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[bookmark: _Toc437118313]Assessor Portal User Guide 3 – Managing referrals for assessment and Support Plan Reviews 
Referrals for assessment from My Aged Care are managed by the person(s) assigned the Team Leader or Triage Delegate role in the My Aged Care assessor portal (assessor portal). 
This guide is intended to help staff manage assessment referrals as well as distinguish what functions sit within each role.
Team leaders can accept or reject assessment referrals. After accepting an assessment referral Triage Delegates can assign and complete triage. If the client is found to be ineligible for an assessment the Triage Delegate is required to record and send an Ineligible for Assessment letter to the client.
If the client is eligible for assessment, the Triage Delegates and Team Leaders can assign the referral to an aged care needs assessor (assessor). Team Leaders can reassign or unassign the triaged referrals as required. 
Team leaders can also transfer incoming and accepted (but not yet commenced) referrals to other assessment organisations. Before accepting referrals, team leaders can change the priority of assessment referrals.
	!
	On 1 November 2025, the Aged Care Act 2024 and the Support at Home program came into effect with changes to the functionality of support plans in the IAT.
To ensure the right IAT is used, and triage can continue for priority referrals, any assessments in the following statuses already started prior to 1 November 2025 and in progress on 1 November 2025 must be restarted:
Triage complete, main assessment not started
Triage complete, main assessment in progress (includes incomplete support plan)
Main assessment completed, awaiting delegate decision (comprehensive assessments)
For information on the Restart Assessment Process, please refer to Management of active assessments for 1 November 2025 transition - Standard Operating Procedure and Restarting In Progress Assessments for Support at Home (instructional video).


[bookmark: _Toc437118314][bookmark: _Toc158727852]
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[bookmark: _Toc200536075][bookmark: _Toc231972511]Team Leader and Triage Delegate functions
This guide will provide guidance for various functions that both Triage Delegates and Team Leaders can perform, please refer to the table below for specific functions: 
	Function
	Team Leader
	Triage Delegate

	Viewing incoming, accepted and assigned assessment referrals (including those flagged as Urgent services)
	ü
	

	Viewing triaged assessment referrals
	ü
	ü

	Accept an incoming assessment referral
	ü
	

	Reject or transfer an incoming, accepted or triaged assessment referral
	ü
	

	Assign an accepted assessment referral to myself (if a triage delegate) or another triage delegate for triage
	
	ü

	Complete triage (if applicable generate and upload Ineligibility Letter)
	
	ü

	Reassign an accepted assessment referral or an assessment while triage is in progress
	
	ü

	Refer a client for urgent services before starting triage and once triage is completed
	
	ü

	Convert the assessment between Home Support and Comprehensive
	
	ü

	Assign an assessment to an assessor once triage is completed
	ü
	ü

	Reassign or unassign triaged assessment referrals.
	ü
	


[bookmark: _Toc200536076][bookmark: _Toc231972512]Viewing incoming assessment referrals and client information
Team Leaders can follow the steps below to view incoming referrals for clients assigned to the outlet.
1. Select My Dashboard from the home page. You can also select Assessment referrals on the homepage.
[image: Assessor portal home page. the My Dashboard tile and the Assessment referral tiles are highlighted.]
2. Alternatively, select Assessment referrals from the tool bar at the top right-hand corner of the portal.
[image: A screenshot of Assessment referrals tool bar with Assessment referrals highlighted.]
3. Select the Assessment referrals in the My Dashboard page.
[image: A screenshot of the My Dashboard screen with Assessment referrals tile highlighted.]
4. [bookmark: _Hlk166848374]You can view referrals depending on your assigned role. Select the hyperlink corresponding to the referral origin to view more details.
[image: A screenshot of the My Dashboard screen with the number for example organisation highlighted.]
5. The Incoming referrals and Unassigned assessment referrals will be displayed.
[image: A screenshot of the My Dashboard screen with numbers for each section highlighed.]
	!
	A warning notification will be displayed if there are referrals that have not been actioned within the priority timeframes.
[image: Example of the overdue warning notification ]




6. To view referrals, select the Incoming referrals tab under the Assessment referrals page. You can select to view assessment referrals in a card or list view by selecting the card or list icon. Your selection will be retained for the next time you log in to the portal.
[image: A screenshot of the incoming referrals screen with the tabs menu and gride and list view buttons highlighted.]
7. Referrals can be filtered or sorted by Last name, First name or Aged Care user ID. You can also search for any referrals that are to urgent services in Advanced Search mode, by selecting Urgent services at the drop down and then add the filter.
[image: Search Incoming Referrals pop up
Urgent Services is highlighted from the drop down
Add Filter button is highlighted, located to the right of drop down]
Once the filter is added, select Yes from its drop down, then select Filter to activate.
[image: Search Incoming Referrals pop up. After the Urgent Services filter is selected, another drop down for Urgent Services displays. 'Yes' is selected. the Filter button is highlighted]
The Urgent Services Indicator, [image: Urgent Services Indicator
A Stylised 'Doctor's Bag' with a + in the middle] along with the referral’s priority will be at the bottom right of the referral card or at the far right of the referral listing.
Card view
 [image: Example card view of a client with the Urgent Services indicator shown at the bottom right of the card (at the Priority section)]
List view
[image: Example list view of a client with the Urgent Services indicator shown at the far right of the listing (at the Priority section). 'Urgent Services' is displayed at the Status column also]
8. You can view more information on the referred client, including client notes and assessment history by selecting the double arrow (expander) icon [image: example of the double arrow icon ] on the top right-hand corner of the client card. 
	!
	Upon receiving an urgent request, the Team Leader must select the double arrow icon to expand the referral card, verify whether it relates to the End-of-Life pathway, and prioritise it accordingly.
[image: a Client card with a Expand icon on the top right]


9. A Pop-up screen will appear as below. You can choose to Accept, Reject or Transfer the referral as required.
[image: Client details screen. Buttons to Accept, Reject or Transfer is on the bottom left.]
10. The same referral and client information is available in list view. Select the double arrow (expander) icon [image: Picture of double arrow icon] to the left of the client’s name to expand the view.
[image: Incoming referrals screen, showing the expand icon to the left of a client listing, and once the icon is selected, the client listing is expanded, and buttoms to Accept, Reject or Transfer is on the bottom left.]
	!
	A banner will be displayed on the referral if additional attachments have been added to the client’s record as part of an inbound referral.

	!
	If the client has pending support relationships, a banner will be displayed on the referral. Team Leaders and Triage Delegates are able to confirm pending support relationships for clients The process is described in My Aged Care - Assessor Portal User Guide 2 - Registering support people and adding relationships.
[bookmark: _Hlk76131525]A banner will be displayed on the referral if it was issued as a Direct referral. 
Direct referrals have the same key performance indicators as regular referrals. The word ‘direct’, indicates that the client did not receive a Support Plan Review before being referred.
[image: Image of Banner highlighted on the  client's referral.]


11. [bookmark: _Toc437118315][bookmark: _Toc158727853]If you want to view the information available in the client record you can either go back on your internet browser to return to the Incoming referrals page or choose the Incoming referrals option from the tool bar.
[image: Image is of the incoming referrals tab, the tab is highlighted in a red box.]
[bookmark: _Toc200536077][bookmark: _Toc231972513]Accepting incoming assessment referrals and changing the priority
Once a Team Leader has viewed the client record, they can accept or reject the referral. Follow the steps below to accept a referral and change the priority of a referral if required.
1. Select ACCEPT from the expanded card or list view.
[image: Client Card, with the Accept button higlighted]
	!
	Team Leaders can bulk-accept assessment referrals by selecting the tick box next to each client they would like to accept, or by using SELECT ALL for all client referrals assigned to their outlet.
The bulk-accepting function defaults the clients’ priority to medium. Team leaders will be unable to change the priority when bulk-accepting referrals. Bulk-accepting will default assessment setting to Non-Hospital. Team Leaders can then change the setting to Hospital as required.
[image: Image of income referrals page with select all button highlighted.]


2. Confirm that the priority of the assessment referral is correct and select the Assessment setting. To change the assessment priority, choose from the options provided in the drop down.
	!
	When accepting a referral, team leaders can add a free text information into the Triage category. Once the referral has been accepted, the information can be used to assist with finding referrals via the search function. This free text option is not to be confused with the triage process that is a required process for accepting referrals. 


[image: Accept This Referral to Client pop up, showing an assessment priority and an assessment setting
]
Team leaders can change the assessment priority as well as the assessment setting for a referral as required. 
[image: Accept This Referral to Client pop up, showing an assessment priority of Medium and an assessment setting of Hospital
]
	!
	Direct referrals priority default to being high when issued. Team leaders can change the priority of direct referrals when accepting if they determine the client can safely access the assessment at a lower priority level.


3. When updating the assessment priority, a relevant reason for changing the priority will need to be selected from the dropdown list with a reason to be provided in the free text box. If the assessment priority is changed, a new priority timeframe will be calculated and applied to the referral.
A reason for changing priority is mandatory if the priority is changed. Users can select from the following options before accepting the referral.
[image: Accept This Referral for Client pop up, showing a drop down list of 'Reason for Changing Priority']
4. To change the assessment setting, You can update the assessment setting by selecting Edit Assessment Setting in the expanded client card, depending on your role:
· the team leader on the accepted referrals view, or 
· the assessor on the current work view.
	!
	The timeframe will continue to be calculated from the date the referral was issued, not the date the priority was changed.


[image: Client Card, showing Edit buttons to the right of editable fields such as Assessment Setting]
5. Once the assessment setting is selected. Click SAVE. Once the referral has been accepted, the referral will move into the Triage pending tab under Unassigned.
[image: Assessment Setting pop up, showing the assessment setting and the Save button]
	!
	As part of the Single Assessment System Program contract, key performance indicators will consider the setting in which the interaction with the client takes place, specifically a Non-Hospital or Hospital setting. 
Team leaders can select the assessment setting while accepting the referral. 
Before commencing the assessment, assessors should verify the information entered by the team leader, noting that the assessment setting may have changed since between the time of the acceptance of the referral and when the assessment takes place. 
When the assessment is finalised, the Assessment setting field on the expanded client card or list view must align with the type of assessment setting recorded within the Intergrated Assessment Tool (IAT). Assessment setting fields can be edited if required, until the Support Plan is completed.


[bookmark: _Toc166768032][bookmark: _Toc200536078]

[bookmark: _Toc231972514]Assigning Triage
	!
	Triage must be completed by a clinical staff member who holds the Triage Delegate role in the My Aged Care assessor portal. 
For further information on the Triage Delegate role, visit Assessor Portal User Guide 12 - Managing Delegate Roles.


Once an assessment referral has been accepted, it will display with a Triage pending status. A Triage Delegate will then need to assign the referral to themselves or to another Triage Delegate for triage. 
Once an assessment has been assigned to a Triage Delegate, they can proceed with the triage, reassign the triage to another Triage Delegate or unassign themselves and place the accepted referral back into the triage pending queue.
If the incoming assessment referral is a reassessment that was initiated as part of a Support Plan Review, the assessor or Triage Delegate can start the triage and save triage responses, but only the Triage Delegate can complete the triage. An Information message will be displayed on the client card or listing. For assessors, the Assign to Triage Delegate button will also be available.
[image: Example client listing with an information message at the top 'The need for this new assessment was identified while conducting a support plan review. An assessor can start triage and enter triage information obtained from the client, but only a Triage Delegate can complete triage'. The 'Assign to Triage Delegate' button at the bottom of the client's listing is highlighted]
1. To access triage pending referrals, select the Triage pending tab within the ASSESSMENT REFERRALS tile.
	!
	If the Triage delegate has access to multiple outlets, one will need to be selected before continuing with triage.


