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Completing a Strategic Inclusion

Plan (SIP)

For child care services

This task card is to support child care services use the Inclusion Support Portal (IS Portal) when completing their
Strategic Inclusion Plan (SIP).

Support for the IS Portal can also be found in the ISP User Guide and IS Portal Frequently Asked Questions, published

on the Inclusion Support Portal information page of the department’s website.

This task card provides processes for the following tasks:

1. Review the email address used to send emails from the IS Portal 2
2. Provisioning another user at the child care service with access to the IS Portal 3
3. Completing a Service Profile 6
5. Identifying barriers, strategies and action items for a Care Environment 9
6. Adding Children to a SIP 22
7. Updating Child information on a SIP 26
8. Adding Authorised Personnel to the SIP 30
9. Viewing Reviews of the SIP 33


https://docs.education.gov.au/system/files/doc/other/inclusion_support_programme_user_guide_-_release_2.pdf
https://docs.education.gov.au/system/files/doc/other/faq_-_is_portal_-_september_updated.pdf
http://www.education.gov.au/Inclusion%20Support%20Portal%20Information

1. Review the email address used to send emails from the IS Portal

Child care services will receive emails about their Strategic Inclusion Plans (SIP), Inclusion Support or Innovative
Solutions cases from the IS Portal. This communication will include emails indicating further action is required by the
service on their SIP or IS Case as notified by their IP or the IDFM, and letters advising the service about the outcome
of funding. Services are responsible for ensuring the email address is correct in the system.

1. Select ‘Manage SIP and CCB Approvals’.
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2. View ‘Service Provider details’. The email address displayed is the email address on the Message Preferences
of the CCB Approval ID. For Outside School Hours Care (OSHC) services, it will be the Message Preferences
email address on the primary CCB Approval selected in the SIP.

a. To update this email address, the user must submit an “Update Profile” request via their Child Care
Management System (CCMS) software. Once updated in the software, the information will be
updated on the IS Portal.

Note: some software providers such as Qikkids require a two-stage process. Services should confirm
with their software provider if this is the case.
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2. Provisioning another user at the child care service with access to the IS Portal

The first person provisioned access to the SIP by the Inclusion Professional (IP) or Inclusion Development Fund
Manager (IDFM) can then provision user access for other staff at the service. Access to the IS Portal is designed to
be at the individual service level so directors and educators at the service can develop and manage their SIP with
their IP.

1. Select ‘User Provisioning’.

MO ARDUIT LOGCART

SEARCH»

Hi Harry. Welcome to the Inclusion Support Portal.

Manage Strategic Inclusion Plan (51P) for Jitterbugs Pre School & Early Learning Centre -
Mabiac

Manage 51P and CCB Service Profile
Approvals
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2. Select ‘Provision a New User’.

HOME ADOUT  LOGOUT

&+ User Provisioning

o There are currensy no provisioned users kated. Setect Provision A New User’ 35 contmue

RETURN TO HOME PAGE PROVISION A NEW USER |

e —

3. Tofind a person to provision, enter search criteria and select ‘Run Search’. To display all key or authorised
personnel in the service, leave the search criteria blank and select ‘Run Search’.
a. Only people who are identified as a ‘Key’ or ‘Authorised’ Person in the service’s CCMS software and
who have an email address on their personnel record will be displayed in the search results. If a
service needs to update this information, it can be done through their Personnel Records in their
CCMS software.

S HOME  ABOUT  LOGOUT
1 st el T g

WES & PAYMENT S+ REOVIEAS & PRI

ol Fins e Eure ey vy TIETDusga e Sohl L Esly Learmeg Desire - Mol

&+ Provision A New User
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pabect Fun Search

e

=
Discand cihanges snd revam COMFIRRM SELECTION

4. The Results will be displayed below the search fields. The user must confirm the user has access to the email
account before providing access and selecting ‘Confirm Selection’. An email with an activation code will be
sent to this email address. The activation code must be entered the first time the user accesses the IS Portal.
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3. Completing a Service Profile

The purpose of the Service Profile is to build a profile of the service as the first step in the inclusion planning process.
It provides opportunity for the service and IP to identify the service’s current capacity and capability to include
children with additional needs.

1. Select ‘Service Profile’.

HOME AEROUT LOGORIT

SEARCH

Hi Harry. Welcome to the Inclusion Support Portal.

Manage Strategic Inclusion Plan (SIP) for Jitterbugs Pre School & Early Learning Centre -
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2. Select ‘Create a Service Profile’. In the example used for the screen shots below, a Service Profile has already
been completed. The service can create a new Service Profile at any time with today or a future date of
effect.

