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Home Care Packages Program (HCP) 

Providing a Service 
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Getting Started 

1. Becoming an approved 

provider of aged care 
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Reviewing 

8. Reviewing and reporting 

1.1 Complete relevant application form/s 

Department of Health (Health) 
1.3 Complete the My Aged Care Organisation 

Administration Form 
1.4 Notify Health of the home care services you 

been set up in the National Approved 
Provider System (receive NAPS ID) 

1.6 Register for claiming of subsidies 
through the Department of 

2.1 Request authenticated access 
(Auskey/VANguard) 

- organisation level (including exit amount) 
- outlet level 
- service item level 

2.4 Set up preferences for managing tasks and 

3.1 Team Leader receives, views and actions referral: 
- accept 
- accept to wait list 
- reject 
- revocation after acceptance 

3.2 Assist a client to extend their home care 
package take-up deadline 

3.3 Manage wait lists 

Agreement including care plan and 
individualised budget 

commencement of services 

4.3 Provide client with monthly budget 
statements5.4 Apply for additional supplement 

funding (if applicable) 

5.1 Register a new care recipient with 
DHS by: 
- submitting an Aged Care Entry Record 

(ACER) through online claiming 
- scanning/emailing completed form 

5.2 Calculate home care subsidy 

5.3 Submit monthly claim for payment 

5.5 Notify DHS of client ceasing care 

6.1 Request a review of a client’s 
support plan 

6.2 View and action updates to a 
support plan 

6.3 Process a client that is changing 
providers or ceasing a service 

6.4 Process a client that is taking 
temporary leave 

6.5 Process a client receiving a 
package upgrade 

6.6 View wait time information 

7.1 Notify Health of changes including 
organisational structure, ABN or address 

7.3 Transfer home care services to 

8.1 Submit an annual Aged Care Financial 
Report 

8.2 Quality reviews 
- complete a self assessment 
- partake in a quality review 

Home Care 
Packages 

Program (HCP) 
My Aged Care

Provider Journey 

cc 

1.2 Receive decision letter from the 

1.5 Receive confirmation that your services have 

2.2 Set up and configure the provider portal at the: 

2.3 Create and edit staff details 

notifications 

4.1 Develop and finalise a Home Care 

4.2 Update the client record to reflect 

Human Services (DHS) 

7.2 Notify of new services being offered 

- new applicant
- existing approved provider 

Note that although this wheel is reviewed regularly, the information 
provided is not exhaustive and all approved home care providers 
should refer to the Aged Care Act 1997 and associated principles for 
guidance on service design and business operations and their 
individual care plans for guidance on individual care and services. 

will deliver 

(this information will be displayed in the service finder) 

delivery 

4 Service packaging and 

another approved provider 

https://agedcare.health.gov.au/funding/the-guidance-for-applicants-seeking-approval-to-provide-aged-care
https://agedcare.health.gov.au/programs/home-care/information-for-new-approved-providers-of-home-care-package-services
https://forms.business.gov.au/smartforms/servlet/SmartForm.html?formCode=PRD00-HCSN
https://agedcare.health.gov.au/programs/home-care/information-for-new-approved-providers-of-home-care-package-services
https://www.humanservices.gov.au/organisations/health-professionals/forms/ac003
https://agedcare.health.gov.au/programs/my-aged-care/new-authentication-mechanisms-fact-sheet
https://agedcare.health.gov.au/programs/my-aged-care/information-for-service-providers/quick-reference-guide-create-service-delivery-outlets-and-add-service-information-using-the-my-aged-care-provider-portal
https://agedcare.health.gov.au/programs/my-aged-care/information-for-service-providers/quick-reference-guide-create-and-maintain-staff-accounts-using-the-my-aged-care-provider-portal
https://agedcare.health.gov.au/programs/my-aged-care/information-for-service-providers/quick-reference-guide-viewing-actioning-and-managing-preferences-for-tasks-and-notifications-in-the-my-aged-care-provider-portal
https://agedcare.health.gov.au/programs-services/my-aged-care/quick-reference-guide-manage-referrals-using-the-my-aged-care-provider-portal
https://agedcare.health.gov.au/programs/my-aged-care/managing-home-care-packages
https://www.youtube.com/watch?v=nYbRjQHADuU&feature=youtu.be
https://agedcare.health.gov.au/sites/g/files/net1426/f/documents/04_2016/hcp_-_developing_a_care_plan_3.pdf
https://agedcare.health.gov.au/programs/my-aged-care/quick-reference-guide-recording-and-updating-client-service-delivery-information-using-the-my-aged-care-provider-portal
https://agedcare.health.gov.au/programs/home-care/other-requirements
https://agedcare.health.gov.au/programs/home-care/claiming-for-home-care-services
https://agedcare.health.gov.au/aged-care-funding/home-care-subsidy
https://agedcare.health.gov.au/programs/home-care/claiming-for-home-care-services
https://agedcare.health.gov.au/aged-care-funding/home-care-supplements
https://agedcare.health.gov.au/programs/home-care/changing-home-care-providers
https://youtu.be/v1CFoDQrFWM
https://agedcare.govcms.gov.au/programs/my-aged-care/fact-sheet-actioning-changes-to-a-clients-support-plan
https://agedcare.health.gov.au/programs/home-care/changing-home-care-providers
https://agedcare.health.gov.au/programs/home-care/information-resources-home-care-package-delivery/arrangements-for-temporary-leave
https://agedcare.health.gov.au/programs/home-care/fact-sheet-managing-an-upgrade-to-your-clients-home-care-package
https://agedcare.health.gov.au/programs/my-aged-care/home-care-package-wait-times
https://forms.business.gov.au/smartforms/servlet/SmartForm.html?formCode=PRD00-HCSN
https://agedcare.health.gov.au/Transferring%20home%20care%20services%20to%20another%20approved%20provider
https://dss.formsadministration.com.au/dss.nsf/DSSForms.xsp
https://www.aacqa.gov.au/providers/home-care/processes-and-resources/resources-specifically-for-home-care/home-care-assessment-tool