[image: After selecting the Assessment Referrals tile, the Incoming Referrals page appears. the Triage Pending tab is highlighted]
2. Once a referral has been accepted it will be under Triage pending and unassigned. You will have to filter the Assigned to drop down and select unassigned, then select FILTER.
[image: Triage Pending screen, Triage Pending tab, showing a filter for unassigned triages.]
At this stage the Triage Delegate can also filter for other criteria including those that are tagged as urgent services in the referral. Select Urgent services at the drop down and then add the filter.
[image: Search Triage Pending pop up
Urgent Services is highlighted from the drop down
Add Filter button is highlighted, located to the right of drop down]
Once the filter is added, select Yes from its drop down, then select Filter to activate.
[image: Search Triage Pending pop up. After the Urgent Services filter is selected, another drop down for Urgent Services displays. 'Yes' is selected. the Filter button is highlighted]
The Urgent Services Indicator, [image: Urgent Services Indicator
A Stylised 'Doctor's Bag' with a + in the middle] along with the referral’s priority, will be at the bottom right of the referral card or at the far right of the referral listing.
Card view
[image: Example client card with the Urgent services indicator at the bottom right of the card (next to the Priority)
]
List view
[image: Example List View of a client, with an Urgent Services Indicator at the far right of the listing (underneath the Priority)]
3. Expand the client card which you would like to assign triage for. To assign to yourself or another Triage Delegate for action select ASSIGN. 
[image: Client Card, the Assign button on the bottom left is highlighted.]
	!
	To transfer the referral to another outlet for triage select TRANSFER, for further information on transferring a referral, refer to the section Transferring an assessment referral to another outlet or organisation. 
To reject the referral, select REJECT. For further information on rejecting a referral see the section Rejecting an assessment referral.




4. When selecting ASSIGN a pop up will appear. From this you will be able to assign the triage decision for the client either to yourself or other Triage Delegates from the selected outlet. Once this has been chosen, select ASSIGN.
[image: Assign Triage Decision for Client pop up. Shows a list of triage delegates including Yourself that you can assign this triage decision to]
5. Once the triage has been assigned, the client card will appear under the Triage pending tab., Ensure that the Assigned filter is set to Assigned to me so that clients assigned to you can be found under the Triage Not Started heading. 
[image: Assessment Referrals page, Triage Not Started section, showing a green banner 'Successfully assigned for triage']
6. Select the expand card icon [image: Picture of expand card icon ] on the client tile. The expanded client card will have the options to:
· Start triage 
Reassign to an assessor or triage delegate
Refer to urgent services.
Reject an assessment referral.
Transferring an assessment referral to another outlet or organisation.
Flag as End-of-Life.
‘Decide Not Eligible’ to continue with the assessment.
	!
	A client can also be flagged as End-of-Life if there is a recommendation from a qualified medical professional from this screen. The steps to complete an End-of-Life process is explained in this document as well as in Assessor Portal User Guide 6 – Completing an Assessment.


[image: Client Card, the Assign button on the bottom left is highlighted.]
[bookmark: _Reassigning_Triage_to][bookmark: _Toc231972515]Reassigning Triage to another Triage Delegate
To reassign triage, select REASSIGN from the client’s card or listing. Alternative Triage Delegates from the same outlet will be provided as well as the option to Place back in the delegate queue. This option will place the client back into a Triage pending status and in the queue for allocation. 
[bookmark: _Decide_‘Not_Eligible][bookmark: _Toc166768033][bookmark: _Toc200536079]For an assessor or triage delegate dealing with a reassessment originating from a Support Plan Review, the Reassign function becomes the ASSIGN TO TRIAGE DELEGATE button. In this scenario you must assign to another triage delegate from your outlet. There is no option to place the triage decision back in the triage queue.
Reassign (Triage in Progress, or Triage Pending)
[image: Client Card, the REASSIGN button on the bottom left is highlighted.]
[image: Current assessments page, under the current assessments tab with the list view selected, Reassign button on the bottom of the client card is highlighted]
[image: Re-assign Triage Decision for Client pop up. Shows a list of triage delegates that you can re-assign this triage decision to]
Assign to Triage Delegate (Reassessment from a Support Plan Review)
1. Select ASSIGN TO TRIAGE DELEGATE from the client’s card or listing.
Card View
[image: Client Card screen, Assign to triage delegate button at the bottom is highlighted.]
List View
[image: Current Assessments page, under current assessments tab, client details are shown in the list view, assign to triage delegate button is highlighted.]
2. The Assign triage decision pop up appears. Select the triage delegate, and then select ASSIGN.
[image: Assign Triage Decision for Client pop up. Shows a list of triage delegates that you can assign this triage decision to, the "assign" button is highlighted.]
3. Once assigned, a green banner appears: ‘Triage decision successfully assigned’.
[image: Green confirmation banner that shows 'Triage decision successfully assigned. ]
The client’s assessment will now display in the new triage delegate’s queue.
[image: Assessment referrals page, under the triage pending tab, client referral card is highlighted under "Triage Not Started" heading. ]


[bookmark: _Decide_Not_Eligible][bookmark: _Toc231972516]Decide Not Eligible for assessment before starting triage
	!
	Once the Triage Delegate has referred urgent services to the client, the Decide Not Eligible function no longer applies.


Triage Delegates can mark a client as ‘Ineligible for assessment’ without needing to conduct a triage. This functionality is available when a referral is accepted, triage has not started, and there is no urgent service recommended by the Triage Delegate.
This is only applicable for the following circumstances:
· The client is not an Aboriginal or Torres Strait Islander person and is less than 65 years of age 
· The client is an Aboriginal or Torres Strait Islander person and is less than 50 years of age
· The client is less than 50 years of age and is homeless or at risk of homelessness.
1. From the Organisation Administration tile, go to the Triage Pending tab. Search for the client that you wish to decide not eligible and select DECIDE NOT ELIGIBLE.
List View
[image: In the Assessment Referral page, under Triage Pending tab, client details are shown in the list view, the "DECIDE NOT TO ELIGIBLE' button at the bottom is highlighted.]


Card View
[image: Client card view, the "DECIDE NOT ELIGIBLE" button at the bottom is highlighted]
2. The Decide Not Eligible pop up appears.
There is a warning message that states you have determined in your capacity as the System Governor that the individual does not meet the eligibility criteria set out under Section 58 of the Aged Care Act (2024).
Select the link read more + to expand this message.
[image: Decide not eligible pop up window, there is a yellow warning banner, with "Read more +" button highlighted within the warning banner.]
3. Select the reason why the client is not eligible for assessment:
· Participant is younger than 65 and not First Nations or homeless/at risk of homelessness
· Participant is 49 years old or younger
Then select CONFIRM. 
[image: In the "Decide not eligible pop up", under the yellow warning banner, two radio button options (reason for ineligibility) and the “Confirmation” button at the bottom are highlighted.]
Once a Triage Delegate decides that the client is Not Eligible for assessment, they can then generate and/or upload the corresponding Ineligibility Letter.
[bookmark: _Completing_Triage][bookmark: _Toc231972517]Unassigning or reassigning an assessment referral
Team Leaders can unassign an assessment referral and reassign the referral to another assessor in the same outlet. There is no limit on the number of times referrals can be unassigned or reassigned. 
1. From the Accepted referrals tab, access the expanded referral view by selecting the expand icon (double arrow) on the client card.
[image: Assessment Referrals page, Accepted referrals tab. Expand Icon (double arrow) is at the top right of each client card.]
2. Select REASSIGN. If using list view, select REASSIGN from the expanded view.
[image: Client card. the Reassigned button at the bottom left is highlighted.]
3. Select the assesor that the referral is being assigned to and select SAVE. If the referral is going to be unassigned and added back to the queue, select Unassign and add to the queue. You can also re-assign to a specific assessor from here.
[image: 'Reassign this referral for CLIENT' pop up. The option to Unassign and add to the queue is highlighted. The Save button is highlighted.]
4. If reassigned, the assessment referral will appear under the relevant assessor in the list of Accepted referrals.
[image: Image is of the accepted referrals tab, the assessors name and the accepted referrals are highlighted in a red box.]
5. If unassigned, the referral will appear under Unassigned in the list of Accepted Referrals.
[image: Image is of the accepted referrals tab. The word unassigned and the unassigned accepted referrals are highlighted in a red box.]
[bookmark: _Toc231972518]Completing Triage 
In the Assessments tile under the Triage pending tab, clients whose triage has not been completed will display under the Triage Not Started heading.
1. Expand the client card to view the assessment details such as the Assessment Type, Assessment Reason, Assessment setting, Assessor, Eligibility at Screening and Latest screening (if any). 
[image: Client Card with assessment details on the left side]
2. Select START TRIAGE to begin the triage.
[image: Client Card, with the Start Triage button highlighted (bottom left)]
	!
	The Eligibility at Screening is not a formal eligibility decision under the Aged Care Act 2024. It serves as an indication that the client may not meet the eligibility criteria for an assessment. The final eligibility decision for assessment must be made by the Triage Delegate.


3. Before commencing triage, consent from the client must be received using the consent script. The Consent for Triage script should be read out to the client.
[image: Consent for Triage page]
4. Triage Delegate needs to record who the Consent was obtained from. Options provided are:
the client 
the client with support person
consent was not given
the supporter guardian.
[image: Consent for Triage page, with a drop down for recording the answer to 'Consent obtained from". This includes The client, The client with support person, and Consent was not given.]
5. Once the selection is made, select CONTINUE to progress.
[image: Consent for Triage page showing the script to be read to the client]
6. If the client or their supporters choose to not give consent, the triage process must end. The Triage Delegate is required to provide a reason for refusal. Options provided are:
the assessment is no longer required
client’s support person is not available
client does not have the capacity to understand and communicate consent
client’s supporter withdraws consent
client’s supporter not available to give consent
other reasons that can be specified further in a free text format.
	!
	The use of the Other, please specify value should be limited to rare and unusual situations that are not captured by existing values.


[image: Consent for Triage pop up, showing the drop down for answers to 'Please select a reason for not providing the consent' - Assessment no longer required, Support person not available, Client unable to consent, Other, please specify, Revoked by supporter, and Supporter not available]
7. Once a reason for not providing consent is given, select SAVE AND CLOSE.
[image: Bottom of the page for the Consent for Triage pop up, showing a warning banner 'Please be advised that without capturing the consent, you cannot proceed any further with the Triage. If sure, then select 'Save and Close'. This will reject the referral.]
[bookmark: _Toc166768034][bookmark: _Toc200536080][bookmark: _Toc231972519]Triage Pre-population options
Triage Delegates will have the option to pre-populate responses from the client’s previously finalised assessment, if available. 
1. Select the COMFIRM PRE-POPULATION button to pre-populate the relevant previous screening/assessment. Select the BLANK TRIAGE button to begin the triage without pre-populated responses. Selecting the CANCEL button will navigate you back to the expanded view. 
In exceptional cases when the client’s previous referral was rejected after triage was completed, you will only be able to complete the triage with the pre-populated rejected referral. 
[image: Prepopulate or Start A Blank Triage pop up. There are 3 buttons on the bottom right - Confirm prepopulation, Blank Triage, and Cancel]
2. Confirm the Demographic details of the client. Once confirmed, select SAVE AND CONTINUE TO TRIAGE.
[image: Demographic Details page showing client's personal details and identification, adn background. the Save and Continue to Triage button at the bottom right is highlighted]
3. During screening, if the client identifies as an Aboriginal or Torres Strait Islander, they can request to have their assessment completed by a First Nations Assessment Organisation.
[image: Demographic Details page, showing if a client identifies as an Aboriginal or Torres Strait Islander, then the next question appears, which is 'does the client prefer a First Nations Assessment Organisation for their assessment]
[bookmark: _Toc231972520]The Triage Questionnaire
1. Once the triage pre-population is completed, you will be directed to the Triage screen. Follow the prompts for the pre-populated or blank triage. All mandatory questions must be answered before completing triage.
There will be different mandatory questions under the following circumstances:
· Triage is being conducted in a hospital setting and the client is already receiving aged care services
· Triage is for a client on the End-of-life pathway.
[image: Triage screen of a client]
2. You must respond to the question What type of needs assessor is recommended for client assessment. The options available are Clinical, Non-clinical and not eligible for assessment. The option that is selected will display in the portal showing: 
comprehensive (clinical) assessment required 
home support (non-clinical) assessment required 
not eligible for an aged care assessment (refer to the Not eligible for assessment section for further information). 
[image: A screenshot of "Advice for assessment" , under the heading, there is a question "what type of assessor is recommended for client assessment?", three options are available underneath the question.]
3. If the answer to the last question is Clinical or Non-Clinical, you must then record if the client is requiring an urgent assessment. The options that are available are:
· High urgency – Client is in Hospital
· High urgency – Client is at immediate risk of harm or in a crisis situation (e.g. client carer incapacitated)
· High urgency – Client from a vulnerable cohort and/or has complexity
· Medium urgency – Client at home but needing services
· Urgent assessment not required.
If the client requires an urgent assessment and is on the End-of-Life pathway, you must select a High Urgency option. 
[image: A screenshot of question "require an urgent assessment?", the answer below ranging from high urgency with client in hospital to urgent assessment not required. It shows the "High urgency - Client from a vulnerable cohort and/or has complexity" is selected.]
4. Select the Priority of assessment. It may be pre-filled from the referral record. 
You should review the Assessment Priority and change it if client circumstances have recently changed. The priority should align with the previous question on the urgency of the assessment. If changing, then you must select a reason and enter a reason description.
[image: Screenshot of the question "priority of assessment?", with three options below: Low, Medium, and High. ]
The below image shows when the Priority of assessment changes from the original pre-filled value (for example from Low or High to Medium), the Reason for changing priority question appears.
The Reason for changing priority options available are: 
· Changed circumstances
· Incorrect priority assigned
· Further functional decline
· Entered emergency care
· End-of-Life Pathway
· Other (please specify).
If you select Other (please specify), the Reason description text box appears and you must enter the description.
[image: A screenshot of three questions:
 Question 1: Priority for assessment, with medium selected as the answer.
Question 2: Reason for changing priority, with "Others(please specify)" selected.
Question 3: Reason description, its a mandatory free text field underneath the question.]
	!
	For End-of-Life Pathway, the priority of assessment during triage must be set to High. If the pre-filled value was not High, you must change it to High, then select End-of-Life Pathway as the Reason for changing priority.
[image: A screenshot of two questions:
 Question 1: Priority for assessment, with "High" selected as the answer.
Question 2: Reason for changing priority, with "End-of-life pathway" selected.]


