PROCESS I REASSIGH

[Clinical Assessors only] If you as the delegate is also the same person who conducted
the client’s assessment or support plan review, then this error message will appear:

Delegate decision information

Delegate approval should be provided by a different person to the person who conducted the assessment or support plan review.
Please confirm that there is not another delegate available to provide it.

PROCEED CANCEL

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3.  You will be taken to the Decisions tab on the client’s support plan. The recommendations
made by the assessor will be displayed for your review.

@ Supporl' p|0n Gnd Services FRINT COPY OF SUPPORT PLAN

|dentified needs Goals & recommendations E Manage services & referrals Associated People Review
IAT Outcome and Classifications Q)

Current assessment type: Comprehensive Assessment

IAT Outcome: CHSP

Recommended classification: g eaccimee o o
DISAGREE

Qverride reason: Higher level service needs

Override reason description:  Description goes here

[Recommended care requiring delegate decision

@ Recommend that the client receive
Home support

ADD A CARE TYPE FOR DELEGATE DECISION RECOMMEND AN ASSISTIVE TECHNOLOGY RECOMMEND HOME MODIFICATIONS

RETURN TO ASSESSOR RETURN TO CLIENT

If you have also asked the assessor to review the IAT questionnaire, at this point you may also
receive an information message saying that the Assessor has reviewed the IAT as per your
request, and that you can review the IAT review via the hyperlink attached.

@ SUppOrI' plon ond sewices PRINT COPY OF SUPPORT PLAN

Identified needs Goals & recommendations m Manage services & referrals Associated People Review

IAT Outcome and Classifications ()

In line with legislation, you are not permitted to override the IAT Qutcome to recommend a different ongoing home support classification level (e.g., CHSP or SaH class

1-8) nor can you override the AT Outcome of 'ineligible for CHSP/SaH' o recommend ongoing home support services. If your intent is to recommend ongoing home

support services through Support at Home or CHSP, please enzure the recommended classification aligns with the IAT oufcome. You can override the AT outcome to
n recommend other care fypes, such as short-term pathways and residential care, in line with guidance provided in the Aged Care Assessment Manual.

Nde If through Ihe IAT rewew process, the IAT outcome results in a lower classification than the client's current existing classification, please ensure the
is eq| to the client's existing Classification level when recommending ongoing home support services through Support at Home or

CHSP

4
I 1 Assessor has reviewed the |AT questionnaire as per delegate’s requesi. View the Motes io delegate on the AT review here.

Current assessment fype: Comprehensive Assessment

IAT Outcome: SaH Classification 4

Previous AT Outcome: SaH Classification 4

Recommended classificalion. g\ cpoccine ien o (}’:.
DISAGREE

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Editing a recommended classification

1. Go to the Delegate Decisions tile, and select the client’s card or listing as per the process in
Viewing Decisions information.

2. Select on the pencil (Edit) icon next to the current recommended classification.

IAT Outcome and Classifications

Current assessment type: Comprehensive Assessment
IAT Outcome: CHSP

Recommended classification: ¢y ooz oo 4

DISAGREE

Override reason: Higher level service needs

Override reason description:  Description goes here

3. The Edit Recommended Classification pop up appears.

An ongoing Support at Home classification outcome cannot be overridden to an ongoing
lower or higher SaH classification outcome (in line with section 81-10 of the Aged Care
Rules). Assessors must not undertake this action and delegates must not approve
assessments where this occurs, or override and select a lower or higher classification.

Select the new recommended classification, along with the override reason and description.

Pay attention to any warning messages that may appear. Complete any other mandatory
fields that appear, for example the client’s preference for seeking Home support services.

Finally, select SAVE TO PLAN.

Edit recommended classification

[

Please contact the assessor before making any changes to the classification. Some recommendations may be removed
A as a result of this change. If you want to recommend a Restorative Care Pathway, End-of-Life Pathway or CHSP this
will require the assessment to be returned to the assessor to add these services.

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

IAT outcome: CHSP
Recommended Classification: SaH Classification 4

Classification type: Ongoing

New recommended classification * -

To override the result, please specify the reason for the override and describe it for the delegate.

Owerride reason * -

Owverride reason description: * @

P
07150 w|

SAVE TO PLAN CANCEL

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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For Support at Home classifications, the Edit Home Support Services Screen displays. A
truncated version of this page is shown below.

The default services for your edited classification appear on this page.
Confirm or change the service, frequency and intensity details.
Then, select SAVE TO PLAN at the bottom of the page.

Edit Home Support Services

All fields marked with an asterisk { * ) must be completed before submission

Recommended that the client receive:  SaH Classification 4
Classification Type: Ongoing

Pleasze =zelect services within each service type*

Allied health and therapy

I Service Frequency Intensity I
O Aboriginal or Torres Strait 1slander Health Practitioner b
assistance
O Aboriginal or Torres Strait Islander Health Worker b
assistance
[ allied health assistance &

The screen under the decisions tab will show the updated Recommended classification
under IAT Outcome and Classifications. It can take up to 60 seconds for the update to
take effect.

For Residential Permanent recommendations, a Clinical Assessment Delegate can make
corrections to their decisions within 43 days. During the correction you can:

e add a residential permanent recommendation

e remove a residential permanent recommendation
e update urgency

e update approval expiry date

e update emergency needs

e update Delegate date (approval start date).

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




Viewing details about existing approvals

1. To view details and status of the decision for a recommended service, navigate to the
Decisions tab and scroll to the Current care approvals section.

Select the expander icon next to the service and select the blue magnifier icon to view.

ASSESSMENT PRINT COPY OF SUPPCRT FLAN

@ Support plan and services

Identified needs Goals & recommendations Decisions Manage services & referrals Associated People Review

IAT Outcome and Classifications

Current typs: C i Exisfing classification:  Transitioned HCP Level 3 (Pending allocation)
IAT Outcome: HCP

ICurrent care approvals I

Residential Respite Care Recommend that the lient receive
Priority for this care type Low((?) -~ |Home support
Approvalstarts 30 blay 2025 Classification Transitioned HCP Level 3
Reason for care And | burrowed a hole in the glowing coal, and | stuffed in Sam McGes
5¢ There is never a that did not commit suicide Classificalion type: Ongoing
John AdamsThers is never a democracy that Priority category: Standard
Source system Gateway Home support services:  Support at Home:

2. A pop-up screen will open listing the classification and the type along with the list of all
approved services.

x
Home support services

I Classificaion:  SaH Classification 4 Classification Type: Ongoing I

(=) Care management

(=) Domestic assistance

(<yHome maintenance and repairs

(z"yHome or community general respite

() Meals

@ Nursing care

(=) Nutrition

(=) Personal care

(=) Social support and community engagement

(=) Transport

CLOSE

3. Select the expander icon to view the details such as services included, approval start date
and ceasing date.

Fl
Home support services

Classification:  SaH Classification 2 Classification Type: Ongoing

() Allied health and therapy

are management

« Home support care management:
Approval starts: 05/05/2025

@ Agreed

(") Domestic assistance

(-:') Home or community general respite

=« Community and centre-based respite:
Approval starts: 05/05/2025

@ Agreed

+ Flexible respite:
Approval starts: 05/05/2025

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




Returning an assessment to an assessor

There are circumstances in which you may wish to send the client's assessment back to the
assessor. For example:

e more evidence is required
e the care level is not appropriate or sufficient
e amendments needed to be made (such as to correct spelling errors)

o if the Integrated Assessment Tool (IAT) data needs to be reviewed for both
Comprehensive and Home Support Assessments

e accidental errors with service approvals in the support plan

By selecting RETURN TO ASSESSOR, the original assessor can then make necessary changes
to the support plan or IAT before re-submitting for decision.

You can only return the assessment to the assessor prior to agreeing or disagreeing to any
recommendations.

If you select RETURN TO CLIENT, you will navigate back to the client’s record.

ADD A CARE TYPE FOR DELEGATE DECISION

RETURN TO ASSESSOR I RETURN TQ CLIENT

Follow these steps to return the assessment to the assessor:

1. From the Delegate Decisions tile, Go to the Decisions tab of the client's Support Plan and
Services page. Select RETURN TO ASSESSOR at the bottom of the page.

#& Home | Delegate decisions | Kim MERRY support plan and services

Mrs Kim MERRY

Female, 88 years old, 1 July 1937, AC31311072 Primary contact Kim Merry (self)
12 BUNNY STREET WESTON, ACT, 2611

No support relationships recorded

@ Supporl' plOn Ond Sewices PRINT COPY OF SUPPORT PLAMN

|dentified needs Goals & recommendations Decisions Manage services & referrals Associated People

IAT Outcome and Classifications @

Recommended care requiring delegate decision

5 Recommended that the client receive (y’:. 5 Recommended that the client receive ()
| ] Le™ ) . . —
£/ Meals *~ Home maintenance and repairs

Delegate decisions and comments

Assessment: Submitted on 13 April 2026

ADD A SERVICE RECOMMENDATION

RETURN TO ASSESSOR RETURN TO CLIENT

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




2. The Return to assessor pop up appears.

If you are returning the assessment to the assessor to review and update the support plan
only, select Return Assessment. You can return to assessor for support plan amendments
multiple times.

Returmn to assessor

You are returning this assessment to the assessor. Any decisions you have marked as “agree’ or “disagree’ will be removed
A and must be actioned again when the assessment is resubmitied.

You are about to return the assessment for Sam Stewart to the assessor with no delegate decision. If you are returning the
assessment to the assessor to review and amend data entered into the IAT, please select the checkbox below and then select
‘Return Assessment'. If you are returning the assessment to the assessor to review and update the support plan only, please
select "Return Assessment’

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

[] Does the assessor need to review |AT?

A green banner appears stating that the support plan has been returned to the assessor.
The client’s card or listing disappears from your Decision Pending page.

\/ The support plan has been refumed to the Assessor

3. To ask the assessor to review the IAT, select the tick box next to Does the assessor need
to review IAT?. It will display a warning that decisions will be cleared.

You can only request an IAT review once.

Retumn to assessor

You are returning this assessment fo the assessor. Any decisions you have marked as ‘agree’ or “disagree’ will be removed
A and must be actioned again when the assessment is resubmitied.

You are about to return the assessment for Sam Stewart fo the assessor with no delegate decision. If you are retumning the
assessment fo the assessor to review and amend dafa entered into the IAT, please select the checkbox below and then select
'Return Assessment’. If you are refurning the assessment to the assessor to review and update the support plan only, please
select ‘Return Assessment

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

I [[] Does the assessor need to review IAT? I

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799




4. The pop up expands to display a section to complete your IAT review notes to the assessor.
The IAT domain names are pre-filled for your convenience.

You can type in any text up to 2500 characters against the relevant IAT domains as per the
example below.

Then, select RETURN ASSESSMENT.

Return to assessor

You are returning this assessment to the assessor. Any decisions you have marked as ‘agree’ or ‘disagree’ will be removed
A and must be actioned again when the assessment is resubmitted.

You can only request a review of the IAT questions once.

You are about to return the assessment for John Smith to the assessor with no delegate decision.

If you are returning the nent to the or to review and amend data entered into the IAT, please select the checkbox
below and then select ‘Return Assessment’. If you are returning the assessment to the assessor to review and update the support
plan only, please select 'Return Assessment’.

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

Does the assessor need to amend the IAT?

Instructions: Complete instructions for the assessor against the relevant IAT domains below, outlining the IAT data that
needs to be reviewed.

Notes to assessor: *

02500

RETURN ASSESSMENT CANCEL

5. A green banner appears stating that the support plan has been returned to the assessor.

The client’s card or listing disappears from your Decision Pending page.

\/ The support plan has been refumed to the Assessor

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799




®

6. If the assessment has already been returned for IAT amendment, the modal will display as
below:

e Warning that decisions will be cleared

e Text only mentions returning for Support Plan amendment. Click ‘Return Assessment’ to
request support plan amendments

e Checkbox no longer displays.

Retumn to assessor

You are returning this assessment fo the assessor. Any decisions you have marked as ‘agree’ or “disagree’ will be removed
A and must be actioned again when the assessment is resubmitied.

ou are about to return the assessment for Stacey Smith to the assessor with no delegate decision to review and amend the
support plan.

Receiving reviewed IAT from assessor

Once the assessor completes the requested changes from the returned IAT, re-finalises the IAT,
and resubmits the support plan, the delegate then is able to view any notes that the assessor
made before restarting the decision process.

1. Find the client from the Delegate Decisions tile, then the Decision pending tab. Select the
client’s card or listing.

# Home | Delegate decisions

€) Decision pending ooty viwing ABG Oute
peeenney
B n-
Filter by )
1to 2 out of 2 matching results
Sort DecisionsPending by: in order of
Last name » Alphabetical (A-7) - G0
My decisions

Aszsessor Africa Green

Delegate: Prospect Free

Aged care user |D: AC46586442
Delegate Decision due by: 30 May 2026

Due in 2 days — Medium

o Awaiting Delegate Decision (Assessment)

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




2. An Information message appears: ‘Assessor has reviewed the IAT questionnaire as per
delegate’s request. Please refer to the Notes to delegate on the IAT review below for details’.

Select VIEW DETAILS below Notes to delegate on the IAT review.

Suzy TODD

- Assessor has reviewed the |AT guestionnaire as per delegaie’s request. Please refer to the Notes to
delegate on the IAT review below for details.