L HOME  ABGUT  LOGOR
o Wit s Toiniag

CLAJES & PAYMERTS =

[2) Service Profil

&»- Current service profile
|"s'«-'~"m pow— T r— ==

CREATE A SEFNICE PROFLE I

©- Reviews
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3. Enter the information for each of the questions.
a. For advice on responses to ‘Service Inclusion Practices’ and ‘Community Outreach Strategies’, the
service should review Page 14 and 15 of the ISP User Guide.
b. The Date of Effect can be today or a date in the future. Once the Date of Effect is reached, and the
Service Profile is submitted, the information in the Service Profile cannot be changed.

c. Select Save and Submit’ when the information is ready for review from the Inclusion Professional.
Select ‘Save as Draft’ if the service wants to amend information at a later date.
Select ‘Created in Error’ if the service profile has been submitted, but it was completed incorrectly
and no longer needs to be used.

iy st HOME ABOUT  LOGOUT

ey,
i T T — st il Traring

CASEE~ CLAIME & PAYMENTE = AEVIEWS & PROVISIONING ~ EEARCH -

#h You are currently viewing: Jtterbugs Pra School B Early Leaming Cantre - Maobiac

*required

[5) Create service profile

Tha Sanvice Profile should be completed in the context of the whole serdee and the numbers are comect as at the date of effect of this profile

Service details

Totel number of children ennolled et the oervioe: ®

Totel number of licensed plaoso: ®

Totel number of eeeff: *

Nurnber of errolled childnen with & dioability or undergoing sooesorent: *

Nurnber of errolled children from & Cutburaly end Linguiotioally Diverse background: *

Nurnber of errclled Abariginal or Tomes Strait lolender ohildren: *

Nurnber of errolled children from refugee or humeniterian beckground: *

Hurnber of enmlled children with language/opeeoh deleyn: *

Nurnber of errclled children with ahallenging behaviourn: *

Type of support

Yeo

ﬂ Use the Select a suppor typa” button to sekct the supports your seneca hs reoe v

SELECT SUFPOAT TYFE

Service Inclusion Practices

CH0OT ]
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Date of effect

Dirte of Effeat: *oatmmeday

Discard changes and retum CREATED IN ERROR SAVE AS DAAFT SANE AMD SLEBAIT

4. |If the service needs to create a new Service Profile, they can ‘Copy’ the previous profile. This allows them to
update the information that has changed rather than complete the whole profile.

HOME ABOLUIT LOGOLIT

Yo are curmently wiewing Jitterbugs Pre School & Esrly Lesrming Cendre - Mabisc

[3) Service Profile

The Servece Profile collects information on the number of children snrolied in the service by The cohorts The programime suppons, including children wish dissbdity. from
refugeshumanitanan background, cultunally and linguistically diverse beckgrounds and Aborsginal and Tomes Somit |slander status. It slso identifies the service's inclusion
PrEChCes Bnd COMITUnTy DUTeach Stabegy

&~ Current service profile

rfm"" — o ow ]
..... . Mmﬂk

= . . pate Profile
& Previous service profiles hﬁ“

CREATE & SEFVICE PROFILE

©- Reviews

ool LT e Dok Dane ) RN GEtED) Ereg ot

@. . Complete BEOT0N6 G206 ZITE

Scheduled 1871072016 41006 1871042016

ICREATE REVIEW
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5. Identifying barriers, strategies and action items for a Care Environment

A care environment is a specific setting, room or grouping of children in care. For centre-based services, the service
will identify a care environment name. For Family Day Care (FDC) services, the care environment is the educator
seeking support.

Inclusion support through ISP is aimed at supporting services address and overcome inclusion barriers in the care
environment, which will build service capacity and capability to include children with additional needs.

1. Select ‘Care Environments’.

Hi Harry. Welcome to the Inclusion Support Portal

Manage Strategic Inclusion Plan (SIP) for Jitterbugs Pre School & Early Learning Centre -
Nabiac

Manage SIP and CCB Service Profile Care Environments Children
Approvals

Reviews

—

Inncvative Service Inchusion Innovative
Solution Suppon Support Solutions
Cases Plans Case Claims ]| Case Claims

2. Inclusion support under ISP is targeted to each care environment.
a. To create a new Care Environment, select ‘Create a Care Environment’.
b. To view or update a Care Environment previously created, select the ‘View Care Environment’ button
on the relevant care environment.
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—

[ Test Activg - Penclig Rarview vy vl | T ]

[ Womibat's Room Active - Pending Review 'y 'y W CAIE ERVEHEENS ]

Select Format. Press Export. and Save Downicad

Farmsr Comma Separated Vaboes [C5Y) b EXPORT

CREATE A CARE

ENVIRDMMENT

3. The first time a service is creating a Care Environment, they will be asked for the Care Environment Name,
Description and Status. The Status will default to ‘Active’.
a. The Status must be ‘Active’ to allow the service to make changes to the Inclusion Barriers and
Strategies, and to create and submit an IS Case or Innovative Solutions Case.
b. The Status can be changed to ‘Inactive’ once support is no longer required for that care

environment.

iy, e

i e
# Create care environment

fpcd by S BATWCE BT BT B A ST SOHERSITTENE Mrass

ate o el ]
Rtive
Cascand changes and rensn SAVE AND CONTIUE

4. The ‘View Care Environment’ page will display. The red exclamation mark (!) indicates that the section has
not been completed. The service should select the Show button on each of the sections to show more.
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5. Select ‘Create an Inclusion Profile’.