5. Specify if the client requires short-term urgent services, delivered via the Commonwealth Home Support Program (CHSP).
 [image: A screenshot of a question:
 Question: "Does the client require urgent service provision(direct to service)?, with yes and no buttons underneath.] 
6. To save the recorded information but not complete the triage, select the SAVE TRIAGE button. This button is displayed on top of the Navigation pane as well as at the bottom of the page.
Top of the navigation pane
[image: Client triage screen, the "save triage" button above the left navigation panel is highlighted]
Bottom of the page
[image: Client triage screen, the "save triage" button at the bottom is highlighted]
7. If the triage needs to be cancelled, select the CANCEL TRIAGE – NO FURTHER ACTION REQUIRED button located at the bottom of the triage page. Provide a reason for ending the triage and a comment at the pop up that appears. A list of options will be provided under Reason for ending the triage. Once the cancellation has been confirmed the referral will be rejected and you will be navigated back to the client summary page. 
[image: Pop-up screen for "cancel traige " ,including a dropdown to select the reason for ending the triage, with a comments field below.]
8. To complete the triage, select the COMPLETE TRIAGE button at the bottom of the triage screen. Note that the COMPLETE TRIAGE button will not appear until all mandatory questions have been answered in the triage.
[image: Client triage screen, the "Complete triage" button at the bottom is highlighted]
Once COMPLETE TRIAGE has been selected, a pop up will confirm that you would like to complete the triage. Select COMPLETE TRIAGE to continue. 
[image: Confirmation pop-up for completing triage, stating that no changes can be made once the triage is completed, with the ‘Complete Triage’ button highlighted at the bottom.]
Once the client’s triage has been completed, the referral for that client will remain on the Triage pending screen, under the Triage Completed heading. 
[image: Image of the triage pending tab, showing a client card listed under the Triage Completed section.]
9. The Triage Delegate will be able to expand the client card or listing, and view the following information and buttons:
view full client record 
view client report.
assign to assessor 
refer urgent services
convert to home support assessment or comprehensive assessment
reject
transfer
flag as End-of-Life.
Once the Complete triage action is completed, the above information will load as a pop-up screen automatically.
[image: Example of an expanded client card, with the call-to-action buttons highlighted at the bottom.]
[bookmark: _Not_eligible_for][bookmark: _Toc200536081][bookmark: _Toc231972521]Triage completed - Not eligible for assessment
During the Triage process, if a client is deemed as Not eligible for assessment, the Triage Delegate must notify the client with a formal decision letter.
[image: Advice for the assessment question: “What type of assessor is recommended for client assessment?”, with the ‘Not eligible for assessment’ option selected]
Upon completion of the triage where a client is found to be not eligible for assessment, the triage delegate will be taken to the ATTACHMENTS tab on the Client record screen with the following message (as shown in the example) displayed at the bottom of the page.
[image: Green banner 'You jave find the applicant ineligible for an assessment. Next steps are: 1) generate the ineligibility letter using the Generate Ineligibility Letter button. 2) Change the generated letter as required to reflect the reason why you found them ineligible. 3) Send the changed letter to the applicant and upload it to their client record using the Upload Ineligibility Letter button.]
Refer to the Generating and Uploading Ineligibility Letters section on these next steps.
[bookmark: _Toc200536082][bookmark: _Toc231972522]Viewing triage information 
Triage Delegates and Team Leaders can view the client’s triage information from the client’s summary page. This is done by selecting the magnifying glass icon next to Home Support Assessment or Comprehensive Assessment. 
[bookmark: _Referring_for_urgent][image: Completed Triage - View triage information]
[bookmark: _Generating_and_Uploading][bookmark: _Toc231972523]Generating and Uploading Ineligibility Letters
Once a Triage Delegate decides that the client is Not Eligible for assessment (either before or during triage), they can then generate and/or upload the corresponding Ineligibility Letter. This is done in the Attachments tab of the client record.
A message also shows that ‘you have found the application ineligible for an assessment. Next steps are:
1. Generate the ineligibility letter using the GENERATE INELIGIBILITY LETTER button
2. Change the generated letter as required to reflect the reason why you found [the client] ineligible
3. Send the changed letter to the applicant and upload it to their client record using the UPLOAD INELIGIBILITY LETTER button.’
[image: Green pop-up box outlining the next steps in dot points for applicants who are not eligible for assessment.]
1. To generate the ineligibility letter for the client, on the client's expanded card or list view, and select the VIEW FULL CLIENT RECORD button.
[image: Client Card, the View Full Client Record at the bottom left is highlighted.]
2. Select the GENERATE INELIGIBILITY LETTER button.
 [image: Client Card, Attachments tab. the Generate Ineligibility Letter button is highlighted.]
3. This will redirect you to the My Reports section, which will contain the Ineligible for Assessment Letter template. Wait until the Status is Ready and select View. This will allow you to download the letter.
[image: Under the Reports and Documents tab, the Ineligible for Assessment letter is listed in the table with a Ready status, and the View button on the right is highlighted.]
Update and change the generated letter template as required to reflect the reason why you have found the client ineligible during triage. Once you have completed the changes, save the letter template as a PDF or DOCX format. Select CLOSE to return to the client’s profile.
	!
	The system supports a maximum file size of 5MB, and does not accept Rich Text Format (RTF) files. Convert your files to PDF or DOCX formats before uploading.


4. Upload the updated Ineligible for Assessment Letter via the UPLOAD INELIGIBILITY LETTER button.
[image: Client Card, Attachments tab. the Upload ineligibility letter button is highlighted.]
5. The Upload ineligibility letter pop up will appear. Select CHOOSE FILE and select the file. Once selected, select UPLOAD.
[image: Upload ineligibility letter pop up screen, with choose file and upload button highlighted.]
6. If the document is successfully uploaded, you will receive a green banner indicating the attachment has been successfully uploaded. The letter will appear in the Assessment Attachments tab.
[image: Client card under the Attachments tab, showing the uploaded Ineligibility Letter, with a green confirmation banner at the bottom stating: “Your attachment has been successfully uploaded.”]
[bookmark: _Referring_to_Urgent][bookmark: _Toc200536083][bookmark: _Toc231972524]Referring to Urgent Services 
Triage Delegates can refer a client for short-term urgent services (delivered via the Commonwealth Home Support Program (CHSP) only) once an assessment referral has been accepted. This can occur before or after triage.
	!
	Once the Triage Delegate has referred urgent services to the client, the Decide Not Eligible function no longer applies.


1. To refer urgent services before conducting triage, in the Triage pending tab, the Triage Delegate will select the card for the client they are referring to for urgent services. Then select the button REFER URGENT SERVICES. 
[image: Client card. The Reger Urgent Services button at the bottom is highlighted.]
2. A pop up appears – ‘You should only provide urgent services if you have determined that the older person meets the eligibility criteria. If you continue, the DECIDE NOT ELIGIBLE button will no longer be available’. Select CONFIRM to continue.
[image: Confirm refer urgent services pop up, with the confirm and cancel button at the bottom.]
3. [bookmark: _Toc437118316][bookmark: _Toc158727854]The Triage Delegate will then be navigated to the Goals & recommendations tab under Support Plan and services. 
Select ADD A SERVICE RECOMMENDATION to enter the urgent service required. For more information refer to My Aged Care – Assessor Portal User Guide 7 – Completing a support plan and support plan review | Australian Government Department of Health, Disability and Ageing
[image: Support plan and services page, under the goals and recomendations tab. The add a service recommendation button is highlighted]
4. When a client has been referred for urgent services, Urgent Services Pending Triage will be shown on the client’s card or listing.
[image: Client card, urgent services pending triage is highlighted.]
[bookmark: _Toc200536084][bookmark: _Toc231972525]Converting assessment type
Triage Delegates can convert a client’s assessment from Comprehensive to Home Support, or Home Support to Comprehensive. 
1. Once triage has been completed and based on their clinical judgement, the Triage Delegate can convert the assessment by selecting the CONVERT TO HOME SUPPORT ASSESSMENT or CONVERT TO COMPREHENSIVE ASESSESSMENT.
Convert to Comprehensive Assessment
[image: A screenshot of the client card with CONVERT TO Comprehensive ASSESSMENT button highlighted.]
Convert to Home Support Assessment
[image: A screenshot of the client card with CONVERT TO HOME SUPPORT ASSESSMENT button highlighted.]
2. When converting from a Comprehensive Assessment to a Home Support Assessment, Triage Delegate will need to enter the Reason for change as being Low level care needs. 
Add a reason or comments. Then, select YES, CONVERT ASSESSMENT.
[image: Image of Convert to home support assessment pop-up box with Reasons for the change menu highlighted.]
3. When converting from a Home Support Assessment to a Comprehensive Assessment, Triage Delegates will need to enter the Reason for change as being High level care needs.
Add a reason or comments. Then, select YES, CONVERT ASSESSMENT.
[image: Image of Convert to home support assessment pop-up box with Reasons for the change menu highlighted.]
[bookmark: _Toc200536085][bookmark: _Toc231972526]Assigning an assessment referral to an assessor
Before a Triage Delegate assigns an assessment referral to an assessor, triage must be completed.
1. Referrals that can be assigned are located in the Triage pending tab, under the Triage Completed heading. Expand the client card for the referral you wish to assign, then select ASSIGN TO ASSESSOR. 
[image: Under the Triage Pending tab, the Triage Completed heading is highlighted, as well as with the double-arrow icon used to expand the client card.]
[image: A screenshot of the client card with ASSIGN TO ASSESSOR button highlighted.]
2. The Triage Delegate can Change assessment priority before assigning the referral. Respond Yes or No to the question Assign now, and then choose the assessor. 
You can also SEARCH FOR A SPECIFIC ASSESSOR. To proceed select ASSIGN. 
If you do not wish to assign now, this referral will remain under the Triage pending tab, under the Triage Completed heading. 
[image: Assign this referral screen, with the first question “Change assessment priority = High” highlighted, the “Assigned now” question set to Yes, and the “Search for a specific assessor” button highlighted.]
3. If successful, a green banner appears: ‘Referral successfully assigned to the assessor’.
[image: Screenshot of a green confirmation banner stating: “Referral successfully assigned to the assessor.”
]
The assessment referral will appear in the Accepted referrals list, under the name of the assessor the referral was assigned to. The referral will also appear in the assigned assessor’s Current assessments list for action.
[image: Under the Accepted Referrals tab, the tab is highlighted, the assessor’s name appears as the heading, and a client referral is highlighted below.]