Aged 83 ( 15 June 1942 ), Female Refarred from Aged Care Gateway on 21 April 2026
Accepted on 14 May 2026

Assessor Africa Green Delegate Decision due by: 30 May 2026

Delegate Prospect Free Notes to delegate on the IAT review

Date submitted 28 May 2026 VIEW DETAILS

Assessment details
Assessment type Comprehensive Assessment

Assessment reason  the client has needs that exceed
& basic support programme

Assessment sefting  Mon-Hospital

Recommended care:
+ Transport
« Personal care
« NMeals
» Residential Permanent
« Domestic assistance

VIEW SUPPORT PLAN VIEW FULL CLIENT RECORD & VIEW CLIENT REPORT

START DECISION PROCESS REASSIGN

4

3. The Notes to delegate on the IAT review pop up appears. You can view the assessor’s
notes to the delegate at the top, and the original delegate’s notes to the assessor below.

Select the expander icon to expand or close each section.

Select CLOSE to return to the client’s record.

Notes to delegate on the IAT review

#

I (%) [Notes to delegate:

Assessment Details
Reason for Assessment
Carer profile:

Maedical and Madscabions:
Funiction

Physical, Personal Health & Frailty:
Social

Cognition

Behaviour.

Psychological

Home & Personal Safety
Financial or Legal

Support Considerations
Validated Assessment Tools
Other,

(«*) [Notes to assessor:

CLOSE

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




4. From the client’s card or list view, select START DECISION PROCESS to start/restart the
decision process.

The Decisions page appears. This time it displays the updated support plan (if completed),
the updated IAT outcome, and the previous IAT outcome (if applicable).

You can also view the assessor’s IAT Notes from here. Select the hyperlink in the
Information message: ‘Assessor has reviewed the IAT questionnaire as per delegate’s
request. View the Notes to delegate on the IAT review here’.

Supporl' plo n C]nd Servic eS PRINT COPY OF SUPPORT PLAN

Identified needs ~ Goals & recommendations Manage services & referrals ~ Associated People | Review

IAT Outcome and Classifications

In line with legislation, you are not permitted to override the |AT Outcome to recommend a different ongoing home support classification level (e.g., CHSP or SaH class

1-8) nor can you override the |AT Outcome of 'ineligible for CHSP/SaH' to recommend ongoing home support services. If your intent is to recommend ongoing home

support services through Support at Home or CHSP, please ensure the recommended classification aligns with the IAT outcome. You can override the IAT outcome to
n recommend other care types, such as shori-term pathways and residential care, in line with guidance provided in the Aged Care Assessment Manual.

Note: If through the IAT review process, the AT outcome results in a lower classification than the client's current existing classification, please ensure the
Recommended Classification is equivalent to the client's existing Classification level when recommending ongoing home support services through Support at Home or
CHSP.

-
I 1 Aszessor has reviewed the |AT questionnaire as per delegate’s request. View the Notes to delegate on the 1AT review here

Current assessment type: Comprehensive Assessment
IAT Outcome: CHSP
Previous |AT Outcome: CHSP

Recommended classification: . ., (},} DISAGREE

No Care Approval and No Change to Existing Care Approvals

No Care Approval and No Change to Existing Care Approvals are available as buttons, for both
Home Support Assessments and Comprehensive Assessments. These buttons are available in
the client’'s Goals & Recommendations tab of the Support Plan and Services page. They can also
appear whilst adding a Goal.

No Care Approval appears if the client has no previous approval records. No Care to Existing
Care Approvals appears if the client has previous approval records.

This image below shows the Add No Change to Existing Care Approvals button, in the Other
Recommendations section of the client’'s Goals & Recommendations tab.

(&) Support plan and services

|dentifed neada Goale & reciffuiendalens Dacsians Manage ssdvices & refemmaks Associalad Peope e

IAT Outcoma and Classifications
CurTent assessmen tyos Comerenensive Assessment Exstng classifica ChsP

CHSP
Recommanded dasslics CHSP

Client concemns and goals

Mo cleant conoams. of goals

Other recommendations

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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This image below shows the Add No Care Approval button, in both the Goal section and in the
Other Recommendations section of the client’'s Support Plan and Services page.

Client concerns and goals

Concern:

Maobility within the home

| Goal: To get anound their home easily without as much assistance B ([

+ Ta regain a function (e.g Gan be physical, cogritive or social)
in Progress.

Recommendations

Add 1o this goal

Other recommendations

COMPLETE SUPPORT PLAN

Assessors are able to recommend No Care Approval or No Change to Existing Care Approval
during the assessment period. These will require delegate decision. No Care Approval or No
Change to Existing Care Approvals are not available during the support period or the support
plan review.

Clinical Delegate workflow process

Clinical assessment delegates are delegated the authority under the Act to approve an older
person for all service groups, classification types and classification levels.

| Clinical Delegate requirements for Comprehensive (CHSP only) assessment
outcomes

When a comprehensive assessment results in a CHSP only outcome, the approval must be
completed by a clinical delegate who is different to the clinical assessor.

A clinical assessor must not approve their own comprehensive assessment.

All comprehensive assessments - regardless of the outcome - require separation between
the assessor and delegate roles. This ensures that appropriate clinical governance and
oversight for comprehensive assessments is maintained.

The only situation where an assessor may also be the delegate is when completing a Home
Support Assessment that results in a CHSP only recommendation.

I Clinical Assessment Delegates can approve entry-level home support services (as non-
clinical assessment delegates do) if assessment organisations have chosen to allocate
home support assessments to clinical assessment delegates.

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




Agreeing with recommendations

1. To agree with the clinical assessor’'s recommendation for a non Support at Home
(Residential Care, TCP, CHSP etc.) recommendation, select AGREE below the
recommended care type. If multiple care types were recommended, you will need to repeat
this process for each care type.

To agree with a Support at Home service recommendation, refer to Agreeing or disagreeing
with a Support at Home Recommendation.

Maria MANNING

Female, 88 years old, 1 July 1336, AC04710703 Primary contact: Mara Manning (seif)
11 SMITH STREET BEVERLEY, WA, 6304

Prefers 10 speak llakian No support fefationships recorded

IAT Outcome and Classifications

Current type: G
1AT Outcome: SaH Classification 4
Recommended assIicaton: ., cp,ccincion s (7) @ Agreed | CHANG

HM Medium

Recommended care requiring delegate decision

Residential Respite Care - 7) (@ (") Home support
Pricrity for this care type High(?
Declaration Yes

o ~,  Recommend tha the clent receive (#)
Reason DEMMI not completed  information unavailable. Need o follow up in 1 week (9 Home modications €

gymendation is awaiting delegate decision This recommendation requires a delegate decision

Home Modification Tier HM Medium
Classification type: Short-term
o sk Home medifications services.  Home adjustments: Home modification products, Home modifications prescription and clinical
Residential Permanent @@ support
Urgency for ths care type  Medium (7) )
. i DISAGREE
CHANGE

RECOMMEND AN ASSISTIVE TECHNOLOGY

2.  You will be asked to confirm that you agree with the recommendation in a pop-up box. If
required, you can enter an approval cease date and add comments.

Select AGREE.

Agree with recommendation

You are about to agree with the recommendation for Maria MANNING for

Residential Respite Care

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

Approval cease date:

{e.g. dd/mmdyyy)

Comments (optional)
@ Maximum 255 characters

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799




3. A confirmation message will display, and the status of the recommendation will display as
Agreed.

Residential Permanent
Urgency for this care type Medium I:’?‘:l

Approval starts 26 May 2025
Approval stops 30 September 2025
o Agreed

CHANGE

| Reissuing CHSP Referrals — Urgent Services

All clients who have accessed urgent services are required to complete an assessment,
and new referrals must be generated for any approved ongoing CHSP services.

e CHSP providers will continue to deliver urgent services until an assessment is
completed.
e When ongoing CHSP services are approved, the urgent service referral should end.

o New CHSP referrals are required for the provider to continue delivering services on
an ongoing basis.

o Where a delegate does not approve the urgent service:

o If the service has not commenced, the direct-to-provider referral will be
recalled.

o If the service has commenced, the provider will be notified that the urgent
service is not approved and should cease urgent service provision.

Disagreeing with recommendations
Disagreeing with a recommendation will result in a non-approval of that recommended care type.

If a recommendation is mistakenly added by the assessor, the delegate can disagree with the
assessor’'s recommendation, and/or add their own recommendation.

I An ongoing Support at Home classification outcome cannot be overridden to an ongoing
lower or higher SaH classification outcome (in line with section 81-10 of the Aged Care
Rules). Assessors must not undertake this action and delegates must not approve
assessments where this occurs, or override and select a lower or higher classification.

Recommended care requiring delegate decision

Residential Respite Care @ (@
Priority for this care type High '::i?::'
Declaration Yes

Reason DEMMI not completed  information unavailable. Need to follow up in 1 week
Delegate comment Not required

[ Disagreed

CHANGE

Residential Permanent
Urgency for this care type  Medium Ii":l

[ ] Agreed

CHANGE

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




Follow the steps below to disagree with a recommendation:

1. Select the expander button to show the recommended care type for approval.

Recommended care requiring delegate decision

3y Recommend that the clent receive Recommend that the client receive @
“~/ Home support Assistive technology

Recommend that the client recsive @

@ Home modifications

ADD A GARE TYPE FOR DELEGATE DECISION || REGOMMEND AN ASSISTIVE TEGHNOLOGY

RETURN To ASsESSOR  [ESEHREEENS

2. Select DISAGREE below the recommended care type.

You will need to repeat this process for each care type that you disagree with.

) support plan and services T —

Identified needs  Goals & recommendations Manage senices & referrals | Associaled People

IAT Outcome and Classifications

Curent assessment ype:  Comprehensive Assessment
14T Outcome: SaH Classification 5
Recommended dassfiealion: 531 Ciassification 5 () @ Agreed | CHaNGE
Specified needs - Continence Products
HM Medium

Override reason: Other Aged Care Program/s
Override reason description:  Needs to be overriden to propose services.

Recommended care requiring delegate decision

Recommend tht the client recsive Recommend that the client racsive @

© Home support @ Assistive technology

This recommendation requires a delegate decision
Recommend that the client receive

@ Home modifications

-
L)

Specified Needs: Specified needs - Continence Products
Glassification type: Ongoing

Assistive technology services:  Equipment and products: Assistive lechnology prescription and ciinical support,
i and informati , Domestic lfe products,
Managing body functions, Mobiity products, Self-care products

ADD A CARE

ELEGATE DECISION || RECOMMEND AN ASSISTIVE TECHNOLOGY

RETURN TO CLIENT

3. You will need to provide a comment about your reason for disagreeing with the
recommendation, then select DISAGREE.

Disagree with Assistive Technology

| You are about to disagree with the Assisfive Technology classification and all associaled services. e

ti | All fields marked with an asterisk (*) are required. l
: Classification type: Ongoing

3% Specified nesds:  Specified needs - Continence Products
Service fype:  Equipment and producis

Aszistive technalogy prescription and clinical support
ot Communication and information management products
Domestic life producis

Mobility products

| Self-care producis
des 2 :
Managing body functions
J ! -
Reasan i sement: *

Recommendafion was incomectly applied by assessor|

-

||

= Specined Needs: Specified needs - Confinence Prody

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799




4. A confirmation message will display, and the status of the recommendation will change to
Disagreed.

Recommended care requiring delegate decision

C‘) Recommend that the client receive () Recommend that the slent receive (@
</ Home support -/ Assistive technology

Specified Needs: Specified needs - Continence Products
@ ﬁaﬂ;geag;"f"‘;;ﬁgﬁ?w @ Classification iype Ongaing

services i and products: Assistive technology prescription and clinical support,
< a products, Domestic life products.
Managing body functions, Mobility products, Seif-care products

FOR DELEGATE DECISION RECOMMEND TIVE TE oGy

|

5. If you need to change your decision, you can select CHANGE. This option will only be
available prior to saving and completing the approval process by selecting Save and
Delegate. Refer to the Changing a Decision section for more details.

RETURN TOASS | RETURN TO CLIENT

Change decision

You are about to change the recommendation from agreed to disagreed for Mara MANNING for
Residential Permanent

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

Comments or reason for disagreement *
@ Maximum 255 characters

= -

6. If you disagree with all recommendations and you do not add any new approval decisions,
you may be prompted to select No Care Approval as a service type during the Save
Decision and Delegate pop-up in order to complete the delegate decision.

Go to No Care Approval and No Change to Existing Care Approvals for more information.

Save decision and delegate

Care Appaowal of o Chamge

Al Beids marked with an astensk (*) are reguined
You are aboul by save the delegale decision under the Aged Cane Act 2024 for Maria Manning
The: fOBOWING Cant wiks nol agresd
« Resdentisl Permanent (Medium)
= Residential Respite Cane
<~ Home Support Ongoing - SaH Classification &

Dheiatoen dade *

27082025 )

SANVE DECISMIN

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Agreeing or disagreeing with a Support at Home Recommendation

1. For a client that has been recommended for an ongoing Support at Home classification, you
will be required to select APPLY DELEGATE DECISION to the assessor's recommended
Home support services.

