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How to access and use the Service and Support
Portal for Serious Incident Response Scheme
(SIRS): In-Home Care

This My Aged Care User Guide is designed to inform ‘administrators’,
‘team leaders’ and ‘staff members’ about how to access and use the
SIRS portal through the Service and Support portal.

The guide is split into sections as follows:

What am | able to do based on my role?

How do | provide access to the SIRS portal?
How do | submit a new SIRS notice?

How do | view SIRS notifications?

How do | edit or delete draft SIRS notices?
How do | search existing SIRS notices?

How do | export a list of draft SIRS notices?
Help and further information

How do | view SIRS follow up notifications?
How do | upload multiple SIRS notices at once?

This guide does not cover:

e Detailed instructions on how to set up organisations to use the Service and Support
Portal in the Relationship Authorisation Manager (RAM), which can be found on the RAM
website.

e Detailed instructions on how portal users obtain a myGovID to access the Service and
Support Portal can be found in the user guide My Aged Care — Logqing in to the Service
and Support Portal using myGovID

What am | able to do based on my role?

Role ‘ Description of access

Administrators have access at either an organisation or outlet level to:

e Provide staff access to the SIRS portal

e Manage the roles within the SIRS portal
Administrator e View all SIRS natifications

e Edit and delete all draft SIRS notification

e Submit SIRS notifications

e Upload multiple notices at once

Team leaders have access at either an organisation or outlet level to:

Team Leader e View all SIRS notifications
o Edit or delete all draft SIRS notifications
e Submit SIRS notifications

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



https://info.authorisationmanager.gov.au/
https://info.authorisationmanager.gov.au/
https://www.health.gov.au/resources/publications/my-aged-care-logging-in-to-the-my-aged-care-provider-portal-using-mygovid
https://www.health.gov.au/resources/publications/my-aged-care-logging-in-to-the-my-aged-care-provider-portal-using-mygovid

Role ‘ Description of access

Staff members have access at an outlet level to:

Staff Member e View their created SIRS notifications
o Edit or delete their draft SIRS notifications Submit SIRS
notifications

How do | provide access to the SIRS portal?
If you are an administrator, you can provide staff access to the SIRS dashboard tile within your
organisation or outlet, by following the steps below.

1. Log in to the My Aged Care Service and Support Portal.
2. Select ‘Staff administration’ tile.

3. Scroll down to the “Staff” section of the ‘Staff administration' tile. Use the search fields to
filter for the staff member who requires access to the SIRS portal. Click on the name of the
staff member.

Service and Support Portal

I For more information about how to add a staff member to your facility in the My Aged Care
provider portal, please refer to the My Aged Care Quick Reference Guide — Create and
maintain staff accounts.

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



http://www.myagedcare.gov.au/
https://www.health.gov.au/resources/publications/my-aged-care-quick-reference-guide-create-and-maintain-staff-accounts
https://www.health.gov.au/resources/publications/my-aged-care-quick-reference-guide-create-and-maintain-staff-accounts

4. Click the ‘EDIT STAFF DETAILS’ button.

1800 836 799 m

¥ Home: | $128 administiation | View stafl member

© View staff member

James

(Actve
St memoer 1D 10730463

5. Select ‘MANAGE ROLES’ button’.

[y p— [ —

© Edit staff member

Staff details

e

6. Then, click the ‘SAVE’ button. A popup box will appear displaying a series of checkboxes. If
the staff member already possesses a role, the corresponding box will be checked.
Check the corresponding ‘SIRS’ checkbox by selecting it.

Manage roles

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

Please select the role(s) *
[ Administrator Team Leader

Staff Member ACF| Contact
[ Quality Indicators SIRS

SAVE CANCEL

7. Pop up will appear confirming the successful edit.

V Role(s) saved successiully.

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



http://www.myagedcare.gov.au/
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How do | submit a new SIRS notice?

I For information on what incidents must be reported, see the Aged Care Quality and Safety
Commission’s website

N

Log in to the My Aged Care Service and Support Portal.

2. From the home screen of the My Aged Care Service and Support Portal, click the ‘SIRS
Notice’ tile.

Welcome Andrew

3. Click the ‘Submit new notice’ tile to begin filling out a new SIRS notice form.

Welcome

SIRS Notice Logout

Bulk Upload

4. A new tab will open containing important information regarding the SIRS notice. Read the

information carefully, then select the ‘NEXT’ button to proceed.