[bookmark: _Unassigning_or_reassigning][bookmark: _Rejecting_an_assessment][bookmark: _Toc158727858][bookmark: _Toc200536087][bookmark: _Toc231972527]Rejecting an assessment referral
If an outlet is unable to accept an assessment referral and cannot transfer it, a Team Leader can reject the referral. Referrals may also be rejected after acceptance, but only before the assessment has commenced.
1. Select REJECT on the expanded card view or list view of the referral information.
[image: A screenshot of the client card with REJECT button highlighted.]
2. Select a reason for rejecting the assessment referral. Optionally you can enter the rejection reason. If you selected ‘Other’, then the rejection reason is mandatory. 
Then, select REJECT. The rejected referral will automatically be sent to My Aged Care to action.
	!
	The use of the ‘Other’ value when rejecting referrals should be limited to rare and unusual situations that are not captured by existing values. If an existing value primarily captures the nature of the rejection reason, please utilise that option. The free text field will be available for further information for any rejection reason selected.



	!
	An older Aboriginal and/or Torres Strait Islander person should not be rejected based on a client’s preference (e.g. under the reason “Client prefers an FNAO”) unless it is a last resort. A transfer prior to the assessment is preferable to a rejection. For more information please refer to the My Aged Care Assessment Manual.


[image: Screenshot of the “Reject this referral” page, showing a list of radio buttons to select a reason for rejection, a free text field below for additional comments, and the Reject button highlighted.]
[bookmark: _Toc158727859][bookmark: _Toc200536088][bookmark: _Toc231972528]Rejecting an assessment referral with the reason of Client deceased
	!
	Rejecting an assessment referral with the reason of Client deceased will change the client’s status to Deceased and make the client record read-only. Any unaccepted service referrals will be recalled, services in place will be ceased, assessments will be cancelled and the client’s access to the client portal will be revoked. My Aged Care will not send correspondence to the client or their supporters after the status is changed to Deceased.


1. If a client is deceased during an assessment referral period, team leaders will need to provide the following information:
· who, when and how you were informed that this person is deceased e.g. “Mrs Smith rang to inform us that Mr Smith has passed away on Saturday”
· date of death (if known)
· attachments (e.g. death certificate, hospital discharge documents).
[image: Screenshot of the “Reject this referral” page, showing a list of radio buttons to select a reason for rejection, with the “Client deceased” option highlighted. The follow-up question “Who, when and how were you informed that this person is deceased?” is also highlighted, along with the Reject button at the bottom of the page.]
2. When a client is marked as deceased, if they have an in-progress assessment or have commenced services, a notification will be sent to the associated assessor in the assessor portal advising the assessor to close or finalise the in-progress tasks.


[bookmark: _Transferring_an_assessment][bookmark: _Flagging_the_assessment][bookmark: _Toc200536089][bookmark: _Toc231972529][bookmark: _Toc158727856][bookmark: _Hlk178252134][bookmark: _Toc158727860]Flagging the assessment as End-of-Life Pathway
If the client has provided the Triage Delegate with a completed End-of-Life Pathway Form, they can flag the assessment referral to be considered for the End-of-Life Pathway, which is given a high priority. This process can be completed before and after triage is completed.
1. Select the Flag as End-of-Life button in the client’s card or list view.
[image: A screenshot of the client card with FLAG AS END OF LIFE button highlighted.]
2. Review the provided documents according to the rules of the My Aged Care Assessment Manual. Carefully examine the End-of-Life Pathway Form and any supporting documentation submitted by the client. Select the most appropriate value for verifying the End-of-Life Pathway Form and supporting documents. 
[image: Flag referrals as end-of-life screen, showing a dropdown field for end-of-life verification highlighted.]
	!
	It is crucial to review and upload the End-of-Life Pathway Form and any supporting documentation to ensure the client meets the eligibility requirements under the End-of-Life Pathway. If the documentation is incomplete or missing, select Document reviewed – pending.


3. Complete the Details field by entering the necessary details, then select the UPLOAD ATTACHMENT button to attach the form.
[image: Flag referrals as end-of-life screen, where “Document reviewed – valid” is selected,  a text box for additional details appeared below (highlighted), along with the Upload attachment button also highlighted.]
4. Select the CHOOSE FILE button to select the form from your device. 
Fill in the Attachment type, Attachment name, and Attachment description fields, and then select the UPLOAD button to upload the form.
[image: Upload attachment screen, with the Choose attachment button highlighted. Below, the three fields—Assessment type, Assessment name, and Attachment description—are also highlighted, along with the Upload button at the bottom of the page.]
5. A confirmation screen will appear. Review or delete the attachment or details if necessary, and then select the FLAG AS END-OF-LIFE button to complete the process.
[image: Flag referrals as end-of-life screen, showing an uploaded attachment with the delete (bin) icon next to it highlighted, along with the "Flag as end of life" button highlighted.]
6. Once completed you will receive a green confirmation banner at the bottom of the screen, and the assessment referral card will show the End-of-Life Pathway symbol.
	[image: End of Life pathway logo - Red background, a hand and a cross on top]
	End-of-Life Pathway


[image: A Client Card showing a end of life pathway symbol next to the status for High importance at the bottom of the card]
[bookmark: _Transferring_an_assessment_1]

[bookmark: _Transferring_an_assessment_2][bookmark: _Toc200536090][bookmark: _Toc231972530]Transferring an assessment referral to another outlet or Organisation
Only incoming, accepted or triaged referrals may be transferred to another outlet or organisation. A referral can only be transferred to another organisation or outlet once.
Follow these steps to transfer assessment referrals to an alternative assessment organisation or outlet:
	!
	Before transferring a referral, the Team leader must ensure:
The client understands why their referral is being transferred and consents to the transfer of the referral to the new assessment organisation.
· They have contacted the assessment organisation that will be receiving the client referral to confirm that they will accept the referral.
A referral should not be transferred before confirmation has been obtained that it will be accepted by the receiving assessment organisation. 


1. From either the Incoming referrals, Triage pending or Accepted referrals tab of the Assessment Referrals tile, select the client’s card or listing, and then select TRANSFER in the expanded view.
CARD view example:
[image: Client Card, the Transfer button at the bottom is highlighted][image: 'Transfer this referral for CLIENT' page showing an information banner - 'Before you transfer, contact the assessment organisation you want to refer the client to. Please provide as much information as possible in the comments box below to assist the receiving organisation. Please note a referral can only be transferred once. Please ensure that you have client consent for assessment type before transferring.']
LIST view example:
[image: Client summary in the list view. the Transfer button at the bottom is highlighted.]
2. The following warning will appear when you select TRANSFER.
[image: pop out reads; Before you transfer, contact the Assessment Organisation you want to refer the client to. Please provide as much information as possible in the comments box below to assist the receiving organisation. Please note, a referral can only be transferred once. Please ensure that you have client consent for assessment type before transferring.]
3. [bookmark: _Hlk178252275]A pop up appears. Under ‘What type of assessment does the client require?’, select either Home Support or Comprehensive Assessment. 
For Comprehensive assessment, it will provide an Assessment setting of Hospital or Non-Hospital. If Home Support Assessment is selected, the assessment setting will disappear.
Once these have been selected, select the button ADD ADDRESS to search the address of the assessment organisation.
Comprehensive Assessment example
[image: 'Transfer this referral for CLIENT' page, showing:
1) what type of assessment does the client require? Comprehensive assessment.
2) assessment setting: Hospital
3) Search for assessment organisation: Enter a hospital address. The Add Address button is highlighted.]
Home Support Assessment example
[image: 'Transfer this referral for CLIENT' page, showing:
1) what type of assessment does the client require? Home Support Assessment.
2) search for assessment organisation: use the client's address]
4. The Add address pop up will appear. Enter the assessment organisation’s address, then select VALIDATE THIS ADDRESS. 
Below a list of addresses will be provided. Select the most relevant address. 
To finalise the address, select SAVE ADDRESS. 
[image: Add Address pop up. the Validate This Address button is highlighted
]
5. If the assessment setting is non-hospital, you can either use the client’s address or add an alternative assessment address depending on the client’s/representative’s preference. Select the appropriate assessment organisation for referral transfer and then select the reason from the drop-down menu.
If the transfer reason is OTHER, you will be prompted to add a comment explaining the reason. 
[image: 'Transfer this referral for CLIENT" page showing a list of assessment organisations satisfying search criteria that can be selected via radio button. If selecting OTHER, the 'Select a reason for transferring this client' section appears.]
[image: Image of drop-down menu of reasons to transfer client. Insufficient capacity, outside assessment org region, client change in circumstances, remote assessment, clinical staff not available, Other.]
6. Once the TRANSFER button is selected, a green banner will be displayed confirming the transfer has been completed successfully.
[image: Green banner - CLIENT referral has been transferred successfully]
	!
	If the client has preference to be assessed by a First Nations Assessment Organisation a yellow banner will be displayed advising so. [image: Warning banner - you are assigning the assessment referral of a client who has preference for the assessment to be done by First Nations Assessment Organisation.]


[bookmark: _Toc158727857][bookmark: _Toc200536091][bookmark: _Toc231972531]Transferring client records from inactive outlets
Departmental staff can transfer client records linked to an inactive outlet to an active outlet in the same assessment organisation, or to another assessment organisation.
Future Support Plan Review requests or new assessment referrals will be issued to the active outlet. Care extension requests transferred to the active outlet will appear as ‘unassigned’ in the delegate queue.
The assessors and the contact centre will see a note of the transfer in the My Aged Care client record. The client’s online account includes a notification of the transfer.
In the assessor portal, the notification of the transfer can be seen in the Notes tab of the client record.
[image: Screen capture of the Client records from inactive outlets.]
[bookmark: _Toc170127743][bookmark: _Toc200536092][bookmark: _Toc231972532]Residential Funding Referrals
The Residential Funding Referrals tile is available to accept any residential funding referrals.
[image: ]
A clinical aged care needs assessor (clinical needs assessor) will have access to the Current Work and Recent Work tabs. 
The Current Work tab contains Residential Respite Assessments that are assigned to you. 
[image: Screenshot of the current work tab.]
The Recent Work tile contains Residential Respite Assessments that you have completed in the past 2 years.
[image: Screenshot of the Recent work tab.]
Filters can be applied to both the Current and Recent work tabs.
[image: Screenshot of applying a filter on the recent work tab.]
For more information on self-referring a client and starting a Residential Respite Assessment, please refer to the Aged Care Assessor Application User Guide. 


[bookmark: _Toc200536093][bookmark: _Toc231972533]Support Plan Reviews
	!
	For a reassessment following a Support Plan Review, triage will be simplified. Assessors can ask the triage questions themselves, with the Triage Delegate only contacting the client if information is missing. 
For more information about conducting a Support Plan Review for Support at Home clients, refer to My Aged Care – Assessor Portal User Guide 7 – Completing a support plan and support plan review | Australian Government Department of Health, Disability and Ageing.