The Inclusion Profile is in the context of the care environment. It aims to assist the service consider the

characteristics of the care environment which may impact their inclusion capacity and capability.

A ABDUT LRGSO

# View Care environment
P =
©- Inclusion profile !

R P U R —

) Barriers and strategies !
()~ Cases
&) Reviews

BETLIM 70 ALL CASE

ERVRDAMIMNTS

6. Enter the information for each of the questions.
a. The Date of Effect can be today or a date in the future. Once the Date of Effect is reached, and the
Inclusion Profile is Submitted, the information in the Inclusion Profile cannot be changed.
a. Select ‘Save and Submit’ when the information is ready for review by the Inclusion Professional.
b. Select ‘Save as Draft’ if the service wants to amend information at a later date.

# Create inclusion profile

Frted Do e § e e P s 8 T Kl e 0 e el Lk Fuete i e s

Inclusion profile detads
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7. To identify the barriers to inclusion in the selected care environment, select ‘Create Barrier’.

A barrier impacts a service’s capacity or capability to include children with additional needs alongside their
typically developing peers in the care environment.

Oy Vot o § e st o B iy

A._)k ey — HOME  ABOUT  LOGOUT
o

CASES.  CLAMS & PAYMENTS «

daYou are carerly viewng Srietiugs e School & Early Loarmang Cermee - Nsbiac

# View Care environment

PRI o ey o 0 of Chiyer ~ LR NN e woll L LOPOened 104 680N (e N Inarart Te Servw e 4 (v

Q- Inclusion profile

©- Barriers and strategies '

o The U ermties T bATErT ther FTEECT TN JTVICE T CACADITY 10 PCALSE CHATEN it BASTIONS T0ST NS e FIOPOLET THTRTAGHT the SErVCe

Erghament 10 8AXESS INCAIION SacTv s

Barriers

(@ ™ot commsty an bastrssechod I 0 i csrcrmen St vt il o v

| CREATE BAuEs J

- Cases

- Reviews

RITURN TO AL CARE

INVEONVIINTS

Inclusion Barriers are identified one at a time and are selected by the drop down box. To add a barrier which
is not in the list, select “Other” from the drop down box.

Information about Inclusion Barriers, including definitions can be found on Pages 16 and 17 of the ISP User
Guide.

8. To add a strategy from the pre-defined list of strategies (available on Pages 17 and 18 of the ISP User Guide),
select ‘Add Strategies to Barrier’.

For each barrier identified, the service must identify one or more strategies they will put in place to address
and overcome the barrier to inclusion.
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HOME ABDUT  LOGOUT

CASEE- CLAIME B PAYMENTE - STRATEGIC INCLUSION PLAN - SEARCH -

dhY'ou are curently viewing: Stterbugs Pra School & Early Leaming Cantre - Nabsac

# Create/Update barrier

The SIP identifies the bamiers that impact the sardee’s capability to include childron with additional reeds and the pmposed strategios the senice will mplemant to address
inchusion barriers. Senices can associxie extsbng bamers or siraiegies to a came enveonment, create new bamiers or strateqgies and update exsting bormers and sirabegies

@©- Barrier details

ﬂ \dentity the bamiers. that impact the serdce’s capability to include children with additional reeds. For furtter infosmation, refer to the ISP Usar
Cuida

Identify the barrier that impacts the care environment

Bamer Calegory. ®

Flenoe Seleot

Hamer *

Flenoe Seleot

Bermier Start Debe: "caimmeggay

If the barrier will no longer impact the care environment, provide an end date and reason.

Barrier End Date: o mmyme

Berrier End Resson:

Q- Strategies

ﬂ Mo Strateges exist information message

| ADD ETRATEGIEE T EARRIER

ESANE BEARAIER AND CREATE A CUSTOM ETRATEGY

Dizcard changes and refum EAVE AND RETURN m

9. Enter a word in the Strategy Name and select ‘Find’ to display a list of search results. The Strategy Name can
also be left blank and when ‘Find’ is selected, the complete list of pre-defined strategies will display.

Add Strategies to Barrier

a ha strabegy Sirategies will assis) with the barier?

SArategy e

iscard changes and renum m
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10. Select the appropriate Strategies and select ‘Confirm Selection’. More than one strategy can be selected. If no
results were found, select Search Again’.