Recommended care requiring delegate decision
5, Recommend that the client receive
[ a%)
" Home support
This recommendation requires a delegate decision
Classification: SaH Classification 2
Classification type: Cngoing
Client's preference for Home support services: Seeking services CHANGE
Home support services: Care management: Home support care management Iia;l
Domestic assistance: General house cleaning, Laundry services, Shopping assistance B
Home maintenance and repairs: Assistance with home maintenance and repairs, Expenses for
home maintenance and repairs, Gardening
Home or community general respite: Community and centre-based respite, Flexible respite
Meals: Meal delivery, Meal preparation
Nursing care: Enrolled nurse clinical care, Nursing assistant clinical care, Nursing care
consumables, Registered nurse clinical care
Mutrition: Mutrition supports
Personal care: Assistance with seli-administration of medications, Assistance with self-care and
activities of daily living, Continence management (non-clinical)
Social support and community engagement: Accompanied activities, Assistance to maintain
personal affairs, Cultural support, Digital educafion and support, Expenses to maintain personal
affairs, Group social support, Individual social support
Transport: Direct transport, Indirect transport
Covro o ocoon |
ADD A SERVICE RECOMMEMDATION ADD A CARE TYPE FOR. DELEGATE DECISION ADD NO CARE AFFROVAL RECOMMEMND AN ASSISTIVE TECHNOLOGY
RETURN TO ASSESSOR RETURM TO CLIENT

2. You will be shown all the assessor's recommended service type/s, service/s, frequency and
the intensity of the services.

You can either agree or disagree by selecting individual service/s, multiple services, or
selecting the Select all toggle, then select AGREE WITH SELECTED SERVICES, or
DISAGREE WITH SELECTED SERVICES.

The below image shows a truncated example of Home support services available.

9 Apply delegate decision for home support services

Recommended that the client receive: SaH Classification 2

Classification type: COngoing
[ Select all
DISAGREE WITH SELECTED SERVICES
Service type - & Frequency Intensity Recommendedto < Decision
'i'j\' Care management Home support care management Add new service @ Disagreed | O
(-:‘:I Domestic assistance General house cleaning Add new service @ ~greed (]
.E’;. Domestic assistance Laundry services Add new service @ Disagreed |
(_4:‘:' Domestic assistance Shepping assistance Add new service Pending
(_]:j;l Home maintenance and repairs Assistance with home mainienance and repairs Add new service Pending
lid:‘) Home maintenance and repairs Expenses for home maintenance and repairs Add new service Pending
.i,:‘:. Home maintenance and repairs Gardening Add new service . Agreed O

m ADD HOME SUPPORT SERVICES CANCEL

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




3. Toindividually agree, disagree or update a service, select the expander icon and then select
AGREE, DISAGREE, or UPDATE SERVICE.

(-:‘) Domestic assistance Shopping assistance Add new service Pending

AGREE DISAGREE UPDATE SERVICE

In the Update service pop up, you can enter or update a service frequency or intensity.

Select UPDATE to save the service.

Update service

| ]

ou are about to update the service Shopping assistance

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

Service type  Domestic assistance
Service Shopping assistance

Frequency: * mtensity: *
1 Days per week -

The updated frequencies and intensities are shown at the Apply delegate decision for
home support services page.

Service type 8 = Frequency Intensity Recommended to < Decision = Select
(-:‘i/‘w Care management Home support care management 2 Hours per month  Add new service . Agreed [
(-:‘) Domestic assistance General house cleaning 4 Hours per week Add new service . Agreed []
w/:" Domestic assistance Laundry services 2 Days per week Add new service . Agreed [

4. |If you disagree with the service/s that the assessor has recommended, after selecting
DISAGREE WITH SELECTED SERVICES, you will be asked to provide the reason for your
disagreement. Then, select DISAGREE.

Disagree with selected services

¥

AR fiekds marked with an aslenisk (*) are reguaned
Wi are aboud 1o disagres with the sendce recommendations ksled below
(>*)Home or community general respite

- ity and centre-b pite: Recommended frequancy s 2 days per month. Recommendalion lo: sdd
Senace

(=) Mutrition
»  Mutrition supponts: Recommended frequency is 2 time(s) per day. Recommendation o, Sdd senice

() Domestic assistance
- Waﬂl’hhﬂ!: me i 2 B s) ped ead Retormmendabon o0 add sensts

(>)Home maintenance and repairs
« Assistance with ome mainienance and repairs: Recommendsad freguency 5 3 me(s) per year. Recommendalion
1o add senice

(+*1Social support and community engagement
- &mpmmmﬁmma3mwm Recommendabion bo: acd senaos

IMwnkmﬂfawb,'w. Iu

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799




®

5. If you are agreeing with the recommendations by the assessor, tick the services’ checkbox

and select AGREE WITH SELECTED SERVICES button. These services will include any
frequencies and intensities added by you.

It should be noted that if you select a service that you have previously disagreed with, it will
override your decision.

€) Apply delegate decision for home support services

Recommended that the client receive:  SaH Classificafion 3

Classification type: Ongoing

[] Selectall

Service fype : = Frequency Recommended to = Decision
'C‘:j)' Care management Home support care management 2 Hours per month  Add new service . Agreed O
lza:‘jl Domestic assistance General house cleaning 4 Hours per weelk Add new service @ Disagreed|
C:j/‘l Domestic assistance Laundry services 2 Days per week Add new service . Disagreed|
(‘Z‘) Domestic assistance Shopping assistance Add new service @ ~greed (]
({‘ij‘n Home maintenance and repairs Assistance with home maintenance and repairs Add new service @ Disagreed|
'i:‘:' Home maintenance and repairs E for home mainte and repairs Add new service ® Agreed O
'i':j;' Home maintenance and repairs Gardening Add new service . Disagreed ]
'C_‘:' Home or community general respite Community and cenire-based respite Add new service @ Agreed O
C.:j/‘l Home or community general respite Flexible respite Add new service . Agreed O
(.:‘) Meals Meal delivery Add new service @ Disagreed)

Then, you will be asked to confirm by selecting the AGREE button.

Agree with selected services

You are about to agree with the service recommendations listed below

(+*) Domestic assistance

"« General house cleaning: Recommended frequency is 4 hours per week. Recommendation to: add service
« Laundry services: Recommended frequency is 2 days per week. Recommendation fo: add service

() Meals
+ Meal delivery: Recommendation to: add service

6.

During this process, you can add additional Support at Home services that are not already
listed on the page by selecting the ADD HOME SUPPORT SERVICES button at the bottom
of the page.

@ Social support and community engagement

FINISH ADD HOME SUPPORT SERVICES CANCEL

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




®

7. The Add Home Support services page appears, where you can add additional Support at
Home service/s, frequency and intensity. When finished, select the SAVE TO PLAN button.

Service Frequency Intensity

) Podiatry v
Social work 2 Time(s) per year v
[] speech pathology s
[ Physiotherapy v
[] Psychology v
) Music therapy b
() Diet or nutrition o
Allied health assistance 2 Days per month v
[J Aboriginal or Torres Strait Islander Health Practitioner assistance v
[) Aboriginal or Torres Strait Islander Health Worker assistance o
[ Exercise physiology v
Occupational therapy 2 Days per week v
Oc lling or p ap v

8. Review the services you have added and select FINISH once you are ready to proceed to
delegate.

li:’:l Allied health and therapy Allied health assistance

ADD HOME SUPPORT SERVICES CANCEL

9. You will be taken back to the Decisions tab of the client's Support Plan and Services page.

At this point in time, the list of Home Support services are still reflecting the intended
recommendation from the assessor, prior to delegate decision.

To view what you have decided, select the Magnifying Glass (view) icon on the right hand
side of the Recommend that the client receive Home support section.

Select SAVE AND DELEGATE at the bottom of the page, to finalise your delegation.

Recommended care requiring delegate decision

Y

P ) Recommend that the client receive
‘2 Residential Respite Care

.
Z

P ) Recommend that the client recaive
) Assistive technology

L3

ey Recommend that the client receive
2/ Home support

Classification: SaH Classification 3
Classification type: Ongoing

Client's preference for Home support services:  Seeking services

Home support services Care management: Home support care management
Domestic assistance: General house cleaning, Laundry services, Shopping assistance

Home mait and repairs: with home and repairs, Expenzes for
home maintenance and repairs, Gardening

Home or community general respite: Community and centre-based respite, Flexible respite
Meals: Meal delivery, Meal preparation

Nursing care: Enrolled nurse clinical care, Nursing assistant clinical care, Nursing care
consumables, Registered nurse clinical care

Personal care: Assistance with seff- of medi 1
activities of daily living, Continence management (non-clinical)
Social support and i activities, o maintain
personal affairs, Cultural suppori, Digital education and support, Expenses to maintain personal
affairs, Group social support, Individual social support

Transport: Direct transpert, Indirect transpert

with self-care and

CHANGE

ADD A SERVICE RECOMMENDATION ADD A CARE TYPE FOR DELEGATE DECISION ADD NO CARE APPROVAL RECOMMEND AN ASSISTIVE TECHNOLOGY RECOMMEND HOME MODIFICATIONS

ENFULIv SISl RETURN TO ASSESSOR RETURN TO CLIENT

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




10. The Save decision and delegate pop up appears.

It will list all services that are agreed by you, including any frequencies and intensities that
were updated by you. It will also list all the services that are not agreed.

Enter the delegation date, and then select SAVE DECISION.

Save decision and delegate

You are about to save the delegate decision under the Aged Care Act 2024 for Gerry Grant. -

The following care was agreed:

¢ ._'} Home support Ongoing - SaH Classification 3

« Care management:
o Home support care management | Recommended frequency is 2 hours per month.

« Domestic assistance:

o General house cleaning : Recommended frequency is 4 hours per wesk.

o Laundry services . Recommended frequency is 2 days per week.

o« Shopping assistance
Home maintenance and repairs: Assistance with home maintenance and repairs, Expenses for home maintenance and repairs, Gardening
Home or community general respite: Community and centre-baszed respite, Flexible respite
Meals: Meal delivery, Meal preparation
Personal care: Assistance with self-administration of medications, Assistance with self-care and acfivities of daily living, Confinence management (non-clinical)
Social support and community engagement: Accompanied activities, Assistance to maintain personal affairs, Cultural support, Digital education and support,
Expenszes to maintain personal affairs, Group social support, Individual social support
Transport: Indirect transport

The following care was not agreed:

G ._') Home support Ongoing - SaH Classification 3

» Nursing care: Enrolled nurse clinical care, Nursing assistant clinical care, Mursing care consumables, Registered nurse clinical care
« Transport: Direct transport

Delegation date *

281052026 .

SAVE DECISION CANCEL

11. The client’'s Support Plan and Services page now shows the approval start date.

You can now generate Notice of Decision letters, and Request/change notification of Support
at Home correspondence.

Editing a recommendation

1. To edit a care type or level of care recommended by an assessor, select the Edit icon to the
right of the recommendation.

Recommended care requiring delegate decision

Residential Permanent .L-'Tj)

Urgency for this care type Low @
® Agreed

CHANGE

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




2. The Edit a care type pop up will be displayed, and you will be able to make any changes
required. Select SAVE TO PLAN to save the changes.

Edit a care type

»

All fields marked with an asterisk (*) are required.
Which care type applies?

Residential Permanent

Shared room + ensuite

[[] Shared room + no bathroom or ensuite

[} Shared room + shared bathroom

O Single room + ensuite

[ Single room + no bathroom or ensuite

[ Single room + shared bathroom

If time-limited, when does the approval stop (optional)

(e.g. ddfmmyyyl

What is the urgency of this care type? * ®
Low -

|s this emergency care?

i O Yes ® No

Reason or comments

r
0/285 ¥

SAVE TO PLAN CAMCEL

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799




Adding a care type
Assessment Delegates can add another care type for delegate decision for the client, if required.

1. At the bottom of the client’s Decisions tab of the Support Plan and Services page, select
ADD A CARE TYPE FOR DELEGATE DECISION.

Master Bart SAMPSON

Male, 81 years old, 1 March 1944, AC01907385 Primary contact: Bart Sampson (self)

742 EVERGREEN TERRACE SPRINGFI| ELD, VIC, 3544

No support reiationships recorded

@ Supporl' plon Gnd Services PRINT COPY OF SUPPORT PLAN

Identified needs Goals & recommendations m Manage services & referrals Associated People

IAT Outcome and Classifications

Current tpe:  ©
IAT Outcome: SaH Classification 5
. saHC ion 5 @ @ Agreed | CHANGE
‘Specified needs - Continence Producs
HM Medium
Overide reason Other Aged Care Program/s

Overide reason deseription:  Needs to be overriden to propose services.

Recommended care requiring delegate decision

@ Recommend that the client receive @ Recommend that the dlient receive @
£/ Home support </ Assistive technology
5, Recommend that the client receive @

) Home modifications

I ADD A GARE TYPE FOR DELEGATE DECISION I RECOMMEND AN ASSISTIVE TECHNOLOGY

ERUFULIVITZR | RETURN TO ASSESSOR || RETURN TO CLIENT

2. Inthe pop-up box, select the care type that applies from the drop-down box. You will need to
select the priority for the care type.

Please note that there are historical care types in this section, which should only be used in
prescribed situations.

Add care type for delegate decision

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

Which care type applies? *

:] Residential Permanent -
i [ Shared room + ensuite [J shared room + no bathroom or [[J shared room + shared bathroom
ensuite Single room + ensuite
O Single room + no bathroom or O Single room + shared bathroom
ensuite
=
ot If time-limited, when does the approval stop (optional):

c fe.g. ddimmboyy)

==
C What is the urgency of this care type? * @
High -

Is this emergency care?
O Yes ® No

Reason or comments

@

012565

SAVE TO PLAN CAMCEL

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799




3. The care type will be added to the Recommended care requiring delegate decision list
with a decision of Agreed.

Recommended care requiring delegate decision

Residential Permanent A () 3 Recommend that the client receive 7

.+ Single room + ensuite = ) Home modifications
Q)
@

Urgency for this care type High

® Agreed ~# Recommend that the client receive (&

2 Assistive technology
CHANGE

Recommending a Home Modification Service under Support at Home

I When considering adding/editing Home modifications care recommendations, refer to:

e Support Plan section of My Aged Care — Integrated Assessment Tool (IAT) User
Guide

e Approving AT and HM under Support at Home and Approving AT and HM under
CHSP sections under Chapter 8 of the My Aged Care Assessment Manual

e Delegate training.