Team leaders can manage Support Plan Reviews via the Review requests tile on the assessor portal home page.
[image: Team leaders are able to manage support plan reviews via the ‘Review requests’ tile on the assessor portal home page]
In the Review requests section, team leaders can view Upcoming reviews, Assigned reviews and Review history.
[image: A screenshot of the upcoming reviews page with the subsequent tabs highlighted. ]
In the Upcoming reviews tab team leaders can:
view scheduled reviews
view reviews requested by service providers 
assign reviews to assessors
change review priority
cancel reviews.
In the Assigned reviews tab team leaders can reassign reviews to different assessors. 
In the Review history tab team leaders can view a history of completed and cancelled reviews.
[bookmark: _Toc158727861][bookmark: _Toc200536094][bookmark: _Toc231972534]Viewing Support Plan Reviews
A Support Plan Review request will contain the following information: 
The person/organisation requesting the Support Plan Review
The assessor who last conducted the assessment
The urgency for the review to be completed
· Reasons for request including:
Client’s change in circumstances
Impact on client’s needs
Primary reason for request
Services client is currently receiving
Options explored to increase the client’s current support.
	!
	Upon receiving an urgent review request, the Team Leader must select the double arrow icon to expand the referral card to verify whether it relates to the End-of-Life pathway and prioritise it accordingly. Please refer to the ‘Identification of End-of-Life Clients’ via Qlik guidance on Assessment Hub’


Urgent Support Plan Review request because the client is on the End-Of-Life Pathway
[image: Upcoming Reviews page, Upcoming Reviews tab, showing a client card tagged with a Urgent Request]
A banner will be displayed on the request if additional attachments have been added to the client’s record as part of the Support Plan Review request.
[image: Upcoming Reviews page, Upcoming Reviews tab, showing a client card tagged with a Urgent Request. the Assign Review button on the bottom left is highlighted.]
	!
	If the client has pending support relationships, a banner will be displayed on the review. Team leaders are able to confirm pending support relationships for clients, this process is described in My Aged Care – Assessor Portal User Guide 2 – Registering support people and adding relationships.
[image: An alert banner with ' ... client has pending support relationships']


Team leaders can sort, and filter Support Plan Reviews based on several categories.
[image: Image of the assigned review tab with a list of sort by filter options provided. ]
[bookmark: _Toc158727862][bookmark: _Toc200536095][bookmark: _Toc231972535]Assigning a Support Plan Review
Team leaders will only be able to assign the Support Plan Review request that has the parent assessment type as Home Support assessment to non-clinical aged care needs assessors (non-clinical assessors) within the outlet. If the client is undergoing support, the team leader contacts the assessor to determine whether to end the support period or cancel the review.
[image: Client card showing a client who is undergoing Reablement]
Follow these steps to assign a Support Plan Review: 
1. Navigate to the Upcoming reviews tab and select ASSIGN REVIEW on the expanded client card.
[image: A screenshot of a client card with the Assign Review button highlighted. ]
2. [bookmark: _Hlk167108330]Before assigning to an assessor, you can change the Support Plan Review priority. Select an assessor to assign the Support Plan Review to and select ASSIGN.
[image: A screenshot of the assign this review pop-up with the cange support plan review priority question highlighted. ]
3. [bookmark: _Hlk167108055]Once assigned, a banner will appear on the bottom of your screen.
[image: ]
4. The Support Plan Review will now appear in the Assigned reviews tab. Assigned reviews will also appear in the Current reviews tab of the assessor the review was assigned to.
[bookmark: _Toc167197226][bookmark: _Toc169169008][bookmark: _Toc200536096][bookmark: _Toc231972536]Transferring a Support Plan Review
Team leaders can transfer Support Plan Reviews to other assessment organisations. 
1. To begin transferring a Support Plan Review, go to Upcoming reviews and select the client card you wish to transfer for the Support Plan Review. Select TRANSFER REVIEW. 
[image: image reads; Before you transfer, contact the Assessment Organisation you want to refer the client to. Please provide as much information as possible in the comments box below to assist the receiving organisation. Please note, a referral can only be transferred once. Please ensure that you have client consent for assessment type before transferring.]
[image: A screenshot of a client card with the transfer review button highlighted. ]
2. You will need to enter a What is the reason for the transfer and search and select the Assessment Organisation which the Support Plan Review will be transferred to. Once the reason for transfer and organisation has been selected, select TRANSFER.
[image: A screenshot of the transfer this support plan review page with the Transfer button highlighted. ]
[bookmark: _Toc158727863][bookmark: _Toc200536097][bookmark: _Toc231972537]Reassigning a Support Plan Review
Follow these steps to reassign a Support Plan Review: 
1. From the Assigned reviews tab, expand the client card using the expand icon [image: Picture of expand card icon] and select REASSIGN REVIEW on the Support Plan Review to be reassigned or unassigned.
[image: Client Card. the Reassign Review button on the bottom left is highlighted.]

2. Select another assessor and REASSIGN.
[image: 'Reassign this review for CLIENT" pop up, showing a list of assessors, along with how many assessment they have and how many reviews assigned, that can be assigned to using the radio button. the Reassign button is highlighted.]
3. The Support Plan Review will now be reassigned to the selected assessor and the review will appear in their Current reviews tab. 
	!
	Team leaders can also reassign Home Care correspondence notifications, by going to Tasks and notifications in the assessor portal homepage and selecting the SAH Notifications tab. More information on this can be found on My Aged Care - Assessor Portal User Guide 9 - Tasks and notifications.
[image: Image is of the re-assign home care correspondence notifications pop out. A list of recipients are displayed, the save button is highlighted in a red box.]


[bookmark: _Toc158727864]

[bookmark: _Toc200536098][bookmark: _Toc231972538]Cancelling a Support Plan Review
[bookmark: _Hlk167109767]In either the Upcoming reviews tab or Assigned reviews tab, select CANCEL REVIEW from the expanded view of the client card for the review to be cancelled.
[image: Client Card. the Cancel Review button is highlighted]
Select a reason for the cancellation from the with a brief explanation on the details field and then select CANCEL REVIEW REQUEST.
[image: 'Cancel this review for CLIENT' pop up, showing a list of reasons for cancellation: insufficient information, sent in error, client withdrew request, client declined- no consent, client medically unstable, client deceased, unable to contact client.] [image: 'Cancel this review for CLIENT' pop up. Showing the selection of the reason for cancellation "unable to contact client" and then manually entered details. the Cancel Review Request button is highlighted.]
The review will be removed from the Upcoming reviews tab. Completed and cancelled Support Plan Reviews will also appear in the Recent reviews tab of the assessor who completed the review. Support Plan Reviews will also be cancelled automatically where a new assessment referral is issued and accepted for the client. This will allow the new assessment to commence without requiring the Support Plan Review to be completed.
[bookmark: _Toc158727865][bookmark: _Toc200536099][bookmark: _Toc231972539]Cancelling a Support Plan Review with the reason of Client deceased
	!
	Cancelling a Support Plan Review with the reason of Client deceased will change the client’s status to Deceased and make the client record read only. Any unaccepted service referrals will be recalled, services in place will be ceased, assessments will be cancelled and the client’s access to the client portal will be revoked. My Aged Care will not send correspondence to the client or their supporters after the status is changed to Deceased. My Aged Care will send a notification to the client’s assessor and provider advising them to close or finalise any in-progress items. Where a client is active in the Support at Home Priority System or has been allocated funding, this will remove the client from the Support at Home Priority System and withdraw any allocated funding.


1. When cancelling a Support Plan Review with the reason of Client deceased, you will need to provide the following information:
who, when and how you were informed that this person is deceased
e.g. “Mrs Smith rang to inform us that Mr Smith has passed away on Saturday”
date of death (if known)
attachments (e.g. death certificate, hospital discharge documents).
2. Support Plan Reviews will also be cancelled automatically where a new assessment referral is issued and accepted for the client. This will allow the new assessment to commence without requiring the Support Plan Review to be completed.
[image: 'Cancel this review for CLIENT' pop up. Select a reason for cancellation, supply additional information, date of death, and attachments. ]
3. Notes and attachments can be attached to the client record after the status is set to Deceased.
4. When a client’s status is changed to Deceased, if they have an in-progress assessment or has commenced services, a notification will be sent to the associated assessor in the assessor portal, advising the assessor to close or finalise the in-progress tasks.
[bookmark: _Toc158727866][bookmark: _Toc200536100][bookmark: _Toc231972540]Change priority for a Support Plan Review
Team leaders can change the priority of a Support Plan when assigning a review to an assessor in the Upcoming reviews.
	!
	If the Support Plan Review has been requested for clients to access the Support at Home End-of-Life Pathway, the request will be classed as an Urgent request and the circumstances will be “Needs End-of-Life Pathway”. The urgency must not be modified unless the original review requested did not appropriately flag for the End-of-Life Pathway – in these circumstances the priority must be updated to urgent.
[image: Part of a client card showing a Urgent Request banner and the reason for request.]


[bookmark: _Hlk167110656]Follow these steps to change Support Plan Review priority after it has been assigned:
1. Navigate to the Assigned reviews tab, open a client card or listing and select CHANGE PRIORITY.
[image: Client Card. the Change Priority button is highlighted.]
2. Select the new priority from the drop-down list then select CHANGE PRIORITY. When changing priority to Urgent you must add the reason for changing the priority in the Reason description section, then select CHANGE PRIORITY.
[image: 'Change Support Plan Review Priority for CLIENT" pop up. ]
3. A confirmation message will be displayed, and the review’s priority will be displayed in the Assigned review tab.
[image: Green banner - you have successfully changed the priority of this review.]
For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799	        1

OFFICIAL

     For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799	     2	
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Preferences
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Client story

Assessment details
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The client has indicated a preference for First Nations Assessment Organisation to do their assessment.
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Assigned to Nikita Sevilla I

Finalised Support Plan Review due by 11 July 2024 I

R

REASSIGN REVIEW (| CANCEL REVIEW H CHANGE PRIORITY H VIEW FULL CLIENT RECORD
VIEW ALL CLIENT NOTES
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Reassign this review for Gamett Martin

Al fields marked with an asterisk (*) are required

Assign to:*
O Ofelia BALDERAS (10 assessments and 0 reviews assigned)
O Nikita VILLARREAL (7 assessments and 0 reviews assigned)
O Bonita PRENTICE (0 assessments and 0 reviews assigned)
O Louie HINSON (8 assessments and 0 reviews assigned)
O Nadia HINSON (0 assessments and 7 reviews assigned)
O Faith LAWTON (0 assessments and 0 reviews assigned)
O KyngstonMCCANN (0 assessments and 0 reviews assigned)
O Lesley PIATT (0 assessments and 0 reviews assigned)
O Lashawn TAGGART (15 assessments and 6 reviews assigned)
O Gideon HOOD (0 assessments and 0 reviews assigned)
O Nikita SEVILLA (21 assessments and 8 reviews assigned)
O Garnet CLEMENS (0 assessments and 0 reviews assigned)
O Abubakar SOUSA (24 assessments and 23 reviews assigned)
O Obadiah EDMONDSON (18 assessments and 2 reviews assigned)

O Elissa MAZUR (0 assessments and 0 reviews assigned)





image145.PNG
Re-assign Home Care comespondence nofification:

Al fields marked vith an asterisk (*) are required.

Please select Home Care correspondence notification recipient
O Ashten Carvalho
O Jawad Egan

O Benji English

O Shamika Franke
O Kenton Gagne
O Efren Gatlin

O Noma Graziano
O Dominique Guinn
O Kim Hendrick

O Lyn Houle

O Matthias Hyman
O Rayland Knudson

O Roni Kong
RN P

cancer | |

»





image146.png
Gamett MARTIN

Aged 81 (27 July 1943), Male

Requested by Reason for request
Representative
Clients change in circumstances
Contact Change in care needs
Roderick Martin |mpact on client's need:
05 4238 7904 Impact on client's needs:
Gaynell Michel@iest oidass.nan Roger Arrell needs Home maintenance , because Jennifer
Wiliams needs her windows and gutter cleaned and would
like to be accessed for Home maintenance due COPD and
Request submitted by~ Nova Son have blocked artery and needs assistance with Home
Client last assessed by: Obadiah Hurley maintenance.
Assigned to Nikita Sevilla I
Finalised Support Plan Review due by 11 July 2024 I
R

CANCEL REVIEW ‘

VIEW ALL CLIENT NOTES

‘ REASSIGN REVIEW CHANGE PRIORITY H VIEW FULL CLIENT RECORD
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# Home | Assessment Referrals

Incoming referals

[[WINPIEIES  Triage pending | Accepted referrals

Referral history

Filter by

O Select all

Sort Referrals by:
Last Name

in order of
Alphabetical (A-Z)

Currently viewing GRAZIER AGED CARE Outlet

1to 1 out of 1 matching result
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Cancel this review for Gamett Martin

Reason for cancellation
Select one v

fosions

Insufficient information

Sent in error

Client withdrew request
Client declined — no consent
Client medically unstable
Client deceased

Unable to contact client
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Cancel this review for Gamett Martin

Reason for cancellation *
Unable to contact client

Detait: *
Client/Representative was unable to be contacted. Tried contacting muliple times and left voice messages|

4
106/ 255
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Cancel this review for Gamett Martin

7 o T =
outstanding assessmants and Support lan reviews, and add notes and attachments.