Add Strategies to Barrier

B e ey mrergr e san e e baren®

v g
ﬂ[ [ —
e

ﬂ| Wrrmbree oy Fartmarens
hataliisn

U[ mm#d

El[ [ —
0| vt st e

[ e ————
]

L

ﬂ[ ;m-_lr-

0| ssseret sporpssie e
="

ﬂl Barmd bor sharwarey b

Tmm— ﬁ

11. A custom strategy can also be created by selecting ‘Save Barrier and Create a Custom Strategy’. Custom
strategies provide flexibility for services to identify how they will address the barrier.
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# Create/Update barrier

©- Barrier details
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Identify the barrier that impacts the care environment

Flesce Celece

Plesce Select

Barrier Stavt Oste “sx vy yy

If the bamier will no longe.' impact the care environment, provide an end date and reason

Barrer Erct Dere 53 mvm )77y

Eerver Erg Resoon

©- Strategies
0 tatages exat irfrmanen Swersson

ADO XTRATTICAS TO RARRAR
I BAVE SBARFIEN AND CREATE A CUSTOM STRATEGY |

Oxscard chOAQS 00 retay SAVE ANO RETURN SAVE AND CONTINUE

12. Enter the Strategy to be implemented to address the barrier and select ‘Create Strategy’.

HIDWEE ARDLIT LOGOLUT

CLAMS, & PAYMENTS »

A Create Custom Strategy

Cyscand chenges and chose

13. If the system finds a similar strategy, it will display as a ‘Potential Match’. The service can choose to use the
information they provided or the pre-defined strategy . Select ‘Save and Continue’.
a. Once a custom strategy has been added to one Care Environment, it will be available from the list
for the service to select in other Care Environments. It will not be shared with other services.
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14. Select ‘Save and Continue’ to add new or view existing Action Items to each of the Strategies identified.

HOME  ABOUT  LDGOUT

# Create/Update barrier

i B Svice s Caga

&)~ Barrier details
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15. The Strategies page displays the list of Strategies identified for the care environment. Selecting a strategy
from the list below will display the barriers the strategy has been identified for (once the ‘Show’ button is
selected near the Barriers heading) and Action Items for each strategy.

a. Astrategy can only be deleted if there are no Action Items identified for the strategy.

Australian Gaovernnent HOME ABOUT LOGOUT

* Depariment of Edwcation and Training

CASES~ CLAIMS & PAYMENTS REVIEWS & PROVISIONING ~ SEARCH~

i You are currently viewing: Jitterbugs Pre School & Early Leaming Centre - Mabiac

A Strategies

Services must enter &n action item against each strategy identified to address &n inclusion barrier. This should cutline how you will implement the strategy in the care
environment and what, if any, resources you will use.

Strategies

0 Strategy Applet Instruction.

Strategy s

changes to Physical
environment

Roster for planning time

O [ On the job leaming

Equipment

e eyl )

©- Barriers

o These strategies relates to the following bamier.

Cetzgory s MNamed Other Barriers: Start dated End dete: End resaon

child specific Absconder 04/10/2016
barriers

- Action Items

6 you dom't currently have any action items. Select 'Create action itenm o continue.

CREATE ACTION ITEM
RETURN TO PREVIOUS PAGE

16. To identify how a Strategy will be implemented an Action Item is created. Select the Barrier to show the
Strategies linked to the Barrier. Select ‘Create Action Item’.

Each strategy should have at least one action item that will outline how the service will implement the strategy.
Where the ‘IDF Funding’ strategy is used, all Action Items and Progress Notes will be used by the IDFM in their
assessment of the IS or Innovative Solutions Case. Progress notes are added for each action item, once the

service starts implementing their SIP, to identify the progress made in implementing the strategy and relation
action items.
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A Strategies
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Strategies
ﬂ STrategy Applel Instruction

TTIR— )
ST

J[ Changes to Physical
BTV TR

O [ Roster for planning time

|
O [ O the jobs learning ]
]
|

:j:[ Equipre

©- Barriers

ﬂ Thess strategees relates 10 the following barrier

Eng
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Child specifec Absconder O4IGIB0 18
s

©- Action ltems

ﬁ Viou S3AT curfently hénve Ay SIT00 Rems. Seledl Tisabe ACton e b continue

RETURM TO PREVIOUS PAGE

17. Complete the information in the questions to outline the action, and how and when it will be implemented
as well as any resources required. The Status is to indicate if you have started to implement the Action.
Select ‘Save and Close’.

a. Action Items in a status of ‘Not Started’, ‘In Progress’, ‘Completed’ and ‘No Longer Required’ cannot
be deleted.
b. Action items must be in ‘Not Started’ to add or adjust information in the questions.
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18. To save the Action Items to the Strategy, select ‘Return to Previous Page’.
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19. To add a new Barrier to the same Care Environment, return to Step 7.
To add a new barrier to a different care environment, select ‘Return to All Care Environments’ and continue
to step 20.