As a delegate you can recommend a Home modification (HM) service when the assessment
identifies that changes to the client’s living environment are necessary to support their safety,
independence, or ability to remain at home.

1. From the Decisions tab, select the RECOMMEND HOME MODIFICATIONS button.

Support plan and services

Identified needs Goals & recommendations Manage services & referrals Associated People Review

IAT Outcome and Classifications

Current assessment type: Comprehensive Assessment
IAT Outcome: SaH Classification 3

Recommended classficalion.  gop oyassification 3 () @ Agreed CHANGE

Recommended care requiring delegate decision

. Recommend that the client receive

') Home support

ADD A CARE TYPE FOR DELEGATE DECISION RECOMMEND AN ASSIETINVE TECHNOLOGY I RECOMMEMND HOME MODIFICATIONS I

RETURN TO ASSESS0R RETURM TO CLIENT

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



https://www.health.gov.au/resources/publications/my-aged-care-integrated-assessment-tool-iat-user-guide?language=en
https://www.health.gov.au/resources/publications/my-aged-care-integrated-assessment-tool-iat-user-guide?language=en
https://www.health.gov.au/resources/publications/my-aged-care-assessment-manual?language=en

®

2. The ADD HOME MODIFICATIONS RECOMMENDATION screen appears. Select the home
modification tier (Low, Medium, or High) from the drop-down list.

The Service Type section will be pre-filled and greyed out.

Choose whether the client want to seek Home modifications services through the Support at
Home program.

Then, select SAVE TO PLAN.

Add Home modifications recommendation

1 The client's preference for seeking Home modifications services determines whether they are acfive in the AT-HM Priority System.

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

Home medifications tier *
HM Medium -

Home modification products

Home modifications prescription and clinical support

The client's preference for seeking Home modifications services through the Support at Home program is.*
(® Seeking services () Mot seeking senvices

S5AVE TO PLAN CANCEL

Recommending an Assistive Technology Service under Support at Home

I When considering adding/editing Assistive technology care recommendations, refer to:

e Support Plan section of My Aged Care — Integrated Assessment Tool (IAT) User Guide

e Approving AT and HM under Support at Home and Approving AT and HM under CHSP
sections under Chapter 8 of the My Aged Care Assessment Manual

e Delegate training.

As an assessment delegate, you can recommend an Assistive technology service when the
client’s assessment indicates a need for equipment or devices that support daily living, safety, or

independence to ensure the right equipment is provided to enhance the client’s ability to live
safely and independently at home.

Please note that Assistance dogs are classified under the Ongoing classification type of assistive
technology.

It is known as ‘Specified Needs — Assistance Dogs’.

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



https://www.health.gov.au/resources/publications/my-aged-care-integrated-assessment-tool-iat-user-guide?language=en
https://www.health.gov.au/resources/publications/my-aged-care-assessment-manual?language=en

1. From the Decisions tab, select the RECOMMEND AN ASSISTIVE TECHNOLOGY button.

Support plan and services

Identified needs Goals & recommendations Decisions Manage services & referrals Associated People Review
IAT Outcome and Classifications
Current assessment type: Comprehensive Assessment
IAT Qutcome: SaH Classification 2
Recommended classification: g4y pestarative Care Pathway {}t]
DISAGREE
Owerride reason: Has restorative care goals

Cwerride reason description:  RCP needed

Recommended care requiring delegate decision

P Recommend that the client receive
1%

) Home support

ADD A CARE TYFE FOR DELEGATE DECISION RECOMMEND AN ASSISTIVE TECHNOLOGY RECOMMEND HOME MODIFICATIONS

RETURN TO ASSESSOR RETURMN TO CLIENT

2. The Add Assistive technology recommendation screen appears.
Select the classification type from the drop down list.

If the classification type is Short-term, select the technology tier from the drop-down list. If it
is Ongoing, assistance dogs is available under the Specified Needs section.

Choose whether the client want to seek Assistive technology services through the Support at
Home program. Then, select SAVE TO PLAN.

Assistive Technology Short Term example

Add Assistive technology recommendation

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

Classification type *

Short-term -

Assistive technology tier *

AT Medium -

Service Type *

Assistive technology prescription and clinical support
Communication and information management products
Domestic life products

Managing body functions

Mobility products

Self-care products

The client's preference for seeking Assistive technology services through the Support at Home program is™
® Seeking services () Mot seeking services

| SAVE TO PLAN CANCEL

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




Assistive Technology Ongoing example

Add Assistive technology recommendation

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

Classification type *

Cngoing

Specified needs *
Specified needs - Assistance Dogs

Assistive technology prescription and clinical support
Communication and information management products
Domestic life products

Managing bhody functions

Mobility products

Self-care products

The client's preference for seeking Assistive technology services through the Support at Home program is:*

i® Seeking services () Mot seeking services

SAVE TO PLAN CANCEL

3. The recommendation will be displayed within the Decisions tab under Recommended care
requiring delegate decision section. Expand the item to view the details. Select AGREE or
DISAGREE. You can also edit the recommendation using the Edit (Pencil) icon as shown in
the example below.

Recommended care requiring delegate decision

Home Care Package Level 2 @@ [Recommend that he cent receive
—dAssistive technology
«  The Home Care Packages (HCP) program Is now the Support at Home program. On 1 July 2025, the HCP
1 Program transiioned o e Support a Home program.
Leain more This recommendation requires a delegate decision
Assistive Technology Ter: AT Medium
Client's preference for home care services Seeking services Classificalion type. Short-term
Assistive technology services
CHANGE
AGREE SAGREE
® tgee =
CHANG
~, Recommend that the client receive

) Home support

INOLOGY || RECOMMEND AHOME MODIFICATION

RETURN TOAS RETURN TO CLIENT

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




Recommending a second Restorative Care Pathway unit

I The same delegate cannot approve a client’s Restorative Care Pathway (and associated
AT-HM recommendations) and their support plan review, unless the delegate can confirm
that there is not another delegate available to provide the approvall/s.

Clinical Delegates can add a second unit of Restorative Care Pathway (RCP) during the Decision
process during a Support Plan Review where a current Restorative Care episode is in effect.
There are certain number of places available during the financial quarter for RCP units.
Assessors and delegates should monitor departmental communications regarding RCP unit
availability, particularly where a second unit is being considered.

| Delegates must not add a second unit of Restorative Care where a participant has not
commenced their first episode of Restorative Care.
1. Go to the Delegate Decisions Tile from the assessor portal home page.

2. Select the client to add the second unit. This client must already have RCP approved and
active.

3. Go to the client’s support plan, then the Decision tab, then the IAT Outcome and
Classification section.

4. Select ADD SECOND UNIT OF RESTORATIVE CARE PATHWAY.

5. The ‘Add second unit of Restorative Care Pathway’ pop up appears. Read the confirmation
text, then select ADD SECOND UNIT.

Support plon ond services

it s N e et HW*F..*- bam et Pmwm

AT O cove and Clavale st

e e b e

Tt B —

- e

Recommenced Care reQuring delegate GeCmion

Add second unit of Restorative Care Pathway

- Tre addtons Surderg ad be added 10 Pe clen 1 eandng Lot Hestoratwe Core Patrasy epacte Tre clent con uniiee T
3o ndeg ardd vy of Per remarey) ndey) il Be erd of Ped Resdor stve Cae Pare ey epmaie

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




6. The second unit now displays under the client’'s Current Care Approvals.

The Delegate’s decision appears under the Delegate’s Decisions and Comments section.

@ Support plan and services

Identiied neads Goals & recommeandalions Dacisions Manage services & rafarrals Associated People

IAT Qutcome and Classifications

Cumant assessmant type: Home Support Assessmant
1AT Qb CHSP
Recommendad classification:  SaH Restorstive Care Pethwey (Second Unit)

Current care approvals

Recommended that the client receive 18 August 2026

'*") Support at Home

Clessification or pathway SaH Restorative Care Pathway (Second Unity

Classification type: Short-tarm

Priorily caleg Madium

Clienls preferance for Horme Seeking Services

SLIPDO SEndices:

Home suppart services: Home maintenance and repairs: Gardanmg, Asslstance with home &
magintenance and repairs, Expenses for home mairenance and —
LT

Fersonal care: Assisiance with seff-cana and activities of dally Iving.
Agmrstance with fhe self.admmistration of medcation, Confinence
rranagemant (naon-clindzal}

Transport: CNrect transport, Indirect trensport

Delegate decisions and comments

ment: Submitted on 18 August 2025

Decisions
e, ReEcommended that the cliend receies 18 August 2025
' Bupport at Home

Clessification or pathway SaH Resiorative Care Pathway (Second Unith

SRS INCATGN TypE; anon-Term

Urgency far this care ype Kedium

Clienls preferance for Home Seeking services

SUPDOrt Sereices:

Homie support services: Homea maintenance and repairs: Gandening, Assistance with home '@
fhginlenance and repains, Expenses for home mainlenance and =
rapairs

Personal care; Assisiance with sa¥f-cara and activities of daily lving
Agsiziance wilh ihe sell-adrministration of medcation, Conlinence

managemant {non-clinkcal}
Transpoert: Cirect transport, Indirect franspart

Approwval start 18 Bugust 2025
@ Agresd

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799




Changing a decision

1. If you need to change your decision from Agreed to Disagreed, or Disagreed to Agreed, you
can select the CHANGE button.

@ Support plan and services [ e corv or sueeorT FLAN

Identified needs Goals & recommendations Manage services & referrals Associated People

IAT Outcome and Classifications

Current typs:  C
1AT Outcome: SaHC ion 5
Recommended classification:

SaH Classification 5 ()| @ Agreed | cHanee

Specified needs - Continence Products
HI Medium

Override reason: Other Aged Care Program/s
Override reason description:  Needs lo be overriden to propose services.

Recommended care requiring delegate decision

@ Recommend that the client recaive @ Recommend that the client recsive
&
Home support Assistive technology
Specified Needs: Specified needs - Continence Products

@ Recommend that the client rzcaive @ Classification type: Ongaing
Home modifications -

gy senices: i and products: Assistive fechnology prescription and clinical support,
G a i products, Domestic life preducts,
Managing body functions, Mobility products, Seff-care products

@ Disagreed

CHANGE

ADD ACARE TYPE FOR DELEGATE DECISION RECOMMEND AN ASSISTIVE TECHNOLOGY

RETURNTO AssessoR  [IEEIEIE i R=REN

2. You will be able to add approval cease dates and comments where appropriate in the pop-up.

Change decision

You aré about to change the recommendalion from agreed to disagreed for Bad SAMPSON for
Fessdential Pemmanent

All Selds marked wath an aslerisk (*) are requaned

Comments or reason lor GeagresTant *
& Maomom 2455 charschern

3. If you are changing the decision from Agreed to Disagreed, you will need to provide a
reason for the change.

Please note, this option will only be available prior to saving and completing the approval
process.

4. A confirmation message will display.

v * Recommendation successfully updated.

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799




Editing a recommended classification

1. Go to the Delegate Decisions tile, and select the client’s card or listing as per the process in
Viewing Decisions information.

2. Select on the pencil (Edit) icon next to the current recommended classification.

IAT Outcome and Classifications

Current assessment type: Comprehensive Assessment

AT Outcome: CHSP

Recommended classification: ¢_ . ~pcce e 4 m
DISAGREE

Override reason: Higher level service needs

Override reason description:  Description goes here

3. The Edit Recommended Classification pop up appears.

An ongoing Support at Home classification outcome cannot be overridden to an ongoing
lower or higher SaH classification outcome (in line with section 81-10 of the Aged Care
Rules). Assessors must not undertake this action and delegates must not approve
assessments where this occurs, or override and select a lower or higher classification.

Select the new recommended classification, along with the override reason and description.
Pay attention to any warning messages that may appear. Complete any other mandatory
fields that appear, for example the client’s preference for seeking Home support services.

Finally, select SAVE TO PLAN.

Edit recommended classification

|
Please contact the assessor before making any changes to the classification. Some recommendations may be removed
A as a result of this change. If you want to recommend a Restorative Care Pathway, End-of-Life Pathway or CHSP this
will require the t to be returned to the or to add these services.

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

IAT outcome: CHSP
Recommended Classification: SaH Classification 4

Classification type: Ongoing

New recommended classification * -

To override the result, please specify the reason for the override and describe it for the delegate.

Override reason * -

. _— o
Override reason description: * l\’.’/l

SAVE TO PLAN CANCEL

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




4. For Support at Home classifications, the Edit Home Support Services Screen displays. A
truncated version of this page is shown below.

The default services for your edited classification appear on this page. Confirm or change
the service, frequency and intensity details. Then, select SAVE TO PLAN at the bottom of
the page.

Edit Home Support Services

All fields marked with an asterisk { = ) must be completed before submission

Recommended that the client receive: SaH Classification 4

Classification Type: Omgoing

Please select services within each service type*

Allied health and therapy

I Service Frequency Intensity I
| Aboriginal or Torres Strait Islander Health Practiticner b
assistance
| Aboriginal or Torres Strait Islander Health Worker b
assistance
] atied health assistance b

5. The screen under the decisions tab will show the updated Recommended classification
under IAT Outcome and Classifications. It can take up to 60 seconds for the update to
take effect.