Please supply the following information

W, whenand howwere o forned s parsn's deceased? (2)

Date of death
(i known)

prors——

Add Attachments

You can upload files up to 5 MB to this record. The following file types are accepted:
ipeg. jpg. bmp. .png. docx. xsx. pdf, txt

(if ible)

& Choose afile

Detals:*
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Urgent request
A Requested: 6 May 2025 Requested action date: 16 May 2025

Requested by
Client

Contact

Jewell Rea
029885 6245

Request submitted by Place Jane

Client last assessed by: UAT.Ford UAT Lovell
Finalised Support Plan Review due by 20 May 2025

Reason for request
Why is this request urgent?
EOL Pathway

Clients change in circumstances:
Needs End-ofLife Pathway

Impact on clients nesds
EOL pathuiay required
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Gamett MARTIN

Aged 81 (27 July 1943), Male

Requested by
Representative

Contact

Roderick Martin
02 4538 7964
Gaynell Michel@test oidass.nan

Request submitted by:  Nova Son
Client last assessed by: Obadiah Hurley

Assigned to Nikita Sevilla
Finalised Support Plan Review due by 11 July 2024

Reason for request

Clients change in circumstances
Change in care needs

Impact on client's needs:

Roger Arrell needs Home maintenance , because Jennifer
Williams needs her windows and gutter cleaned and would
like to be accessed for Home maintenance due COPD and
have blocked artery and needs assistance with Home
maintenance.

e —
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Change support plan review p for Gamett Martin

Urgent

Sudden deciine in Health condition. Need urgent care
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Search incoming referrals

Incoming referrals

Choose an ftem

Aged Care user ID

Assessment action due
Assessment setting

Assessment type

End-of-Life Pathway
First name

First Nations assessment preference
Last name

Locality

Postcode

Priority

Referral type

Referred date

State

Suburb

it servi
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Search incoming referrals

Incoming referrals

« BGULLEIS | SAVE FILTER || CLEARFILTER

1 of 7 filters used

Urgent services
Yes
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BRUNSWICK WEST, VIC, 3055
Brenna Hale
AC73216335
10 April 2026
13 April 2026

@ comprenensive A 35 days overdue

| High

Triage Completed
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Aged

care Assessment  Accepted Assigned
Name ¢ userID ¢ Locality type date & Status Date due © to Priority

() HICKO AC7314 GREENWO  Home 24041202 |Urgent Services| A Brenna @ Low
RY 9924 OD, WA, Support 6 Pending Triage  27/04/2026 Hale [+]]
Jil 6024 (Completed (21 days

Triage) overdue)
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Assessor Portal My

# Home | Assessment Referrals

ACE8507173
12 February 2025
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Sarah STACEY

Ageq 5 (29 Apr 1650 ), Femae, entites 2 Tores St sander Refere om GRAZIER AGED CARE Outlt ACAT-RAS on 12 Februay
225

R petaence vas ecorded Acton Reteraldue by 15 February 2025

Assessment detals Cllent story
No cent story s recorded

FNAO-preference  Yes
Assessmenttype  Comprehensive
Assessment reason  SelfReferral
Assessment setting  Hospital

Comments

[wenron cumrrecond || @ veweumrerort
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Home Support

GO0GONG, NS, 2820 Home Suppet
Home Support

2UMERE, L, 4034 Camprenensive
Conprenensve

Refared fom GRAZIER AGED CARE Outlet ACAT-RAS on 12 Februry
o
‘Action Referral due by 15 February 2025

Cllont sory
o clntstory was recorded

Comments

14022025

12022025

031052025 (12 s overcue)

A 0210572025 (13 days overdue)
4 291042025 (16 days overdue)
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Dionne LOGUE

Aged 71 ( 12 August 1953 ), Male Referred from Aged Care Galeway on 23 September 2024

Preferences ‘
No preference was recorded Action Referral due by 26 September 2024

Assessment details Client story

Assessmenttype  Comprehensive 18/11/2021

Assessment reason  Direct Assessment - Direct referral waming
message will be validated in Portal

Assessment setting  Non-Hospital 01/11/2021 @
Support plan review 13 September 2024
Support plan 13 September 2024
Comprehensive Assessment 13 September 2024 @
Comments
Comprenensive Assessment 3 November 2021 Conabitant details .
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# Home | Assessment Referrals

elncoming referrals

(PSR | rriage pending | Accepted referials | Refemal history
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Sarah STACEY

Ageq 5 (29 Apr 1650 ), Femae, entites 2 Tores St sander Refere om GRAZIER AGED CARE Outlt ACAT-RAS on 12 Februay
225

R petaence vas ecorded Acton Reteraldue by 15 February 2025

Assessment detals Cllent story
No cent story s recorded

FNAO-preference  Yes
Assessmenttype  Comprehensive
Assessment reason  SelfReferral
Assessment setting  Hospital

Comments

VIEW FULL GLIENT RECORD

B VIEW CLIENT REPORT
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Trage pendng  Accepledeferals | Refral oy

Filter by
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1105 out of 5 matching results
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ccept this referral for sal acey

Triage category

‘Assessment setting
© Hospital

® Non-Hospital

ACCEPT
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ccept this refemral for sarah stacey

‘Crange sssesemen priory? (2)
Medium -

‘Rssessment setting: ( 2)
@® Hospital
(O Non-Hospital

ACCEPT
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ccept this refemral for sarah stacey

Crange sssessment priory? (3)
High

hanged circumstances

Incorrect priorty assigned
urther functional decline
ntered emergency care

nd-of Life Pathwiay

Other (please specify)
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Stella STACEY

2025
‘Accepted on 12 February 2025

Preferences

R erarence was recorded Completed Support Plan due by 27 February 2025

Assessment details Client story

No client story was recorded
FNAOpreference  Yes

Comments

Assessmenttype  Comprehensive
Assessment reason  SelfReferral
Assessment seting  Hospital
Assessor Africa Green
Triage conducted by Africa Green

Support plan @ inProgress.
Comprehensive Assessment @ In Progress.

@
®

vewrL o reconw || @ vewoum e |
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Stella STACEY

Assessment setting

i Ifyou edit the assessment setting for this client, you must also edit the assessment setiing in the IAT.

Assessmnt seting” (7)
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5 The need for this new assessment was identified while conducting a support plan review. An assessor can start triage and enter

1 triage information obtained from the client, but only a Triage Delegate can complete triage.

Age 92 ( February 19, 1970 ), Male Referred from Aged Care Gateway on 1 April 2025
Accepted on 1 May 2025

Preferences

No preference was recorded First Clinical Intervention due by 5 May 2025

Assessment details Client story

Assessment type  Home Support No client story was recorded

Assessment reason  No assessment reason was recorded Comments

Assessment setting  Non-hospital

Triage category Data

Assessor Alfred Pennyworth

Latest screening 1 May 2025

VIEW FULL CLIENT RECORD | | & VIEW CLIENT REPORT

START TRIAGE ‘ ASSIGN TO TRIAGE DELEGATE REFER URGENT SERVICES ‘ ‘ FLAG AS END OF LIFE





image28.png
Assessor Portal

& Home | Assessment Referrals

Incoming referrals Gurenty viewng ABC Outlet

Incoming referrals

Triage pending | Accepted referrals  Referral history
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@ Triage pending

Incoming referrals Accepted referrals | Referral history

Filter by

Last name First name

ADVANCED SEARCH H CLEAR FILTERS

Assigned to is Assigned to me
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Search triage pending

Triage pending

SAVEFILTER || CLEARFILTER

Choose an item

[Choose an item

Accepted date
Aged Care user ID
Assessment setting
Assessment status
Assessment type
End-of-Life Pathway

FILTER

First Nations assessment preference
Last name





image31.png
Search triage pending

Triage pending

M ADD FILTER

CLEAR FILTER

2 of 7 filters used

Urgent services
Yes

Assigned to
Assigned to me
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Aged care user ID: AC16690976
Date accepted: 24 April 2026
Completed Triage due by: 27 April 2026

ﬁ Home Support A 22 0ays overdue

Urgent Services.
Pending Triage
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Aged care Assessment  Accepted

Name < user ID Locality type date Priority |

@ VOLTO  AC16690976 Home Support  24/04/2026 Urgent Services|Pending Triage A 2710412026 (22 [ e
Van (Completed Triage) days overdue) -]
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Tess MARTINS

Aged 90 (1 July 1934 ), Female

Preferences
No preference was recorded

Assessment details
Assessmenttype  Comprehensive
Assessment reason ~ Self-Referral

Assessment setting  Non-Hospital

VIEW FULL CLIENT RECORD ‘ ‘ & VIEW CLIENT REPORT

I assioN | EEENE

Referred from GRAZIER AGED CARE Outlet ACAT-RAS on
14 October 2024
Accepted on 14 October 2024

Completed Support Plan due by 23 November 2024

Client story
No client story was recorded

Comments
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Assign triage decision for Tess MARTINS

O Orange SHELL
O Simon FLOWER

O Incy WINCY
O George MATERS
O Harry HELLO
O Maya SINGH

CANCEL
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# Home | Assessment Referrals

[

SortReferis by inordror
Accepted Date ~ Earliest to Latest - n

Current sort order is Accepted Date

Triage Not Started

Tess

MARTINS

© GREENWOOD, WA, 6024 © WENTWORTHVILLE, NSW, 2145
Aged care user ID: AC27388446 Aged care user ID: AC48039697
Date accepted: 14 October 2024 Date accepted: 12 February 2025
Completed Support Plan: 23 November 2024 Completed Triage: 15 February 2025

@ comprehensive A 173 days overdue

\/ Successtuly assigned for iage

@ Triage Not Started
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Aaron CANTATO

2 Please confirm that Aaron CANTATO, 15 September 1944, 81 Years, AC12345678 is the person you are conducling this assessment for.ff the person
1 details are incorrect, a privacy breach may occur.

Aged 81 (15 September 1944 ), Male Referred from Aged Care Gateway on 2 October 2025
Accepted on 4 February 2026

ZI,"!,"J;;‘:‘.’.; was recorded Completed Triage due by 7 February 2026

Assessment details Client story

Assessmenttype  Home Support 02/1022025 @

Assessment reason

VIEW ALL 1 CLIENT NOTES

Latest screening 2 October 2025 @ Comments.

VIEW FULL CLIENTRECORD || & VIEW CLIENT REPORT
EICRE Il resssion | DECIDE NOTELIGIELE

reremmoewtsemaces || meieor || maveren | rrons vporure
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James GOWTY

A @ssessmentior. IT Ine PErson Getalls are INCOITeCy, a privacy DIeacn may OCCur.

Aged 92 (1 July 1933 ), Male Referred from Centacare - ACA - Cabool - QLD on 12
May 2026
Accepted on 12 May 2026

Preferences

No preference was recorded Completed Triage due by 15 May 2026

Client story
No client story was recorded

Assessment details
Assessmenttype  Home Support

Comments
Assessment reason ~ Self-Referral
Assessor Andy Flower
Support plan @ Triage In
e @
Home Support Assessment @ Triage In
Progress

VIEW FULL CLIENT RECORD || & VIEW CLIENT REPORT

CONTINUE TRIAGE  REA
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) Curent assessments Curtenty viswng ABC Outet

Recent assessments

Aged
care Accepted
userID ¢ Locality e date Status Date due
(+¥) GOWTY AC28605 LYNEHAM,  Home 12/05/2026  Triage In Progress A\ @ Low
James 087 ACT, 2602 Support (Completed Triage)  15/05/2026
(5 days
overdue)

2 Please confirn that James GOWTY, 1 July 1933, 92 Years, AC28605087 is the person you are

1  conducting this assessment for. If the person details are incorrect, a privacy breach may occur.