Mo stritian i HOME  ABOUT

Uhrparime

»  CLAIMS EPAYMENTS=  REVIEWS & PRO

ik You are currently viewing: Jitterbugs Pre School & Early Leaming Centre - Nabisc

A View Care environment

A carg ervirpnment is & specific getting, room or grouping of children in care, A separate Inclysion Profile will be compieted for gach cang envingniment the ervice is reguiring

Tascard

Inclusion profile
Barriers and strategles

Cases

¢ 600

Reviews

RETURN TO ALL CARE

EMVIROMMENTS

20. Select View Care Environment’ of the Care Environment a new barrier is to be added to. Return to step 7.

] HOME ABODUT LOGOUT

e [ T

CLAIMS & PAYMENTS = REVIEWS & PROVISIONING = GEARCH =
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RETURN TO STRATEGK

INCLUSION PLAM
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6. Adding Children to a SIP

Where a service requires support from the Inclusion Development Fund (IDF) for an Additional Educator,

Immediate/Time Limited Support and FDC Top Up, the service is required to include information about the specific
child that supports their request for funding.

Information about the eligible child/ren will be added to the SIP. The child can then be added to each relevant case
for the IDF.

1. Select ‘Children’.

_,ﬂ-i, P

HOME AROLIT LOGOUT

=17 Dvpertered ol | s el Trisieg

CASES=  CLAMS EPAYMENTS=  REVIEWS & PROVISISNIMNG -

Hi Harry. Welcome to the Inclusion Support Portal.

Manage Strategic Inclusion Plan (SIP) for Jitterbugs Pre School & Early Learning Centre -
Mabiac

Manage SIP and CCB Service Profile
Approvals

Authorised Personnel

Cases and claims

Inclusion Innovative Service

Inclusion Inmovatve Payments
Support Solution Support Supporn Solutions
Cases Cases Plans Case Claims § Case Claims

| e ——

2. The Children page allows new children to be added to the SIP, and displays all Children previously associated
to the SIP. There are different pathways depending on if the child has a formal enrolment. To add a new
child with a formal enrolment, select ‘Add enrolled children’.

a. Formal enrolment — The child care service have used the child’s Customer Reference Number (CRN)
to create a formal enrolment in their CCMS registered software product.
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— HOME  ABOUT LOGOUT

ST —

£S5 & PAYMENTS -

i You ane Curmently viewing Nterbugs Pre School & Earfly Learning Centre - habisc

¥ Children

The Chilldren Page allows you 1o manage sl eligible children 1o be inciluded in the care environment the senvice is requiring inclusion assstance with. These children will be
abie 10 be added 1o an 15 Case when applying for support throwgh the IDF.Once a child is added to an IS Case. they camnot be deleted from the SIF but the child recond can be
e T

Search children already added to the SIP

First name CRM

LS neteme Cencer

[t ]

Date of birth: dgimmdory

| FEPER Cusaning gubgasdadll prssrenasts
Maerer Oaw of pnn  CENZS Garoars oFM QICOSE peCvOes pecvmes

|
i

URIT , TIOISTY amseniam M LT In LT ..;-_1.-..-;-:.4..:.
WINITA DEOIIGTE  OTES00MIC  F 'y 'y 'y

FAVINDOFAMAT

HAN NASR

WAFIBA ROLSKIOT/OAZ001  2OM346158H  F W'y W'y vy \POATE CHLD

HALASH 1SII1980 SOSOGSTIZK M 'y 'y 'y
SLAMEKY

THEB GAM 051993 JEIBOENOTS F 'y 'y 'y
MCALISTER

ORA

|
|
|
|
|

ADD EMROLLED CHELDREM CREATE CHILD

3. Enter at least one search field to identify the child and select ‘Run search’. The information entered to search
for the child must match the details of the child’s formal enrolment.
a. Itis recommended to search for the child’s CRN or date of birth.

Search Children

s inam

L1 russme

Date of barthe cd i gy E

CRM

Cancas

Please Selact b

Dezscand chamges and Class
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4. Select the child and select ‘Confirm Selection’.
a. The “Child Not Found’ button will create a child, which will then need an enrolment manually linked
to the child record. This is the same pathway as creating a child for an Informal Enrolment.

Results
Fawt samel Lot samel Care of pemnd CRNG Genserd
D[ THER GAM MCAUSTERORR  26/05/1993 2812020075 F ]
D[ KAIASH SUANSXY 15111990 505065712% M ]
D[ KAI-DEE POTTERTON 212198 402299879 M ]
D[ WAFIKA ROLSKD 07/0472001 2093461581 F ]
D[ ELLANEY MARCELENE nnonwT 2058203868 M ]
D[ URIT SINGHAPHANM 27/041973 4206031484 M ]
D[ VinaTA RAVINDRANATHAN  06/01/1972 207660042C F ’
NAIR
D[ ROUPEN FOLAMY 30/12/2006 4071438118 M J
D[ AITAN IVANTRY 091171944 200444692 M ]
D[ TIMUKUDZEISHE ~ TANGEMAN 25/06/19%6 203326025H M J
Discard and Close CONFIRM SELECTION