SU pporl' plun Gnd seN|Ces 60 TOTHEASSESSMENT || FLAGAS END-OFLIFE || PRINT COPY OF SUPFORT FLAN

Identified needs Decisions IManage services & referrals Associated People Review
IAT Outcome and Classifications ()]

Current it fype: Comprehensh

IAT Qutcome: SaH Classification 2

R ded classi : SaHC ion 4 ()
Cverride reason Higher level service needs

Cwerride reason description:  Override description goes here

6. For Residential Permanent recommendations, a Clinical Assessment Delegate can make
corrections to their decisions within 43 days. During the correction you can:

e add a residential permanent recommendation

e remove a residential permanent recommendation
e update urgency

e update approval expiry date

e update emergency needs

e update Delegate date (approval start date).

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799




Finalising your decision
1. Once the decision has been made, select SAVE AND DELEGATE.

) Support plan and services

Identified needs  Goals & recommendations m Manage services & referrals  Associated People

IAT Outcome and Classifications

Gument type: o
14T Outcome: SaH Classification 5
Recommended classification:

SaH Classification 5 (,\ @ Agreed
Specified needs - Continence Products
HM Medium

Overmide reason: Other Aged Care Program/s

Ovemide reason description.  Needs fo be overriden 10 propose services.

Recommended care requiring delegate decision
Residential Permanent @@ 3 Recommend ceve
+ Single room + ensuite 3 <’ Home modlﬁcatlons
Urgency for this care type  High (?)

@ Agreed G R .
ASS\SUVE‘ lecnnology

3, Recommend that the clent rec
<” Home support

SAVE AND DELEGATE RETURN TO ASSESSOR

2. A pop-up will display, confirming the care types that were agreed and not agreed. If you
need to make any changes to your decision, select CANCEL. Ensure the date of the
delegation is correct. For certain types of care, you can expand to see more information by
using the expander button.

If you are satisfied with the decision and the date, select SAVE DECISION.

Save decision and delegate

Al fields marked with an asterisk (") are required
You are about to save the delegate decision under the Aged Care Act 2024 for Bart Sampson

The following care was agreed
« Residential Permanent (High)

ome Support Ongoing - SaH Classification 5
« Home or community ueneral lmw .

o Flexible respite : Recommand
« Domestic assistance:
» General house cleaning :

« Care management: Home support care management
« Personal care:
. Asaﬂamemﬂlseﬂ‘caremdmesddmumg R
of

= Continence managemenl (mon-clinical) : Recommended
+ Nursing care:
« Mursing assistant clinical care
» Enrolled nurse clinical care
« Mursing care consumables
= Regisiered nurse mar care : & a
. Socnl support and Ac.cmpamd aclivites, Cullural supporl,
Digital education and support Rssslm o maintain personal affairs. Expenses to maintain personal affairs
« Allied heaith and menlpy

= Occupational therapy : =
.:E‘;asasme Technology Ongoing - Specified needs - Continence Products

(&%) Home Modifications Short-term - HM Medium

on0s12025 ®

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799




| Ifthe approval was actioned off-system earlier than the day that the delegation is completed
via the portal, you can set the date of delegation to the earlier date as reflected on the
Approval Form.

It is available for download from the Reports and Documents tile of the assessor portal.
This form is evidence that you made the approval decisions prior to the date you are making
the entry on the system.

You must attach the Approval Form to the Attachments tab.

Save decision and delegate

ANl fiedds marked vith an asterisk () are required
You are about 1o save the delegale decision under the Aged Care Act 2024 for Bart Sampson

The following cane was agreed
« Resdential Permanent (High)

(-*) Home Support Ongoing - SaH Classification 5
.:_'“ Assistive Technology Ongoing - Specified needs - Conlinence Products
(;-3 Home Modifications Short-term - HM Medium

07052025 @

ation tirne

{e.g hhmm AMEM) [TZ15 PW |®

' lhmmamﬂmmmmmmmbﬁmlml

SANVE DECESION

3. A confirmation message will display stating that the approvals have been submitted to
Services Australia to process, and that the decision has been recorded and sent to the
clinical assessor to finalise the client’s support plan and match and refer for service.

H" Thee care appurarain haven beson submilled io DS Jor prooessang) Thee deleqgaie decmion bay heen reconied and hum Bren sl bn Asessnt o completn maich and meiee

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799




®

Non-Clinical Delegate workflow process

Non-clinical Assessment Delegates are delegated the authority under the Act to approve entry-
level services arising from a home support assessment.

This means they can only approve access to the Commonwealth Home Support Program
(CHSP), Assistive technology (AT) and/or Home modifications (HM) under CHSP
(not under the AT-HM scheme).

If any approvals other than those listed above are required, the assessor must convert the
assessment to a comprehensive assessment. Once an assessment is converted to a
comprehensive assessment, the approval will flow to a Clinical Assessment Delegate. Clinical
Assessment Delegate approval is required for all other approvals as outlined in detail in the next
section.

Agreeing with recommendations

1. To agree with the assessor’'s recommendations, select AGREE below the recommended
service.

Mr Wiliam WILSON
Male, 76 years old, 1 January 1950, AC61590477 Prmary contact: Willam Wilson (self) - 0412 123 123
B84 LEWIS LUXTON AVENUE GORDON, ACT, 2906

No support relationships recorded

IAT Outcome and Classifications

Current assessment type Home Support Assessment
IAT Outcome CHSP

Recommended classification CHSP , @ Agreed

Recommended care requiring delegate decision

Recommended that the chent receive (7)(@ . Recommended el the cienl feceive @
- \ . o (B
Meals * Transport
» Meal delivery « Direct transport
» Meal preparation
This is
This recc dation is awaiting delegate decisi
Priority Low
Priority Low
@l Recommended that the chent receive ’ Ir:
Exgand Domestc sesatance ISTANCE

RETURN TO ASSESSOR

2. You will be asked to confirm that you agree with the recommendation in a pop-up box. Select
AGREE.

Agree with recommendation

You are about to agree with the recommendation for William WILSON for
Meals

« Meal delivery
« Meal preparation

AGREE CANCEL

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




3. A confirmation message will display and the status of the recommendation will display as
Agreed.

—., Recommended that the client receive () (1
|'/,'E\| b
~ Meals

« Meal delivery
« Meal preparation

Priority Low

o Agreed

CHANGE

| Reissuing CHSP referrals — Urgent services

All clients who have accessed urgent services are required to complete an assessment,
and new referrals must be generated for any approved ongoing CHSP services.

e CHSP providers will continue to deliver urgent services until an assessment is
completed.

e When ongoing CHSP services are approved, the urgent service referral should end.

o New CHSP referrals are required for the provider to continue delivering services on
an ongoing basis.

e Where a delegate does not approve the urgent service:
o If the service has not commenced, the direct-to-provider referral will be recalled.

o If the service has commenced, the provider will be notified that the urgent
service is not approved,and should cease urgent service provision.

Disagreeing with recommendations
Disagreeing with a recommendation will result in a non-approval of that recommended service.

If a recommendation is mistakenly added by the assessor, the delegate can disagree with the
assessor’'s recommendation, and/or add their own recommendation.

~—, Recommended that the client receive .”}\ (@)
« e

La ) . . A
" Domestic assistance

« General house cleaning
« Laundry services
« Shopping assistance

Priority Low

Delegate comment Not required.

® Disagreed

CHANGE

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Follow the steps below to disagree with a recommendation:

1. Select the expander button to show the recommended service for approval.

Recommended care requiring delegate decision

) Recommended that the client receive Q‘)..@) ) Recommended that the client receive Q‘)..@)
* IMeals ) Transport

A
5 Recommended that the client receive \,/..\@/\

) Domestic assistance

ADD A SERVICE RECOMMENDATION ADD NO CARE APPROVAL

RETURN TO ASSESSOR RETURN TO CLIENT

2. Select DISAGREE below the recommended service. You will need to repeat this process for
each service that you disagree with.

Support plan and services

Identified needs  Goals & recommendations W Manage services & referrals  Associated People  Review

IAT Outcome and Classifications

Current assessment type: Home Support Assessment
IAT Outcome CHSP

Recommended classification CHSP () @ Agreed

Recommended care requiring delegate decision

Re >d that the client receive () (@) ~, Recommended that the client receive 210)]

) Meals ~/ Transport

« Direct transport

= Recommended that the client receive @@ This recc is
* Domestic assistance

Prority Low

S _

RETURN TO,

3.  You will need to provide a comment about your reason for disagreeing with the
recommendation, then select DISAGREE.

Disagree with recommendation

You are about to disagree with the recommendation for William WILSON for
Transport
+ Direct transport

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

Comments or reason for disagreement *

Recommendation was incorrectly applied by assessor|

DISAGREE CANCEL

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




4. A confirmation message will display, and the status of the recommendation will change to
Disagreed.

Recommended care requiring delegate decision

_ ) - A
@ Recommended that the client receive @)@ ) Recommended that the client receive (#)(®)
" Meals ~~ Transport

« Direct transport
G’D Recommended that the client receive < é‘)( @) Priority Low
~ Domestic assistance Delegate comment Recommendation was incorrectly applied by assessor.

@ Disagreed

CHANGE

ADD A SERVICE RECOMMENDATION ADD NO CARE APPROVAL

\/ Recommendation successfully updated.

RETURN TO ASSESSOR RETURN TO CLIENT q

5. If you need to change your decision, you can select CHANGE.

This option will only be available prior to saving and completing the approval process by
selecting Save and Delegate.

Refer to the Changing a Decision section for more details.

Change decision

You are about to change the recommendation from agreed to disagreed for William WILSON for
Transport

« Direct transport

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

Comments or reason for disagreement *
@ Maximum 255 characters

CHANGE CANCEL

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799




Editing a recommendation

1. To edit a service recommended by an assessor, select the Edit icon to the right of the
recommendation.

Recommended care requiring delegate decision

~—, Recommended that the client receive
" Meals

C\g‘
A\

« Meal delivery
« Meal preparation

Priority Low

® Agreed

CHANGE

2. The Edit a care type pop up will be displayed, and you will be able to make any changes
required. Select SAVE TO PLAN to save the change.

Edit service recommendation

>

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

Service Type: *
Meals -

Meal delivery Meal preparation

Priority and dates

Priority *

Low -
N P . R Ty

Recommended service frequency I\?/I Recommended service intensity I\?/I v

Recommend a start date

O Yes @ No

Recommend a review date

O Yes @ No

Recommend an end date

O Yes @ No

Responsibility to action
[J Assessor [ Client [J Other

Comments:

0/100

SAVE TO PLAN CANCEL

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Changing a decision

1. If you need to change your decision for a service from Agreed to Disagreed, or Disagreed to
Agreed, you can select the CHANGE button.

IAT Outcome and Classifications

Current assessment type Home Support Assessment
IAT Outcome: CHSP

Recommended classification CHSP (-,:I @ Agreed CHANGE

Recommended care requiring delegate decision

5 Recommended that the client receive i?, (ﬁ; o Recommended thal the client receive ’;?‘. 6:
(&) N8 ) £\8
“/ Meals “/ Transport

« Direct transport
() Recommended that tre cint receive @@ Priority Low
~/ Domestic assistance Delegate comment Recommendation was incorrectly applied by assessor.

@ Disagreed

CHANGE

ADD A SERVICE RECOMMENDATION ADD NO CARE APPROVAL

SAVE AND DELEGATE RETURN TO ASSESSOR RETURN TO CLIENT

2. You will be able to add approval cease dates and comments where appropriate in the pop-up.

Change decision

You are about to change the recommendation from agreed to disagreed for William WILSON for
Transport
» Direct transport

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

Comments or reason for disagreement *
@ Maximum 255 characters

CHANGE CANCEL

3. If you are changing the decision from Agreed to Disagreed, you will need to provide a
reason for the change.

Please note, this option will only be available prior to saving and completing the approval
process.

4. A confirmation message will display.

| .
| = Recommendation successiully updated.
i - ' y upd

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




Adding CHSP services by a Non-Clinical Assessment Delegate

Non-Clinical Assessment Delegates can add services for the client, if required.
1. Select ADD A SERVICE RECOMMENDATION.

Mr Wiliam WILSON

Male, 76 years old, 1 January 1950, AC61590477 Primary contact: William Wilson (seff) - 0412 123 123

84 LEWIS LUXTON AVENUE GORDON, ACT, 2906
No support relationships recorded

Support plan and services

Identified needs  Goals & recommendations Manage services & referrals  Associaled People  Review

IAT Outcome and Classifications

Current assessment type:  Home Support Assessment
IAT Qutcome: CHsP
Recommended classification

CHsP (,}) @ Agreed | cHANGE

Recommended care requiring delegate decision

5, Recommended that the client receive 5, Recommended that the client receive @@
@ (&) G
=/ Meals - Transport

— Recommended that the ciient receive @@

2 Domestic assistance

D NO CARE APPROVAL

SAVE AND DELEGATE

2. Inthe pop-up box, select the service that applies from the drop-down box.

Add service recommendation

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

Service Type: *

Transport v

[ Direct transport [ Indirect transport

Priority and dates

Priority *
Low v

. N o LYy
Recommended service frequency '\?/' Recommended service intensity |\?/\

Recommend a start date

QO Yes @® No

Recommend a review date

QO Yes @® No

Recommend an end date

O Yes @ No

Responsibility to action
[] Assessor [ Client [ Other

Comments

4
nr1nn

SAVE TO PLAN CANCEL

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799




3. The services will be added to the Support Plan with a default decision of Agreed.

& Recommended that the client receive
()
"/ Transport

D)
&)
=
N’

« Direct transport

Priorif Low
[ ) Agreed

CHANGE

Finalising your decision
1. Once the decision has been made, select SAVE AND DELEGATE.