Aged 92 (1 July 1933 ), Male Referred from Centacare - ACA - Cabool - QLD on 12
May 2026
Accepted on 12 May 2026
Preferences )
No preference was recorded (Completed iriage/due byy1E May;2026
Assessment details jChept Story)
No client story was recorded
Assessmenttype  Home Support
Comments
Assessment reason ~ Self-Referral
Assessor Andy Flower
Support plan @ Triage In
L0
Home Support Assessment @ Triage In
Progress

VIEW FULL CLIENT RECORD || & VIEW CLIENT REPORT

CONTINUE TRIAC
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Re-assign t

age decision for James GOWTY

Al fields marked with an asterisk (*) are required

Triage decision currently assigned to Andy FLOWER
Re-assign o

O Africa GREEN

O Lowell ELLIOTT

O Simon FLOWER

O Place back in triage queue
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1 ine person detas are incorec & privacy breach may occur
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e Current assessments Curenty viwing  ABC Outet

Rmm

e
Filter by (

11014 out of 14 matching results

. Jp— R —— oy
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1800 82 Mon-Fii 8am - 8pm Sat 10am - 2pm Welcome Simon

Logout

e Triage pending Curenty viewing Another Outlet

Incoming referrals IR Accepted referrals | Refera history

Filter by
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ot ot

1101 out of 1 matching resut

Triage Not Started
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‘Aged care user ID: ACITATO6TS
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Aaron TANCOCO

2 Please confim that Aaron TANCOCAQ 15 September 1944, 81 Years, AC39652350 is he person you are conducling fis assessment for. I the person
1 detais are incorrect, a privacy breach may occur.

Aged 81 (15 September 1944 ), Male. Referred from Aged Care Gateway on 2 October 2025
‘Accepted on 4 February 2026

Preferences

No preference was recorded Completed Triage due by 7 February 2026

Client story
0211012025

Assessment details

Assessmenttype  Home Support
Assessment reason

VIEWALL 1 CLIENT NOTES

Latest screening 2 October 2025 ® Comments

B VIEW CLIENT REPORT

DECIDE NOT ELIGIBLE

e sevces || resecr || oo || rcssaworire





image49.png
Decide not eligible

Care Act2024

You have determined in your capacity as the System Govemor that the individual does not meetthe eligibilty criteria set out under section 58 under the Aged
A ‘Read more +

Al flelds marked with an asterisk (") are required.

Please select which of the following reasons apply:
Participant is younger than 65 and not First Nations or homeless/at risk of homelessness
Participant is 49 years old or younger
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Decide not eligible

You have determined in your capacity as the System Govemor that the individual does not meetthe eligibilty crieria set out under section 58 under the Aged
Care Act 2024,

‘The System Governor must not make an eligibilty determination for an aged care needs assessment for an individual unless the System Governor considers.
that:

(@) the individual:
0 aged 65 or over;or
A (i) is an Aboriginal or Torres Sirait Islander person and is aged at least 50; or
(iii) is homeless, or at risk of homelessness, and is aged at least 50; and

(b) information of a kind prescribed by the rules has been provided relating to the individual's care needs; and

(©)ifthe individual is aged less than 65, the individual
) has elected, in the approved form, to be provided with funded aged care services before the individual tums 65; and

() has been informed of any other services that may be avaiiable to meet the care needs of the individual
Read less -

Al flelds marked with an asterisk (") are fequired.

Please select which of the following reasons apply:*
Participant is younger than 65 and not First Nations or homeless/at risk of homelessness

Participant is 49 years old or younger
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Assssamant Type

en
Ameya
GIBSON
 ACT, 2615 © WENTWORTHVILLE, NSW, 2145
) ACB9660641 Aged care user ID: ACA9525108
) anwary 2025 Date accepted 28 January 2025

1 11 May 2025
A sorysovere @ Comprehensie

omplete — Modm ' Delogate Decision Complete | = Madium

Anaya

GIBSON

SW, 2620 © HOLT ACT. 2615
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Anaya GIBSON

Preferences

No preference was recorded Completed Triage due by 26 January 20

Client story

Assessment details
No client story was recorded

Assessmenttype  Comprehensive
Comments
Assessment reason  the client has needs that exceed
abasic support programme

Assessment setting  Non-Hospital @
Assessor Africa Green
Triage conducted by ~ Afica Green

Comprehensive Assessment @ Triage Completed @
Latest screening 22 January 2025 @

VIEW FULL CLIENT RECORD ‘ ‘ & VIEW CLIENT REPORT ‘

REJECT H TRANSFER ‘
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Re-assign this referral for ANAYA Gibson

Comprehensive Assessment, currently assigned to Africa Green

Assignto:
O Harry HELLO (0 assessments assigned)
O George MATERS (0 assessments assigned)
O Thomas SILVERSTONE (0 assessments assigned)
O Andy FLOWER (47 assessments assigned)
Q.Prospact ER (109 assessments assigned)

® Unassign and add to the queue;

Triage category:

SEARCH FOR A SPECIFIC ASSESSOR
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Curenty vieving Northen Sydney LHD ACAT

Accepted referrals

ncoming reteras | Trage pencing I Ll e pistory

Lastame

Ellie Winkler

Farah
PERRYMAN

52

© SEAFORTH.NSW.
Aged care user ID: ACSB46TE2
Date accepted: 13 February 2023
First Clnica 108

© BELROSE I 0 FRENCHS FOREST NS, 2086
Aged care user 1D AC1S17991 os4
Date acespted: 27 February

First Cimcal Intrventr

Aged care user ID: ACTA

3 Date accepted: 15 February 2023
arch

9 BELROSE, NSV, 2085
Aged care user 1D ACH3B87330
Date acoepted 6 March 2023
Delegate Decison 9 March

March 2023 Firs Cimcal nerventon

3
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eAccepfed referrals Curtenty veving Nothern Sycney LHD ACAT

Incomingreferas | Trage pencing iy Refera history
Lst
Filter by
ottt et
Lastame - Aphabecal (2) -Ea

511072 ot of 72 matahing resuts
Unassigned

Tommie Nevin

HEFNER DATASIX

Wesiey Hospital 4 MOSMAN, NSW, 2088 © CASTLEHILL NSW, 2154 © MILSONS POINT, NSW, 2081
© KOGARAH, NSW, 2217 Aged care user ID: AC61565487 ‘Aged care user ID: AC44228971 ‘Aged care user ID: ACO1379429
‘Aged care user ID: ACT2807274 Date accepled: 14 December 2022 Date accepled: 15 December 2022 Date accepted: 22 March 2023
Date accepted: 21 May 2024 ‘Completed Support Plan: 23 January 2023 ‘Completed Support Plan: 24 January 2023

‘Completed Support Plan: 30 June 2024

[ comrenensue A 1 s ovrie [ comenensue A s o [ comenensve

Delegate Decision
V' Complte
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Sandra SMITH

2 Please confim that Sandra SMITH, 14 July 1943, 81 Years, AC68776426 is the person you are conducting this assessment for. f the person

1 details are incorrect, a privacy breach may occur.

Aged 81 (14 July 1943 ), Female

Preferences
No preference was recorded

‘Assessment details

Assessmenttype  Home Support

Assessment reason  the client does not require ongoing support or has
‘ongoing multple needs that impact their abilty to
remain fiving in the community

y at screening Unlikely to be eli

Latestscreening 5 April 2025

[vewron cummecomo | & vewcvenmrerort |

Referred from Aged Care Gateway on 5 April 2025
Accepted on 5 April 2025
Completed Triage due by 8 April 2025

Client story
No client story was recorded

Comments

STARTTRIAGE
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Sandra SMITH

2 Please confim that Sandra SMITH, 14 July 1943, 81 Years, ACG8776426 s the person you are conducting this assessment for. I the person
1 details are incorrect, a privacy breach may occur.

Aged 81 (14 July 1943 ), Female Referred from Aged Care Gateway on 5 April 2025
Accepted on 5 April 2025

Preferences

No preference was recorded Completed Triage due by 8 April 2025

Client story
No client story was recorded

Assessment details

Assessmenttype  Home Support
Comments
Assessment reason

Eligibiity at screening Unlikely to be eligible

Latestscreening 5 April 2025 Q]

VIEW FULL CLIENT RECORD & VIEW CLIENT REPORT
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Consent for Triage

Al fields marked with an asterisk () are required

Information

Informed consent is necessary to meet requirements of both the Privacy Act 1988 with respect to the collection, use and disclosure of personal and sensitive
information and the use and disclosure of protected information under Chapter 7, Part 2 of the Aged Care Act 2024.

Prior to starting the triage, the triage delegate must read out the script below to the cient and record the client's consent associated with that activity. The script
is to be used as a guide to assist the client in providing informed consent and can be tailored to ensure that the information is understood by the clent (note
that you must bring the contents of the privacy notice, including the web address to the client's attention). Ifthe triage delegate significantly deviates from the
script, this should be noted in the client's My Aged Care record

Ifthere is a suggestion that the client lacks capacity, obtain consent from the client's registered supporter, decision-making supporter or guardian in My Aged
Care.

For more information, please see the My Aged Care Assessment Manual

Does client have capacity to give informed consent?
Prior to obtaining consent, the triage delegate must determine whether the client has the capacity to understand and communicate their consent by determining
if:
« The client can provide their informed consent independently,
« The client can provide their informed consent with the assistance of their supporter, decision-making supporter, or gua
« The client lacks capacity and requires their decision-making supporter or guardian to provide consent on their behalf (this consent cannot be provided by
their supporter).

Ifa supporter, decision-making supporter or guardian (includes other persons in a similar position to a guardian as defined under subsection 28(2) of the Aged
Care Act 2024) s required, they must be registered as a such in My Aged Care prior to obtaining the client's consent.

‘The assessor can also use the ‘Notes' section in the client's record to:

= record any detail o the circumstances regarding the handiing of a client’ personal information); and
= record any instructions relating to the assessor's conversation with the client (or supporter, decision-making supporter or guardian with respect to
informed consent)

Script to be read.
In giving your consent for me, to check your eligblity for an aged care assessment you understand that

= The assessment organisation will collect information that allows them to assess your eligibilty for an aged care assessment

= As partof the assessment, the assessment organisation will collect personal information about you, such as your name and address, and information
about your health and care needs.

= The information you provide willbe recorded in your My Aged Care dlient record and will be used and disclosed by the assessment organisation, the
Department of Health and Aced Care as well as anv aced care providers while providina aced care services to vou.
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Consent for Triage

« The chient can provide thei informed consent independentl,
« The chient can provide thei informed consent with the assistance of their supporter, decision-making supporter, or guardian,
+ The chient lacks capacity and requires their decision-making supporter or guardian to provida consent on their behalf (tis consent cannot be providad by
their supporter)
Ifa supporter. decision-making supporter or guardian (incudes other persons n a similar posiion to a guardian as dsfined under subsection 28(2) o the Aged
Care Act 2024)s required, they must be registered as a such in My Aged Care pior to obtaining the chent’s consent
“The assessor can also use the ‘Notes'section i the client’s record to

« record any defailor the circumstances regarding the handiing of a clients personal information); and
+ record any insiructions relating o the assessor's conversalion with the cient (or supportar, decision-making supporter or guardian with respec to
informed consent).

Script to be read.
In giving your consent for me, to check your eligibility for an aged care assessment you understand that

« The assessment organisation will colsctinformation that alows thern to assess your eiigibilty for an aged care assessment.

+ As partof the assessment,the assessment organsation wilcollec personal informaton sbout you, such a5 your name and address, and information
bout your health and care needs.

+ The information you provide will be recorded in your My Aged Care dlient record and will be used and disclosed by the assessment organisation, the
Department of Health and Aged Care as well as any aged care providers while providing aged care services fo you.