5. To add a new child to the SIP that has an Informal Enrolment, select ‘Create Child’ from the Children
homepage.
a. Informal enrolment — The child care service have not been provided CRN details for the child and
have created an informal enrolment in their CCMS registered software product.
b. Aninformal enrolment can be used for families participating in the Adult Migrant English Program
(AMEP).
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HOME  ABOUT LOGOUT

DHING - SEARCH ~

% Cumenily Hrnerbugs Pre School £ Earty Learmning Centre - Halisc

¥ Children

The Chiliesn Fage liows you b manage sl slgible chilidmen 10 be included in the care snvironrment the Senics i peguiring incthusion assastance with. These children will be
able 1o be added to an 15 Case when apphying for support throwgh the IDF Once & child is added to an IS Case. they cannot be deleted from the SiP but the child record can be
e mactive

Search children already added to the SIP

Fir 51 e CARM

LS neteg Gender
[ T IR | y— [
Date of birth: ddimm iy

Cobon e Coddm rp adghdddl HTaIrmdati

Lt Crw 2f pren® CANS Geagers ot e SR [ aih [

URIT ITOANST  AZSONT4EH M In 'n 'n m
SINGHAPHARH

WINITA DEOIISTE  IOTESOD4IC  F Wy 'y W'y

RAVIMIHFRAMAT

HAN HARL

[mﬂum&tlmmm1 HMEIE158H  F vy vy 'y ml

HAIATH LSRR SOSOESTIZE M oy 'y Wy
SLAMTIY

THED GAM 2EOS19N3 2EIBOE00TS  F Wy vy 'y
m:.-suﬂ

CREATE CHILD

6. Enter the child details and select ‘Save and Close’.

HIOME AERDUT

o You are amenily viewing. JElebugs Pre School & Eary Leaming Cenfee - Mabiac

Create child _—

First name *

Ligt ruirg *

Diete of barthy 4o imem

Please Select -

Cudbdd Chifpdd BN (e

Completing a SIP —for child care services 25



7. Updating Child information on a SIP
1. To provide additional information about the child, select ‘Update Child’.

-jf_ﬁ_. Astrulias Goverament HOME ABOUT  LOGOUT

Uvpsr ot of | dovacm sed Trakakag

CASES ~ CLAIMS & PAYMENTS » REVIEWS & PROVISIONING

¥ Children

The Children Page aliows you to manage all shgible child/ren 10 be included in the Care ervaronment the Service is raquInng INCRISIoN assistance with. These children will be
able 10 be added 10 an IS Case when applying for support through the 10F . Once a child i 0dded 10 an IS Case. they cannot be deleted from the SIP but the child record can be
mace nactive

Search children already added to the SIP

First name CAN

Last name Gencer

Date of birth. d/mmvyyyy

Comapropna Dhaaniny Gagreseds emearmens
Name Oete sfmmns  CAND Concers Sutads provoes  provides pezvaee

[ URIT 27041973 42060148H M In In In UPOATE GHLD
SINGHAPHANH
VINITA 0&/01/1972  207660042C F vy vy vy UPOATE LD
RAVINDRANAT
HAN NAR

[ WAFIKA ROLSXIO7/04/2001  200346158H F vy vy vy ]
KALASH 1111900 S05065T12K M vy vy vy SR
SLANSKY
THEBGAM  26/051993 281202007 F vy vy vy
MCALISTER
ORR

ADD ENROLLED CHRLDREN CREATE CHILD
RETURN TO STRATEGIC
INCLUSION PLAN

2. The Status of the Child can be updated to ‘Inactive’ if they leave the service.
a. The Status cannot be changed to ‘Inactive’ if the child is listed on an active IS Case.
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HOME ABODUT  LOGOUT

CLABMS E PAYMENTS = REVIEWS & PROVISIDNING ~ SEARCH =

ik ou ere cenilly viewing: Jifterbugs Pre School & Early Leaming Cenine - Habiac

Update child —
Child Details

TASKCARD F

EXAMPLE

]

010,206 =

- Demographic Details

- Disability

- Attachments

Discard changes and refum SAVE AND CONTIMUE

7

3. Complete the information required. To add information about the child’s diagnosis, select ‘Add Diagnosis
and the appropriate Attachments through the ‘Add Attachment’ button.
a. Note that all children being entered onto the IS Portal must include a completed ‘Family Consent
Form’ for ISP. This form is available from the ISP Page of the department’s website. Both pages of
this form must be completed and uploaded to the IS Portal.
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HOME  ABOUT  LOGOUT

CLAIME E PAYMENTE = AEVIENS. £ PROVISIONING - EEARCH =

dh You are currenily viewing: Atierbugs Pra School B Eardy Leaming Cantre - Habiac

Update child
Child Details

TASKCARD F -
e ra e oY

EXAMPLE Eotive -
e Rl e B

@- Demographic Details !
::e:n:-e S-Iew h ki Cliarmt weso niot soled hy
Slemoe Caao o b P-e;; ﬂlzl.z.::tﬂ. o b

@©- Disability !