@ Support plan and services FRNT CoPY OF SUPPORT LN

Identified needs Goals & recommendations Manage services & referrals Associated People Review

IAT Outcome and Classifications

Current assessment type: Home Support Assessment
IAT Outcome: CHSP

Recommended classification: .o (7) @ Agreed

Recommended care requiring delegate decision

< Recommended that the client receive (#) (& - Recommended that the client receive )

Y Meals  Transport

5 Recommended that the client receive @

) Domestic assistance

ADD A SERVICE RECOMMENDATION ADD NO CARE APPROVAI

SAVE AND DELEGATE | [IECERS

A pop-up will display, confirming the services that were agreed and not agreed. If you need to
make any changes to your decision, select CANCEL. Ensure the date of the delegation is
correct. For certain types of services, you can expand to see more information by using the
expander button. If you are satisfied with the decision and the date, select SAVE DECISION.

Save decision and delegate

All fields marked with an asterisk (*) are required.
You are about to save the delegate decision under the Aged Care Act 2024 for William Wilson.

The following care was agreed:
+ Meals
o Meal delivery, Meal preparation
« Transport
o Direct transport
The following care was not agreed

« Domestic assistance
o Shopping assistance, General house cleaning, Laundry services

Delegation date *

10/06/2026

SAVE DECISION CANCEL

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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| Ifthe approval was actioned off-system earlier than the day that the delegation is completed
via the portal, you can set the date of delegation to the earlier date as reflected on the
Approval Form.

It is available for download from the Reports and Documents tile of the assessor portal.
This form is evidence that you made the approval decisions prior to the date you are making
the entry on the system.

You must attach the Approval Form to the Attachments tab.

Save decision and delegate

All fislds marked with an asterisk (*) are required
You are aboul o save the delegale decision under the Aged Care Aci 2024 for Barl Sampson

The following care was agreed
= Resdental Permanent (High)

(<*) Home Support Ongoing - SaH Classification 5
;:',"\ Assistive Technology Ongoing - Specified needs - Continence Products
(-*) Home Modifications Short-term - HM Medium

07/05/2025 @
Dedegation tirne —
(&g hhmm AMPM, i_1215Ph'| |ﬁ

I | have made a decision for this client uliising olher means before loday l

SANE DECISION

Correspondence Notifications

If you have approved a Support at Home Classification or a Residential Care classification, you
can request to receive notifications of any Support at Home or Residential Care correspondence
received by that client from the department.

For Support at Home, this may be required in circumstances where the client is considered to be
a vulnerable client that may require assistance from a clinical assessor to link to Home Support
services.

Examples of Residential Care correspondence include:
e permanent residential care is allocated
e approval about to expire.

For general information about notifications and tasks in the assessor portal, please refer to My
Aged Care — Assessor Portal User Guide 9 — Tasks and notifications.

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



https://www.health.gov.au/resources/publications/my-aged-care-assessor-portal-user-guide-9-tasks-and-notifications
https://www.health.gov.au/resources/publications/my-aged-care-assessor-portal-user-guide-9-tasks-and-notifications

1. To receive notifications, go to the Approvals tab in the client record under the Current care
approvals section by selecting the expand button next to the Support at Home or Residential
Care classification name. You can select one person from an outlet to receive this
notification.

® Approvals

Checd summary  Clentdelals  Suppad neheork Plans  Allachnents Serviced My Aped Cane inlerachons  Mobes  Tasks and Molificabions
—_—

This page shows pou whal cane spprovals ane in place

Current care approvals DHS
Mewer

(") Residential Permanent
Huma Supporl Ongoing - SaH Classification 5
") Assistive Technology Ongoing - Specified needs - Continence Products

(<*) Home Modifications Short-term - HM Medium

2. The below screenshot shows the expanded view — Select the edit button underneath Notify
of [Program] Correspondence to specify the staff member and refer to the help text for
guidance.

(>) Home Support Ongoing - SaH Classification 5

V Delegate decision completed and submitied to DHS.

Prionty category Medium

Approval starts & May 2025 5
. Use nofify of support at home comespondence where there is *

L Pending a need for the Assessor o monitor and provide additional

Source System Galeway assisiance to a client's support at home services,

Home suppaort services: @

Seeking Services Mofify of Support at Home comespondence o

z : i
Mo seening service preference selected No-ons selected I\_i:l

3. Complete the information required and choose a Recipient from the list of staff members in
the outlet. Select SAVE to return.

MNofify of home care/S5aH comespondence

1 |Heo-one @ curTenly selscled 0 pecetve molifc 3ion wien B SAMPTON & sant home Cane o SM ONTEIpOndeniie:

A Bk marbe il B Filerak ) e reguered

Do ol Pty o
o kfy ol P SREE COMTriEEre R

Fslgs SHERFLA - l

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4. You should be able to see your nominated Recipient of the notification on the Approvals tab.

Current care approvals

(") Residential Permanent

@' Home Support Ongoing - SaH Classification 5

V Delegate decision completed and submitted to DHS.

Priority category IMedium

Approval starts & May 2025

Status Pending

Source System Gateway

Home support services: @

Seeking Services Moftify of Support at Home comrespondence @
No sesking service prefersnce selsctad Felipe Sierra @f}

() Assistive Technology Ongoing - Specified needs - Continence Products

(") Home Modifications Short-term - HM Medium

5. The delegate will be able to view the client’s record under the Delegate decision complete
section of their Current assessments tab.

The assessor will then need to match and refer for services and finalise the support plan.

Current assessments Currently viewing Sunrise Assessments - ACA - VIC 3

-
Filter by 6]

Surt by:

n order of
Assessment Priority w High to Low -

Cument sort order is Assessment Priority

1to 2 out of 2 matching results

|Delegate decision completel

Aziz

HANNA

© RESERVOCIR, VIC, 3073 © SPRINGFIELD, VIC, 3544

Aged care user ID: AC20947669 Aged care user ID: AC01907385
Date accepted: 5May 2025 Date accepted: 6 May 2025
D’ Comprehensive Df Comprehensive

Delegate Decision Delegate Decizion

v Somwies _ v Sompct v

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




6. The assessor will receive a notification in the Task and notifications page that the delegate
has completed their decision, and they will be able to navigate to the client record and
directly to match and refer for services from this page.

oo Home | Tasks and nolitcations

@ Tosks and nofifications

Tasks [EEUEE SR HOP Hotficstions

Filter by

Received * Cabegory Tt/ Uesoription Channel ©  Aged Care User D © Clenl name

BMay 2025 Referals Hew Referral ACTASEE040 MILNER Evelina

“Yewu Barw 8 e redermal from My Aged Care
Fiederral crealed al DB052025 1011 for Aged Cave User ld: ACTIS45545
Outiel name Sunrise Assessments - ACA - iIC 3

Trpe G
Fraonby High
Actrety It 21558 TERASEET

Go to:

i oming Refemal

GMay 025 Delegaie Decision  Formal Delegate Decision ACOIBITEES SAMPEON Bart

A foraal Dbt DCioN NE3 Bbir Misds of Pob Jp0ANT C30 10 UN0E M Aghd CIFe A 2024 Dwlads o 34 Rellow -
Aged Care User Id ACD 1907385

Aty I 2-1555TE0E

to:
Ietatch and Fisfer

GMay 2025 Referraly Hew Reforral ACOTRTIOED REA Jewll (@)

Vou harve 3 new refesral froen My Care
Rederral crealed at 06052025 17 04 fof Aged Care User i ACOTHTHGZ
ml\w[&ﬂmﬁﬁﬂm--'-c—'--\-w!

-y A

Pricrity High

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799




Notice of Decision (approval or non-approval) letter and SaH
Restorative Care Pathway (Second Unit) approval and non-approval
letter

The assessment delegate can generate and upload the Notice of Decision (NoD) letter and SaH
Restorative Care Pathway (second unit) approval letter, after the delegate decision is completed.
This applies to both Approval letters and non-Approval letters.

To generate, print and upload approval or non-approval letters, navigate to the client’'s support
plan, then the Decisions tab.

You will be able to generate and upload letters appropriate to the client’s circumstances. The
buttons on the Decisions tab and the options within the pop-up will reflect the available letter
types.

You can also upload NoD letters via the Attachments tab.

If you have agreed to more than one care type recommendation for the client, you only need to
generate, upload and print one approval letter to send to the client. The information about all
agreed care types will appear on this letter.

A person assigned the Delegate Support role will also be able to print and upload these letters.

Approval Letters

| For approval decisions, the Notice of Decision must contain the following: :
o the approved service groups (and service types and services, where applicable)
e the approved classification type for each service group
o the approved classification levels (which can indicate the level of funding)
e the approved priority category (where applicable)
e the reasons and evidence supporting the delegate’s decision
e the older person’s rights of review, should they wish to query or dispute the decision.
This is to ensure high quality and consistency in letters that clients receive.

1. Go to the Client’s profile and select the Plans tab. In the Plans page select the Support
Plan button.

P |c] ns REFER THIS CLIENT FOR ASSESSMENT & VIEW CLIENT REPORT CONTINUE SUPPORT PLAN REVIEW

Client summary Client details Support network Approvals Attachments Services My Aged Care interactions MNotes Tasks and Notifications

Residential Funding Classifications

. Assessment histol

Episode ID: 2-21UJRNO4 .
'C“j' Comprehensive Assessment 9 July 2025

9 July 2025 - Presen
| SUPPORT PLAN (%) Screening 9 July 2025

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799




2. The Support Plan and Services page appears. Select the Decisions tab. At the bottom of
the page, you will be able to select GENERATE APPROVAL LETTER.

@ Supporr plcn and services REQUEST ASSESSMENT || FRINT COPY OF SUPPORT FLAN

Identified neads Goals & recommendations Manage sefvices & referrals Associated People Review

IAT Outcome and Classifications

!

Curent type C i Existing classification:  SaH Classification 4 (Pending allocation)
IAT Outcome: SaH Classification 4 AT High (Pending allocation)

Delegate decisions and comments

!

Support Plan Review: Submitted on 2 February 2026
Decisions
5, Recommend that the client receive

) Assistive technology

Decision date (Support Plan Review) @
2 February 2026 0442 PM (Australian Eastern Standard Time)

!

Assessment: Submitted on 2 February 2026
Decisions

5 Recommend that the client recaive 5 Recommend that the client receive

=) Home support 2) Assistive technology

Decision date (Assessment)
2 February 2026 11:53 AM (Australian Eastern Standard Time)

UFLOAD AFPROVAL LETTER

RETURN TO CLIENT

3. The Generate Approval Letter pop up appears. Ensure you are generating the letter for the
correct client, then select GENERATE APPROVAL LETTER.

Generate approval letter

You are generating the approval letler for Stacey SMITH

GEMERATE APPROVIAL LETTER CANCEL

The Approval for RCP 2" unit of funding letter can be generated via the portal the same way
as the NoD Approval and Non-approval letters are generated.

The below image shows the option to select to generate the approval letter, and/or the SaH
Restorative Care Pathway (Second Unit) approval letter.

Generate approval letter

Yiou are generating the approval letter for <Client first name=<CLIENT LAST NAME=

Ganerata: *

[ Approval latter
[J SaH Restoraties Care Pathway (Sacond Unit) approval latier

GEMERATE APPROVAL LETTER CAMNCEL

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




4. If the Approval letter takes too long to generate, you will be re-directed to the Reports tab
where you will be able to select View to open a copy of the letter. The NoD letters and
Referral Code letters will be retained in Recently Requested Reports for seven days, after
which they will be cleared from this screen. They can be regenerated per the original process.

+# Home | Reports and documents

Reports and documents

o

My Reports
Name Requested Date < Slatus
Bart Sampson Delegate Approval Letter Template & May 2025 8 May 2025

5. When you have signed the letter, you can use the UPLOAD APPROVAL LETTER button in
the Decisions tab of the support plan to upload the letter to the client’s record. Alternatively
you can upload it via the Attachments tab.

Decisions Tab

REQUEST ASSESSMENT PRINT COPY OF SUPPCRT PLAN

@ Support plan and services

Identfied needs Goals & recommendations Manage services & refemrals Associated People Review

IAT Outcome and Classifications

Exisling classi . SaH Classi 4 {Pending ion)
AT High (Pending allocation)

Curmrent type: Comp
IAT Outcome: SaH Classification 4

Delegate decisions and comments

Support Plan Review: Submitted on 2 February 2026

Document was last saved: Just now

Assessment: Submitted on 2 February 2U20

Decisions
F Recommend that the client receive fy Recommend that the client receive
/" Home support 2/ Assistive technology

Decision date (Assessment)
2 February 2026 11:53 AM (Australian Eastern Standard Time)

GENERATE APPROVAL LETTER

RETURN TO CLIENT

Attachments Tab

Morgan FREEMAN

Male, 83 years old, 1 June 1937, AC36914539 Primary contact: Morgan Freeman (self)

56 WHITE TRAIL ROAD BREMER BAY, WA, 6338
Mo support relafionships recorded

@ AﬁGCh men'rs REFER THIS CLIENT FOR ASSESSMENT || & VIEW CLIENT REFORT

Client summary Client details Support network Approvals Plans Altachments | Services My Aged Care inferactions Motes Tasks and Motificafions

Residential Funding Classifications

Attachments

Assessment Altachments Other Attachments Cormrespondence

Mo attachments found to be displayed.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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6. The Upload approval letter, or the Add an Attachment pop up appears. Choose the approval

letter file to upload.

NoD Letters are defaulted to the Rich Text Format (.rtf) when being generated. This format is
not accepted when uploading. Approval letters must only be uploaded to the portal in PDF
format. Word documents must not be uploaded as the formal approval letter. PDF ensures
the document cannot be altered after finalisation.