+ Ifyou provide the assessment organisation with personal information about other people such as your familyor your support person, you confirm that you
have obtained the other person’s consent and that you have brought the contents of the prvacy niofice which is set out at privacy notice web address fo
their atiention. Information about these other people wilbe included in your My Aged Care client record and will be handied n the same way as your own
~persanal information - being fo the purpose of providing aged care sevices (0 you.

« The information you provide may siso be recorded in the assessment organisaiion’s T systems and wil be used and disclosed by the assessment
organisation for the purpose of determining your elgilty for and priorty of an aged care assessment

+ The assessment organisation may share your personal informaton with other organisations to manage the support you need. for example, the
Department of Health and Aged Care, and aged care or health providers.

+ As we go through the aged care aligibilty check process, please fall me f you do not want any of your informaton to be recorded. We can discuss how fo
manage this urther.

+ You can change your mind and withdraw your consent o participato in the aged care eligivilty check process at any time. However, this will mean the.
assessment organisation cannot check your elgbilty for aged care servies and cannot condlct your aged care assessment. You vl need fo arrange
your own aged care senvices.

+ You can view the privacy nofice which s set out at privacy notice web address as well as the My Aged Care privacy policy on the My Aged Care
website at myagedcare.gov.au for more informaton on how we handle your personal informaton.

+ Do we have your consent o assess the aigiilty of Sandra SMITH for an aged care assessment?

“The clent

“The clien with support person
Consent was not given
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Script to be read.

In giving your consent for me, to check your eligiblty for an aged care assessment you understand that

The assessment organisation will collect information that allows them to assess your eligibilty for an aged care assessment
As part of the assessment, the assessment organisation will collect personal information about you, such &s your name and address, and information
about your health and care needs.

The information you provide willbe recorded in your My Aged Care dlient record and will be used and disclosed by the assessment organisation, the
Department of Health and Aged Care as well as any aged care providers while providing aged care serviges to you.

Ifyou provide the assessment organisation with personal information about other peaple stich as your family or your support person, you confirm that you
have obtained the other person’s consent and that you have brought the contents of the privacy notice which is set out at privacy notice web address o
their attention. Information about these other people wil be included in your My Aged Care dlient record and will be handled in the same way & your own
personal informetion - being for the purpose of providing aged care services to you.

The information you provide may also be recorded in the assessment organisation's IT systems and will be used and disclosed by the assessment
arganisation for the purpose of determining your eligibilty for and priorty of an aged care assessmen

The assessment organisation may share your personal information with other organisations to manage the support you need, for example, the
Department of Health and Aged Care, and aged care or health providers.

As we go through the aged cre eligibilty check process, please tell me if you do not want any of your information to be recorded. We can discuss how to
manage this further.

You cen change your mind and withdraw your consent to perticipate in the aged care eligibilty check process at any time. However, this will mean the
assessment organisation cannot check your eligibilty for aged care services and cannot conduct your aged cere assessment. You will need to arrange
your own aged care services

You can view the privacy noice which is set out at privacy notice web address as well s the My Aged Care privacy policy on the My Aged Care
website at myagedcare gov.au for more information on how we handle your persona information.

Do we have your consent to assess the eligibilty of Sandra SMITH for an aged care assessment?

Consent Ostsinea From*
The client -

CANCEL
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Consent for Triage

« record any detalor the circumstances regarding the handiing o a cients personal nformation) and
+ rocord any instructions ralating to th assessors conversation it the cient (o Supporter, decision-making supportar or quardian with respec to
informed consent)

Script to be read.
In giving your consent for me, to check your eligbiiy for an aged care assessment you understand that

« The assessment organisation wil collectinformation that slows them to assass your eligibilty for an aged care assessmer.

« s part of the assessment, the assessment organisation wil collect personal information about you, such a5 your name and address, and information
‘about your heaith and care needs.

« The information you provide wil be recorded in your My Aged Gare dlient record and willbe used and disclosed by the assessment organisaton, the
Department of Health and Aged Care as well as any aged care providers while providing aged care sevices (o you.

« Ifyou provide the assessment organisation with personal information bout other peaple such as your family or your support person, you confim that you
have abtained the other person's consent and that you have brought the contents of the privacy nofice which is set out at privacy nolice web address fo
their attenion. Informtion about these other people wil be included in your My Aged Care dlient record and wil be handled in the same way &s your own
‘persona information - being or the purpose of providing aged care services fo you:

« The information you provide may also be recorded inthe assessment organisation's T systems and will be used and disciosed by the assessment
organisation for te purpose of detemnining your eligbity for and prirty of an aged care assessment

« The assessment organisation may share your persona information with other organisations to manage the support you need, for exampe, the.
Department o Health and Aged Care, and aged care or health providers

« /s we o through the aged care elgibilty check process, please tellme if you do nof wan any of your information to be recorded. We can discuss how o
manage this further

+ You can change your mind and withoraw your consent to participate n the aged care eligibiity check process at any time. However, tis wil mean the
‘assessment organisation cannot Gheck your eligibilty for aged care servioes and cannof conduct your aged care assessment. You wil need to arrange
your own aged care senvices.

« You can view the privacy notice which i set out atprivacy notice web address as well s the My Aged Care privacy policy on the My Aged Care
‘webste at myagedcare gov.au for more information on how we handle your personl information.

« Do we have your consent to assess the efigivilty of Sandra SMITH for an aged care assessment?

Select one.

Assessment no longer raquired
‘Support person not avalable
Client unable to consent

Other, please specily
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Cansent Obtained From *
Consent was not given -

Piessa seect 2 rasson for ot sroviding the consent -

Revoked by supporter -

CANCEL
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Pre-populate or start a blank triage

By selecting 'Confirm Pre-population’ the new Triage will be pre-populated with answers from the Screening completed on 5 April 2025.

Please select 'Blank Triage" if you want to start the new triage with no pre-population. Note that you will not be able to select to pre-populate the
new triage after a biank triage has been created.
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Demographic details

Allflelds marked with an asterisk (‘) are required

Please check the following information for this client before starting the assessment. Al fields must be completed before the assessment can
begin.

1 Remote Assessment (7)

Personal details & Identification

A Address:
franane 1 MACLEOD Street BAIRNSDALE VIC 3875
sandra Contact detais.
0402256369
Medicare number
To change the above details,
Middle name View the full client record.
Lastname*
Smith
Background

Please enter the date of birth. If the date of birth is not known, please enter an estimated age in the Age field. This will then be used to
‘automatically determine an approximate date of birth for the Client *

Date ofbirn
1410711943

or

Estmated age
81

Gender*

CANCEL
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Demographic details

County o it *
Australia

Emnicty
Australian

[Does the client igentiy as an Aboriginal or Torres Stralt Islander?
indigenous origin

O No - Neither

© ves - Avoriginal

O Yes - Torres Strait Isiander

O Yes - Botn
O Not statea/macequately desc

Does th clent prefer a First Nations Assessment Orgarisaton for the assessment?
ves

Prferd anguoge *
Englisn

Martal tats *
Never married

‘Accommodation ype *
PR Client Owns/Purchasing

SAVEAND CONTINUE TO TRIAGE [JRRSRRSEE
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Ms Sandra SMITH

Female, 81 years od, 14 July 1943, ACGET76426
1 MACLEOD STREET BAIRNSDALE, VIC, 3875

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

Date of Triage () | 15/05/2025

Registration screen information collected from *

Client

(7] cient's General Practitioner
() Aboriginal Liaison Officer

() viainterpreter

() client' carer, family member andor other
C] Representative of service provider

() Aged care connector and co-ordinator

@)=

®

() client' representative/supporter

() Health professional

(O care finder
[ other
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Advice for assessment

What type of assessor is recommended for client assessment? *

(

ical

Non-Clinical

Not eligible for assessment

]
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Require an urgent assessment? *

High urgency - Client is at
immediate risk of self harm

orin a crisis situation (eg.
dlient carer incapacitated)

High urgency -
Client from a
wulnerable
cohort and/or
has complexity
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Priority of assessment *

(

Low

Medium

High
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Priority of assessment ™ (&

Reason for changing priority *
=T =T
Crrges = o | &= || &
creumstances assigned decline care Pathway

Reason description: *

Enter a description if Other was selected.

4

/255

Other

(please

specify)
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Priority of assessment *

Reason for changing priority *
e e BT
Gt ity it | ey [N e
creumstances assigned decline care. Pathway specify)
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Does the client require urgent service provision (direct to service)? *
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# Home | Assessment Referals | Triage

Mr Johnny YOUNG

Male, 63 years old, 1 July 1962, ACSOT21166.
1LOBELIA STREET GREENWOOD, W/
Preers fo speak ltalian

Triage

Triage.
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Does the client require urgent service provision (direct to service)? *

Outcome/advice for assessment notes

4

0/500

NO FURTHER ACTION REQUIRED
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Cancel triage - no further action required

Allfilds marked vith an astersk () are required.

Reason for ending the age*

Commant+

P
0200

TAKE ME BACK TO THE TRIAGE
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Does the client require urgent service provision (direct to service)? *

Outcome/advice for assessment notes

£ -NO FURTHER ACTION.

uReD
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Complete Triage

Once you select Complete Triage’,you cannot modiy any ofthe responses in ths questionnaire. If sure, then please select
‘Complete Trage’, therwise sefect Take me back fo Triage'
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A Home | Assessment Referrals

e Triage pending Cunenty vieving ABC Outlet

Accepted referrals | Refera history
Filter by

Incoming referals

. e
g tae . it B
ot ot

1102 out of 2 matching results

Triage Completed

Tom

TANCOCO

9 DECEPTION BAY, GLD, 4503
“Triage conducted by Afica Green
‘Aged care user ID: AC12345678
Date accepled: 4 February 2026
‘Completed Trage: 7 February 2026

Ay ome st A 102dars v
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Tom TANCOCO

[

Triage conducted by Affca Green

‘Support plan @ Triage
Completed ®

Home Spper Assessment @ Tiage
Completed ®
kst srening 20ctober 2025 (@)

FLAG AS END-OF-LFE





image80.png
Advice for assessment

What type of assessor is recommended for client assessment? ™

Norcine [ —
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You have found the applicant ineligible for an assessment
Next steps are:

1) Generate the Ineligibility Letter using the GENERATE INELIGIBILITY LETTER button.
2) Change the generated letter as required to reflect the reason why you found them ineligible.

3) Send the changed letter to the applicant and upload it to their client record using the UPLOAD INELIGIBILITY LETTER
buton.
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Jay BIZZLE

Aged 97 (12 April 1928 ), Male Referred from Aged Care Gateway on 28 April 2025
Accepted on 29 April 2025

Preferences o
No preference was recorded Completed Triage due by 2 May 2025
Assessment details Client story

No clent story was recorded
Assessmenttype  Home Support

Comments

Assessment reason  the client does not require ongoing support or has
ngoing multple needs that impact thei abilty to
remain living in the community

Triage conducted by Brenna Hale

Support plan @ Triage Completed
Home Support Assessment @ Triage Completed [@)]
Latest screening 28 April 2025

[ view ru cuent recoro || @ view cuient reporT |

To.

A SE:

FLAG AS END OF LIFE
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‘You have found the appécant incigibi for an assessment.
Nextsteps are:

1) Generate the Ineigibity Letir using the GENERATE INELIGIBILITY LETTER bution.
2) Cange the generated e as require 1 refect th.reason why you found them incligibie.
3) Send the changed lefer o the appicant and upioad i fo their client ecord using he UPLOAD
INELIGIBILITY LETTER butfon-
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Preferences

No preference was recorded Completed Triage due by 8 April 2025

Client story
No client story was recorded

Assessment det

Assessmenttype  Home Support
i . Comments
Assessment reason  the client does not require ongoing support or has
ongoing multiple needs that impact their abilty to
remain fiving in the community

ity at screening  Unlikely to be eligible
Triage conducted by Obadiah Edmondson

Support plan @ Triage Completed
Home Support Assessment @ Triage Completed
Latest screening 5 April 2025

VIEW FULL CLIENT RECORD

®e®

8 VIEW CLIENT REPORT

FLAG AS END OF LIFE
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