ﬂ ¥ou cusrantly don't hawe any disability information selected

| ADD DIAGHDEIS I

©- Attachments

ﬁ Yiou hawa not yet uploaded a ‘Family Consent Fomy for this child

ﬁ Ho aftachments have been attached to this child. if an attachment is required, select the ‘Add Attachenent” buthon

| ADD ATTACHMENT |

4. A new feature of ISP is the ability for documentary evidence of a child’s diagnosis to be shared with a
different service, with consent from the parent. This is done through:
a. The parent completing the following on Page 2 of the ‘Family Consent Form’

This feature will work if a previous service has uploaded documentary evidence to the child’s record.
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Consent to access documentary evidence

Where a parent/guardian has previously provided documentary evidence of their child's diagnosed disability or
medical condition (or evidence of current and ongoing assessment for disability) to an ECCC service from 1 July 2016,
this evidence can be made available to their child's current ECCC service, as stated above, by selecting the check box
below.

O 1/we agree to sharing documentary evidence previously provided for the purposes of administering the ISP to the
ECCC service stated above. We understand that this means that my/our child's documentary evidence will be
disclosed and transferred to the ECCC service stated above.

Please note: The ISP Guidelines require documentary evidence of a child undergoing assessment of disability to be
dated within two years of an application being submitted for IDF. New documentary evidence will be required if the
documentary evidence provided previously for ISP is dated greater than two years.

b. The service indicating they have consent to access documentary evidence previously uploaded for
the child.

5. Select ‘Save and Continue’ to return to the Children homepage.

Consent for Document Sharing

Consent for document sharing will ofiow yau o view docsmenis pr 5 for this child. By solecting
0 Wi, yWou are ooi oo widkedt b e i t wtth yowr sonnice. Auditing
will be undartaimn to ergune consant has been provided for all service prowidess wio are or have at any time: viewed documants uplcaded by
other senvice providers for this child
Mo -

A e s |m I
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8. Adding Authorised Personnel to the SIP

A SIP will include at least one contact within the service, which will be the primary contact for the SIP.

1. Select ‘Authorised Personnel’.

'& haatraluia e i HOME ABOUT LOGOUT

Lt <= S ——r—m——

CASES= CLAIMS & PAYMENTS = REVIEWT & PROATSCHING = SEARCH =

Hi Harry. Welcome to the Inclusion Support Portal.

Manage Strategic Inclusion Plan (SIF) for Jitterbugs Pre School & Early Learning Centre -
Mabiac

Manage SIP and CCB Service Profile ; Wi ENLS Children
Approvals
Sl
-.u

Authorised Personnel

Cases and claims

Inclusion Innovative egacy Service Inclusion Innavative Payments
Support Solution ase Suppon Suppor Solutions
Cases Cases Plans Case Claims | Case Claims

e —

2. Authorised Personnel can be added to the SIP through the ‘Add Authorised Personnel’ Button.

_&'5 Yy P— HOME  ABOUT  LOGOUT

Do vt of bt s sl Vo miomiog

CASES ~ CLAIMMS & PAYMENTS «

ok You ere cuently viewng Atterbugs Pre School & Early Lesening Centre - Nabloc

Authonsed personnel

Authorsed Personny s all persornel 8t your service who can be contacted about your Sitatege iInclusion Plan

Fuoxtrame Farsornel D8 Possion sroe Start Dote

[ Y Thomson Sharon 3-JOT035 Derector 04/02/2014

RETURN TO HOME PAGE ADD AUTHORISED SELECT A DRFFERENT
PERS PRIMARY CONTACT

3. Enter one or more search items and select ‘Run Search’. The search results will display people who are
identified as a key or authorised person in their CCMS software. If a person is not showing in the results, the

service can update this in their CCMS software.
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HOME AROLIT LOGOLT

e Vi e curnortly viewing Arierbags Pre Sciosl & Enrly Loafrirsg Certse - Naksne

& Add authorised personnel

Ty far] o Sshorised (erson. GMer & Seaich Crteyis s Sebe0! Fun Search’. Todaplay o sothaolised personne, ket The $68iTh Crileris bisnk snd

stect Hun Sewnch

Piease Seledt

gcae changes Bnd 1EnsT 10
suthorised prescrrel

4. Select the person displayed and ‘Add Selected Authorised Personnel’.
HOME ABOUT

Amirulios € aosyrmomg ol

T Ihparims of § dwcsiies v Tralsing

CLAIMS & PAYMENTS -  REVIEWS & PROVISIONING-  SEARCH-
ik You are curmenily wiewing: Jterbugs Pre School & Early Leamning Cenire - Habiac

% Add authorised personnel

To find an suthorised person, enter 8 sessch critena and select "Fun Search’. To display all suthorised personnel, leave the: search critena blank and

0 selecy Fun Seanch’

Firer Mame
AST Mame
PeTacain
ok

Please Sebect

Firnt Hama B TS Posison Types Emasls Parsonnsl las
Q| Shaon Thcamscn IDiFechon jiterbugs MEteapond ¢ 3- OTO3S5
om
Previous [EXERE

ADD SELECTED AUTHORISED

PERSDHNEL

Discard changes and resum 1o
sumhorsed personns]
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5. If there are more than one authorised personnel, the first person added will default to be the ‘primary’
contact. The service can update this through ‘Select a different primary contact’.