Enter the name of the attachment. If you are attaching the letter, ensure the attachment type
is Approval letter sent to client. Optionally provide a short description about the contents of
the attachment. Finally, select UPLOAD.

UPLOAD APPROVAL LETTER EXAMPLE

Upload approval letter

»

All fields marked with an asterisk (*) are required.
“ou can upload files up to SME. The following file types are accepted: jpeq, .jpg, .bmp, .png, .docx, xdsx, pdf, it

Approval letter to upload *

CHOOSE FILE | Morgan Fr... 2026.pdf

Mame of the atiachment: *

Morgan Freeman Approval Letter

Please pravide a short description about the conients of the altachment, e.g. assessment date and Sme

Details go herd

ADD AN ATTACHMENT EXAMPLE

Add an attachment

- Please nole: Some attachments will be viewable by other people with authonsed access fo this client record. Please refer
1 to your portal guide for defails.

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

You can upload files up to 5 ME fo this record. The following file types are accepled:
ipeg, Jpg, bmp, png, docx, xlsx, pdf, bd*

CHOOSEFILE | Morgan Fr... 2026 pdf

Mame of the attachment: * Type of attachment *
Morgan Freeman Approval Letter Approval Letter Sent to Client -
Plapme provide a short descripion about the contents af the: aitschment, oa.g. assessmernt diate and Sme

Description about approval letter

=

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




7. The uploaded letter will display in the Attachments tab.

Morgan FREEMAN

Male, 88 years old, 1 June 1937, AC36914539 Primary contact: Morgan Freeman (self)
56 WHITE TRAIL ROAD BREMER BAY, WA, 6333
No support relationships recorded

@ AHGChmenTS REFER THIS CLIENT FOR ASSESSMENT || 8 VIEW CLIENT REFORT

Clientsummary  Clientdetalls  Supportnetwork ~ Approvals  Plans [BWOIEE LR | Services  MyAged Care interactions ~ Notes  Tasks and Notifications:

Residential Funding Classifications

Attachments

ADD AN ATTACHMENT

Assessment Altachments Other Attachments Comespondence

2 February 2026

Approval Letter Sent to Client
Morgan Freeman Approval Letter_260202191401 [pdf 300.71KB] |  HIDE FROM VIEW
Description about approval letter

Non-approval Letters

Delegates can only generate non-approval letters when the delegate decision contains ‘No care
approval’ or ‘No change to existing care approvals’.

1. Go to the Client’s profile and select the Plans tab. In the Plans page select the Support
Plan button.

Plons REFER THIS CLIENT FOR ASSESSMENT & VIEW CLIENT REPORT CONTINUE SUPPORT PLAN REVIEW

Client summary Client details Support network Approvals Attachments Services My Aged Care interactions Noles Tasks and Nofifications

Residential Funding Classifications

®

. Assessment history
Current Episode

Episode ID: 2-21UJRNO4 _
9 July 2025 - Present (-_‘) Comprehensive Assessment 9 July 2025

[{‘) Screening 9 July 2025

2. Navigate to the Decisions tab of the support plan. At the bottom of the page, you will be
able to select GENERATE NON-APPROVAL LETTER.

@ Supporr plqn and services FRINT GOFY OF SUPFORT FLAN

Identified needs Goals & recommendations Decisions. Manage services & referrals Associated People Review

IAT Outcome and Classifications (G

Current type: G
IAT Qutcome: SaH Classification 3

Delegate decisions and comments

Assessment: Submitted on 2 February 2026

!

Decisions
No Care Approval ~ Recommend that the client receive
()
Priority for his eare type  Law () *~/ Home support
Approval starts 2 February 2026
® Agreed

Decision date (Assessment)
2 February 2026 12:00 AM (Australian Eastern Standard Time)

I GENERATE NON-APPROVAL LETTER I UPLOAD NON-APPROVAL LETTER

REQUEST/CHANGE NOTIFICATION OF SAH CORRESFONDENCE RETURMN TO CLIENT

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799




If the Non-Approval letter takes too long to generate, you will be re-directed to the Reports
tab where you will be able to select View to open a copy of the letter.

Certain user generated documents, including NoD letters and Referral Code letters, will be
retained in Recently Requested Reports for seven days, after which they will be cleared
from this screen. They can be regenerated as per the original process.

When the 2" concurrent unit of Restorative Care Pathway funding is not approved, the
offline template needs to be used. The template is titled ‘Letter template — Second
concurrent unit of RCP funding’ (or similar) in the Assessor Portal ‘Reports and documents’
under the Forms tab.

Reports and documents

_

My Reports
Name Requesied Dale  Sialus
Al Capone Delegate Non-Approval Letter Template 2 February 2026 2 February 2026 Ready - View

3.  When you have signed the letter, you can use the UPLOAD NON-APPROVAL LETTER
button in the Decisions tab of the support plan to upload the letter to the client’s record.

Alternatively, you can upload this through the Attachments tab on the client record.

Decisions tab of the Support Plan

SUppOfT plcln and services PRINT COPY OF SUPFORT PLAN

Identified needs Goals & recommendations | Manage services & referrals Associated People Review

IAT Outcome and Classifications

!

Current type: G
14T Outcome: SaH Classification 3

Delegate decisions and comments

Assessment. Submitted on 2 February 2026

!

Decisions

No Care Approval () Recommend that the client receive
Friority for this care type Low (%) /' Home support

Approval starts 2 February 2026

® Agreed

Decision date (Assessment)
2 February 2026 12:00 AM (Australian Eastern Standard Time)

GENERATE NOM-APPROVAL LETTER

REQUEST/CHANGE NOTIFICATION OF SAH CORRESFONDENCE RETURM TO CLIENT

Attachments Tab of the Client Record

Al CAPONE

Male, 79 years old, 25 January 1947, ACS6306404. Primary contact: Al Capone (self)

Lot Number 1 - 3 SOWERBY STREET GOULBURN, NSW, 2580

Mo support relafionships recorded

@ Aﬁachmeh‘rs REFER THIS CLIENT FOR ASSESSMENT || & VIEW CLIENT REPORT

Clientsummary ~ Clientdetails  Support network | Approvals | Plans Services | My Aged Care interactions  Noles  Tasks and Notifications

Residential Funding Classifications

Attachments

Assessment Attachments: Other Attachments Correspondence

No attachments found to be displayed.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4. The Upload non-approval letter pop up, or the Add an attachment pop up appears. Choose

the Non-approval letter file to upload or attach.

NoD Letters are defaulted to the Rich Text Format (.rtf) when being generated. This format is
not accepted when uploading. Non approval letters must only be uploaded to the portal in
PDF format. Word documents must not be uploaded as the formal non-approval letter. PDF
ensures the document cannot be altered after finalisation.

Enter the name of the attachment.

If you are attaching the letter, ensure the attachment type is Non-approval letter sent to
client. Optionally provide a short description about the contents of the attachment.

Finally, select UPLOAD.

Upload Non-approval letter pop up example

Upload non-approval letter

»

All fields marked with an asterisk (*) are required.
You can upload files up to SMB. The following file types are accepted: jpeq, jpg, .bmp, png, docx, sk, pdf b

Mon-Approval letter to upload *

CHOOSEFILE | Al Capon...ry 2026 pdf

Name of the atiachmenl: *

Al Capene Non-approval letter

B

Pleass provide a shorl descriplion aboul the conlents of the allachmenl, e.g. assessment date and §me

Details go herd

UPLOAD CANCEL

Add an attachment example

Add an attachment

. Please note: Some attachments will be viewable by other people with authonsed access to this client record. Please refer
1 to your portal guide for details.

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

You can upload files up to 5 ME to this record. The following file types are accepied:
Jpeqg, Jpg, bmp, png, docx, xlsx, pdf, bd*

I CHOOSEFILE | Al Capon...ry 2026 pdi

Mame of the attachment: * Type of attachment *
Al Capone Non-approval letter Mon-Approval Letter fo Client -
w
Please provide a shorl description aboul the conlents of the altachmenl, e.g. assessment dale and fme
Details go here
£
—
UPLOAD CANCEL
—

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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The uploaded non-approval letter will display in the Attachments tab.

AlCAPONE

Male, 79 years old, 25 January 1947, ACB630640

4 Primary contact: Al Capane (self)
Lot Number 1- 3 SOWERBY STREET GOULBURN, NSW, 2580

No support relafionships recorded

@ A‘H‘Gchmenfs REFER THIS CLIENT FOR ASSESSMENT || 8 VIEW CLIENT REPORT
Clientsummary  Clientdetails ~ Supportnetwork  Approvals | Plans [0 CEru Tt Services My Aged Care inferactions ~ Mofes | Tasks and Nolifications
Residential Funding Classifications
Attachments

Assessment Atachments: Other Attachments Cormrespondence

Non-Approval Letter to Client 2 February 2028
Al Capone Non-approval letter_260202215603 [pdf 202, 12KB] | HIDE FROM VIEW
Details go here

Manage service and referrals

You must ensure the completion of the Notice of Decision for a Home Support Assessment
before you continue to manage services and issue referrals.

Please refer to Assessor Portal User Guide 8 - Referring for Services for further information on
this process.

Requesting correction to care approval decision

A corrections process is available where you have made an error in recording a decision.

Correction requests can be submitted up to 42 days after initial delegation, where there are no
active or commenced service referrals.

Follow these steps to request a correction to care approval decisions:
1. In the Delegate Decisions tab of the portal, navigate to the Decision history tab.

Select the expand arrow on the client card to display a summary of the client’s information in
the pop-up.

Select REQUEST CHANGES TO CARE APPROVAL DECISION.

If you are using list view, this option will be available from the expanded client information
section.

Card View

Gemy GARDENER

Age 88 (1 July 1936) Referred from GRAZIER AGED CARE - ACA-ACT on 26
May 2025

Recommended care:
G’D Home Support Short-term - SaH Restorative Care Pathway
G’D Assistive Technology Short-term - AT Low

VIEW SUPPORT PLAN VIEW FULL CLIENT RECORD & VIEW CLIENT REPORT

REQUEST CHANGES TO CARE APPROVAL DECISIONS

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



https://www.health.gov.au/resources/publications/my-aged-care-assessor-portal-user-guide-8-referring-for-services?language=en

List View

TT0 50 OUT OF 52 TTTaTCTmg TesOs
Last name First name Aged care user D Assessor full name Delegate full name Assessment status Date submitted # Pnonty

._'\ YINDI Thomas KK AC16332744 GREEN Africa GREEN Africa Delegate Decision Complete 26/05/2025 ' High
(i') AUTORAUK AUTOGenesisi AC58367525 GREEN Africa GREEN Africa Finalised 26/05/2025 Medium
(+*) GARDENER Gerry ACO7375885 GREEN Africa FREE Prospect Delegate Decision Complete 26/05/2025 ®Low

Age 88 (1 July 1936) Referred from GRAZIER AGED CARE - ACA - ACT on 26 May 2025

Recommended care:

\;'\ Home Support Short-term - SaH Restorative Care Pathway

"!,7",‘ Assistive Technology Short-term - AT Low

VWEVECCEYERYIN  viEv FULL CLIENT RECORD || & VIEW CLIENT REPORT I REQUEST CHANGES TO CARE APPROVAL DECISIONS I

2. Record a reason for the change and provide appropriate reasons for the request, then select
OK, START CHANGES. Your reasons need to be consistent with the assessment
information on the client record.

Request changes to care approval decisions

All fields marked with an asterisk (*) are required.
You are about to request changes to the care approval decisions for Gerry Gardener.

Please provide a comment for these changes? *

0 /255

OK, START CHANGES CANCEL

3.  You will be redirected to the client’'s support plan and services page, where you will receive a
confirmation message of your change request, and that the correction is in progress.

v = You have successiully requested to begin making corrections to Care Approvals.

i - = Care approval correction in progress. |

4. While on the same screen, you will be able to make edits to remove and/or add care types,
including:

e making changes to the commencement date of the delegate decision

e requesting the removal and addition of different care classification within a care type
within the same correction request.

5. You can view the client’s history of corrections by going to the Decisions History tab and then
select VIEW CORRECTIONS HISTORY.

€ Decision history

Decision pending [ICIEEUTTEEEN

Filter by

* Delegate full name

Last name First name Aged care user 1D Assessor full name

() DEANNA Abagail AC41040205 TEST Bruce OMEGA Bata ACAP Dacision Complste (Support Plan Raviaw)

/Age 61 (27 January 1964) Referred from ACAT Outlet 13 on 6 December 2024

Decision on changes to care approvals an 26 November 2025

Recommended care:
Transport

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




Making changes to the Decision Date of the delegate decision

The Delegate can make changes to the Decision Date (commencement date) of the delegate
decision. This applies to both Comprehensive assessments and Home support assessments, and
all three decision periods (Assessment, Support Period, and Support Plan Review). However,
changes to Residential Permanent, Residential Respite or Transition Care cannot occur during
Support Period and Support Plan Review.

If a client’s record currently contain multiple decision dates, then the Delegate can only make
changes to the latest decision date.

1. Before making changes to the start date of the delegate decision, the declarations must be
ticked and the Offline approval form must be attached.

2. Go to Delegate Decisions and Comments and select the listing to be changed, then select
the Edit (pencil) button next to the Decision Date section.

Assessment: Submitted on 11 August 2025

Decisions

~5 Recommend that the client receive
| ]
" Home support

Decision date (Assessment) @)
18 August 2025 10:11 AM (Australian Eastern Standard Time) =

3. A Pop-up screen prompting to Edit delegation date will appear. Enter all the required
information. For your convenience , choose the date picker to enter the Delegation date and
the Time Picker (clock) to enter the Delegation time. Select SAVE TO PLAN.