HOME  ABDUT LOGOUT

s You are curmently wiewing: Mterbugs Pre Schiool & Enrty Leaming Cenire - Mabinc

% Authorised personnel

Authonised Persores] 11579 all personnel &1 youl senece whi cin be Somacted Bhois your Somtegs Inchisson Psn

Primafy Ll vl Farit rb=a Perscernnl IDG PodsTed Cypedt et Date Ersd Datw

[ ¥ Thomeon Sharon 3-MT035  Divector BI04 MJ

RETURN T HOME PAGE ADD AUTHORISED SELECT A DIFFERENT
PERSDMMEL Y L

6. Select ‘Return to Home Page’ to return to the SIP homepage.

LOGOUT

ol Pl ey gl T mhndng

s You eee cumently viewing: Jiterbuga Pre School & Enty Learming Centre - Mabinc

& Authorised personnel

Aihonaed Personned 157 all perscrrs] A1 your SEnaoe wied G B CONBCnEY AlGUT PO STTATRGE INiaion Plan

Prmany Lmg? namey Fag® rame wpoonsl 100 Postion type start Due Erd Due

¥ Thesmison Shawrcm 3- 207035 Do 0402014 m]

| RETLIRN TO HOME PAGE I ADD ALUTHORISED SELECT A DSFFERENT
PERSONNEL PRELARY CONTACT
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9. Viewing Reviews of the SIP

The Inclusion Professional is responsible for reviewing the SIP. Information about their reviews will be displayed to
the service through the ‘Reviews’ tile of the SIP homepage. They are also available from the Service Profile and Care
Environment page.

1. Select ‘Reviews’.

HOME ARIT LOGOUT

T Dparimernt of | deas ged Trmndsg

CASES~  CLAMSLPAYMENTS-  REVIEWSEPROVISIDMNING =  SEARCH-

Hi Harry. Welcome to the Inclusion Support Portal.

Manage Strategic Inclusion Plan (SIP) for Jitterbugs Pre School & Early Learning Centre -
Nabiac

Manage SIP and CCB Service Profile Children
Approvals
[ ]
M I

Authorised Personnel Reviews Uzer Pravisioning

Cases and claims

Inclusion Innovative Service Inclusion Innovative Payments
Support Solution Supporn Support Solutions
Cases Cases Plans Case Claims J Case Claims

e e—— e —

2. Inclusion Professionals are responsible for reviewing the SIP through three types of reviews.
a. Service Profile review
b. Care Environment review
c. Yearly SIP review
The findings of the reviews will be available through selecting ‘More Actions’ — ‘View Review’.
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B Reviews

il Viow aee cummently viewing

Thet Reewiewr Page lig1s ol eviews for this SIP. The LA can create, update of complete reviews: had a SIP

HOME ABOUT

Rarview Typas S Croe cuted e Ena aimeds

Yearky Review Scheduled 1207 T J0EFFOTT 1207207
Care Ervironment  Scheduled 1B/ F A6 M/IVED1G 1812016
Service Profile Scheduled 1B7IFAN 6 /1PN &6
Care Emvironment Scheduled 0SNG IS0 0N6 D016
Care Ervironment Scheduled 0a0S 006 2L ORr 6 Oy 201 6
Care EFironment  Scheduled RSN 6 S/0BFHO6 DR 6
Care Evvironment  Compllete 0TI 6 OTIHG DAOE/H016
Care Ervironment  Complete TG BWOEFH6 TG
Service Profile Comnplete BTG 90EFE016 ZIOT/2016
Case Evpironment  Coenplete OSTFAN OZTFHN6 TG
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HOME  ABDUT  LOGOUT

Ex AEVIENS. £ PROVESIONING - EEARCH ~

hYou are cumenily viewing: Jitterbugs Pra School & Early Leaming Canire - Nabiac

B View Strategic Inclusion Plan Review

Tha L4 can wpdate or complete reviews from this page. Details of the review ane available below

g = Survicw Prineches Slmlualy

&-Z1ET-100 Jnterbesys Pre School B Early Actres
Leaming Centre - Nabiac

ﬂ Tha fields am this rovios will ba backed until tha Start Dase has bean reachad
Review Details
‘fearky Revies
Sohadubsd

2B/DeVATT

Review Items
Plzape Select
Pleape Seleot
Pleape Select

Review Findings

Discand changes and retum
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