Edit delegation date

b

All fields marked with an asierisk (*) are required.
You are about to update the delegation daie for Abagail DEANNA

S—

ation time *
{e.g hh:mm AMPM) [11:17 AM |®

L] 1 have made a decision for this client ufilising other means before today

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




4. You will notice two banners (Green and Blue) confirming the action and status.

\/ You have successfully entered a commection for the delegation date_

1

5. Select SUBMIT FOR AGED CARE ASSESSMENT (ACAP) PROGRAM.

Care approval correction in progress.

Delegate decisions and comments

Support Plan Review- Submitied on 12 November 2025

Requested Changes
Requested date: 25 November 2025

Decision date (Support Plan Review) @
Z5 Nowerrber 2025 12:00 AM (Australian Eastern Standard Time] -

Support Plan Review: Submitted on 12 November 2025

Decisions

F) Recom
) Home support

Decision date (Support Plan Review)
12 Novermber 2025 0327 PM (Australian Eastem Standard Time)

Assessment. Submitted on 12 November 2025

Decisions.
nimend that the chenl receive

=y Rwan
'~ Home support

y Recommand that the cheni receive
') Home modifications

Decision date (Assessment)
12 Nowermiber 2025 0306 PM (Australinon Eastemn Standard Time)

‘SUBMIT FOR AGED CARE ASSESSMENT (ACAF) FROGRAM I RETURN TO CLIENT

Requesting the removal and addition of different care classification within a care type
within the same correction request

1. To request to remove a classification or service approval that you have entered incorrectly,
select the remove (bin) button next to the decision.

dentified needs Goals & recommendations Manage services & referrals Associated People Review

IAT Qutcome and Classifications

Current assessment type: Comprehensive Assessment
IAT Ouicome: SaH Classification 5

Delegate decisions and comments

Assessment: Submitted on 15 July 2025

Requested Changes
Requested date: 4 September 2025

Residential Respite Care
Priority for this care type High @

Approval staris 23 July 2025

Declaration Yes

Reason DEMMI not completed fthgh

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




2. A pop-up will display. Confirm your request to remove the incorrect record by selecting
REMOVE RECOMMENDATION.

Remove Residential Respite Care

Do you want to remove this recommendation?

| REMOVE RECOMMENDATION | CANCEL

3. A green banner will then display to confirm that the care approval has been successfully
removed.

Requested Changes
Requested date: 4 September 2025

Residential Respite Care ()

Residential Respite Care has been removed as part of this Care Approval Correction

V ‘You have successfully removed a Care Approval.

Q Care approval correction in progress.

Decision date (Assessment)

\/ Semvice successiully removed.

4. To then add the correct program or service approval as intended by the clinical assessor and
the Clinical Assessment Delegate, select ADD A CARE TYPE FOR DELEGATE DECISION.

Residential Respite Care
Residential Respile Care has been removed as part of this Care Approval Cormection

L]

Decision date (Assessment) Pl
4 September 2025 12:00 AM [(Australian Eastemn Standard Time)

SUBMIT FOR AGED CARE ASSESSMENT PROGRAM (ACAP) DECISION RETURN TO CLIENT

1

Care approval cormection in progress

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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5. Inthe pop-up, add the care type, including the correct service level and priority for the
Clinical Assessment Delegate decision. Once you have successfully completed the required
fields (marked by an red asterisk *) select SAVE TO PLAN.

Add care type for delegate decision

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

‘Which care type applies? *
Select one v

Select one

No Change to Existing Care Approvals
Residential Permanent

Residential Respite Care
Residential Respite High Care
Residential Respite Low Care
Transition Care

SAVE TO PLAN CANCEL

6. After successfully saving the changes to the approval, a blue banner will apply outlining that
the care approval correction is in progress.

Delegate decisions and comments
Assessed on 20 May 2025

Requested Changes Current decisions

Requested date: 26 May 2025 Decision date: 20 May 2025 12:00 AM (
No Change to Existing Care Approvals 3 Ma Chanan ta Cvictina Narn Anneauald
Priority for this care type Low@ i Care approval correction in progress.
Annroval starts 20 Mav 2025

7. If you had to exit the correction screen before submitting for decision, you can navigate back
to the DECISION HISTORY tab under Delegate Decisions and select the client.

The client will have an UPDATE PENDING status.

Assessor. GREEM Africa
Delegate. GREEMN Africa

Aged care user ID: ACS54062120
Date submitted: 25 July 2025
Assessment type. Comprehensive

o Update Pending w Low

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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8. Select CONTINUE MAKING CHANGES TO CARE APPROVAL DECISIONS button in the
expanded client card on the Decision History page.

el

GREEN Africa

GREEN Africa
GREEN Africa GREEN Africa

AC54062120 AC4T7443163

Glenda WILSON

Age 80 (12 June 1945), Identifies as: Aboriginal

Referred from GRAZIER AGED CARE - ACA - ACT on 24 July 2025

9 Recommended care:
« Residential Respite Care

@ Home support Ongoing - SaH Classification 5

CONTINUE MAKING CHANGES TO CARE APPROVAL DECISIONS VIEW SUPPORT PLAN VIEW FULL CLIENT RECORD

& VIEW CLIENT REPORT

ASSESSITIENLIYPE. CUNPIENENSIvE

ASSESSIHIENL Y PE. CUINIPIENENSIVE. A

9. You will be able to see the requested changes displayed. When you have made the required

changes to the care approval decisions, select SUBMIT FOR AGED CARE ASSESSMENT
PROGRAM (ACAP) DECISION.

ST BT VY ILDAWLAN
emake, 80 years old, 12 June 1945, ACS4062 120

5 MAPLE MALL MAMLY, NSW, 2095
leniifies as Aboriginal

Requested Changes
Requested date: 4 September 2025

Residential Respite Care
Residential Respile Care has been removed as pan of this Care Approval Comection

Decision date (Assessment) 7

4 September 2025 1200 AM (Australian Eastern Standard Time)

SUBMIT FOR AGED CARE ASSESSMENT PROGRAM (ACAP) DECISION

i Care approval correchon in progness

A pop-up message will display requesting confirmation to proceed. Select SUBMIT.

=] = Lol od

Submit for Aged Care Assessment Program (ACAP)
decision

You are about to submit the changes to the care approvals to the Aged Care Assessment Program (ACAP) for their decision.

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



®

10. You will receive a confirmation message that the correction of the request will be received by
the Department’s Aged Care Assessment Program (ACAP) delegate.

\/ The request for care approval changes has been sent to the Aged Care Assessment Program (ACARP) for their decision.

The assessor has been notified of these requested changes.

- Waiting for approval to the correction of the Care Approvals.

11. The client will be displayed in the Decision history tab with a status of ACCEPTANCE
PENDING.

Assessor GREEN Afnica
Delegate: GREEN Africa

Aged care user 1D; AC54062120
Date submitted: 25 July 2025
Assessment type. Comprehensive

12. Once the AGED CARE ASSESSMENT PROGRAM (ACAP) decision has been actioned and
finalised by the delegate (in staff portal), the status will be updated accordingly.

Glenda

WILSON

Assessor. GREEN Africa
Delegate. GREEM Africa

Aged care user 10 AC54062120
Date submitted: 25 July 2025
Assessment type. Comprenensive

ACAP Decision
Complete

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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13. There will also be a notification advising of the decision in your Tasks and notifications
page. You will be able to filter by last name, first name and Aged Care User ID as well as
use Advanced Search functionality to help you find notifications for certain clients.

The notification itself will contain links back to the client record and the correction request. It
will also allow you to remove the notification from the page.

@ Tasks and nofifications

Tasks Notifications HCP Notifications Maximum wait times
Filter by

Last name First name Aged Care user ID

ADVANCED SEARCH || CLEARFILTERS
Date received is after 25 November 2024 and Outiet name is GRAZIER AGED CARE - ACA - ACT
FILTER
[ selectall
Received = Category Title/Description Channel = Aged Care User ID = Client name
26 May 2025 Delegate Decision Correction of Care Approval AC16332744 YINDI Thomas
A request for correction 10 care approvalis has been submitted. Detzlls are as follows -
Aged Care User io: AC16332744
Correction Details:
Remove Home Care Package Level 2Add Home Care Package Level 3
Activity Id: 2-160144606399
Go to:
Decisions

14. Once the Clinical Assessment Delegate has made their decision on the correction, you will
receive another notification advising that the correction has been completed.

15. You will also be able to see the assessment status reflect this when it changes to ACAP
Decision Complete in your Decision history tab. Additional information regarding the
correction decision will be visible by selecting the expand arrow, including the date and
details of the correction.

First Aged care Assessor full Delegate full Date

Last name < name 2 user D 4 name ame Assessment status submitted 4 Priority

@ Donnelly lan ACB62171095 HAMILTON Halle HAMILTON I ACAP Decision Comp\etel 20/07/2017 Medium
Halle
Age 85 (1 July 1932) Decision on changes to care approvals on 20 Recommended care
July 2017 Residential Respite Low Care

Residential Permanent
Home Care Package Level 4

Transmission status to DHS: @ FAILED

VIEW SUPPORT PLAN VIEW CLIENT RECORD VIEW PDF OF CLIENT RECORD REQUEST CHANGES TO CARE APPROVAL DECISIONS

VIEW CORRECTIONS H

16. A record of the corrections history for the client can be viewed by selecting VIEW
CORRECTIONS HISTORY.

View corrections history

Decision history for lan Donnelly

Home Care Package Level 4 (Update Accepted) 20 July 2017

i CLOSE

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




Requesting and Approving Care Extensions
Care extensions can be requested by clinical assessors or service providers as follows:

e For Residential Respite Care and Transition Care approvals, service providers can
request care extensions on behalf of the client through the My Aged Care Services and
Support Portal.

e For Residential Respite Care, clinical assessors can also generate a care extension for a
person living in the community who requires additional respite through the assessor
portal.

In cases where a client has a valid Residential Respite Care approval and requires additional
Residential Respite days but is currently living at home and not currently receiving residential
aged care services, a service provider will not be able to request an extension on behalf of the
client. The Clinical Assessment Delegate will instead be able to initiate the care extension on
behalf of the client.

If you are unable to complete a care extension request for a client via the assessor portal, you
should call the Aged Care Service Provider and assessor Helpline on 1800 836 799.

To make a decision about care extensions, follow the steps below.

1. The extension request will appear in the Decision pending tab under unassigned. It will
have a status of Acceptance Pending. Open the client’s card in card or list view by
selecting the Expand icon.

# Home | Delegate decisions

e Decision history

Decision pending
Filter by

Sert DedsansPending by: 1 arder of
Assessment Status = In Order -

Current sorf order is Assessment Status

Janees

CITIZENN

Assessor: FLOWER Emily Assessor: FLOWER Emily

Aged care user ID: AC60163045 Delegate: FLOVWER Emily

Date submitted: 7 September 2022 Aged care user ID: AC39121652

Aszzessment type: Comprehensive Date submitied: 31 January 2022
4 ment type: Comprehensi

o Acceptance Pending - Medium o Acceptance Pending _

Assign the client to yourself if not already done, then the client will now appear under My
Decisions. Select START DECISION PROCESS.

X
Eddy EXTENSION

Age 89 (15 February 1933)
Referred from Suncorp ACAT Outlet on 31 January 2022
Recommended care

» Residential Respile Care
Transmission status to DHS: @ Submitied

START DECISION PROCESS VIEW SUPFORT PLAN WIEW FULL CLIENT RECORD & VIEW CLIENT REFORT

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799




2. You will see the care extension request. Review the information and select MAKE
EXTENSION DECISION.

() Support clan and services

PRINT COPY OF SUPPORT PLAN

dentified needs Goals & recommendations Wanage services & referrals Associsted People Review
Current care approvals

Residential Respite Care

Priority for this care ype Low lﬁ'\;

Approval starts 31 January 2022
Reason for care zddsad
Source system Gatewsy

Recommended care requiring delegate decision

Care extension: Residential Respite Care

Service provider ABC Heszlth Care
Proposed extension start date 23 June 2022
Proposed number of extension days 21

Reason for extension Carer sirzss

MAKE EXTENSION DECISION

This extension request is awaiting delegate decision

In the pop-up, select Yes or No with regards to granting the extension, and fill out the other
fields.

Make a care extension decision

All fields marked with an asterisk (*) are required.
Do you want to grant the 21 day extension for Residential respite?

@® Yes
O No

When does the extension start? *

20/07/2017

Rationale *
@ Maximum 255 characters

MAKE DECISION CANCEL

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799




3. A notification will be displayed, and the extension request will show with a status of Granted
or Not Granted.

g

) Support plan and services

s
L

Identified needs Goals & recommendations Decizions Manage zervices & referrals Azzociated People Review

Current care approvals

Residential Respite Care
Priority for this care type Medium @
Approval starts 7 September 2022

Source system Gateway

Care extension: Residential Respite Care
Extension start date 7 September 2022

Extension stop date 27 September 2022

Mumber of extension days 21

Reason for extension Severity of the care recipient's condition

I ® Grantad I

4. If the service provider requested the extension, they will receive a notification advising them
of the decision in their Tasks and Notifications in the Services and Support Portal.

Due Received

% Date ¢ Date ~ Category % Title/Description & Activity Id Portal
Notification 200772017 Client Care Extension Request 1- Service
Services - ) 20851939775  Provider

A formal Delegate Decision has been made for a care extension Portal

request Details are as follows -

Aged Care User Id: AC91417612
Service - Residential Respite High Care
Requested By :

Requested by Outlet name -

Decision : Update Accepted

Delegate Name :

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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