I Additional helpful information and examples can be found by following the link to the Aged
Care Quality and Safety Commission website.

Welcome Andrew

n
© Quality and Safety Commission SIRS Notice Logout

# Home | SIRS notice

© Before you begin...

« You need to report all P1 incidents within 24hrs of becoming aware of the incident; however, if you do not have enough information to complete a netification you have 5 days to supply the further
required information . These details can be supplied by email to sirs@agedcarequality.gov.au

« All P2 ineidents need to be reported within 30 days of becoming aware of the incident.
= Additional information relating to a reported incident (or in response to a request by the Commission) can be supplied by email quoting the Case ID to sirs@agedcarequality.gov.au.

= See example response available on the Submitting SIRS notifications page on the Commission website

We need the following details from you...
« Full details of the incident itself — what triggered the incident, what happened, and who was involved.
« Clear details of the immediate actions you have taken to respond to the incident.
« Clear details of the actions you are putting in place to manage the risk of similar incidents happening again in the future.

= Altach specific information relevant to this matter.

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



http://www.myagedcare.gov.au/
https://www.agedcarequality.gov.au/sirs
https://www.agedcarequality.gov.au/sirs
https://www.agedcarequality.gov.au/sirs/submit-notifications
https://www.agedcarequality.gov.au/sirs/submit-notifications

5. Complete the relevant information on the “Your details’ tab. Ensure you have entered
information for each field marked with an asterisk (*). Once you have finished, navigate to
the ‘Incident details’ tab by clicking the ‘NEXT’ button.

Welcame Andrew

SIRS Notice Logout

BN prOVIGEQ WA The NOTCR O Callection of May

Your details

S —— Enter st contactamad 0 (7)

Motike

e || D.

I If you are unsure what information is required within each field, you can view the help text by
clicking the question mark symbol to the right of the field title.

| Please note: the two notices of collection acknowledgements located near the top of the
‘Your details’ page of the SIRS form must be checked before proceeding.

I You must select an Outlet from the drop-down menu available and ‘Type of incident’ as ‘In
Home Care’ in order to complete the ‘Approved Provider’, ‘Care Type’ and ‘Service’ fields.

6. Complete the required information on the ‘Incident details’, ‘People involved’ and ‘Action
taken’ tabs. Ensure you have entered information for each field marked with an asterisk (*).

I The SIRS notification form allows you to capture details for up to a maximum of six Alleged
offenders within a single notification.

Welcon
SIRS Notice

Subject of allegation details

Subject of allegation (SOA) - John Doe ®

Subject of allegation (SOA) - Jane Doe

()  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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7. After completing all four tabs of the SIRS form, you will be taken to the ‘Review & Submit’
page. This page summarises the information you have provided, please review it carefully.

If mandatory information is missing, a red “X” will appear at the bottom of the relevant page
summary. As well as the below error message indicating the missing mandatory
information.

The Date/Time Incident Reported field is required.
The Date/Time the Alleged Incident Occurred field is required.

The Where did the incident occur? field is required.
The Description of the alleged incident field is required.

8. Review the information you have entered. You can navigate back to any tabs requiring
edits using the pencil on the right.

wetcorma 2o

SIRS Notice s

New SIRS notice

T TRy - : - |
(No name provided)

Your details b4

Incident details X

I You can save your notification at any point without submitting by clicking ‘Save’ at the bottom
of the ‘Review & submit’ page. This will save the notification as a draft.

Welcome
SIRS Notice

4 Home | View and update existing SIRS n

<) | SIRS notice

Afiected cars recipient reside in a secure unit?

Subject of allegation details

Subject of allegation first name:

Subject of allegation last name:
Subject of allegation relationship to the AP or Service:

Has the subject of allegation been named or described in any incident previously?

Action taken @

%

Has the incident been reported to the police?

Has the aflected care recipients representative been contacted about the incident?

Has the affected care recipients representative expressed any ongoing concerns regarding the incident?

What specific actions have been taken to ensure the healin, safety and wellbeing of the aged care recipient(s) involved?
What specific actions have been taken to manage or minimise the risk of reoccurrence of this or a similar incident in future?

Is there any other information or details you wish to include in relation to this netice?
Allfields marked with an asterisk (*) are required.

Contact details

Is the person submitting this notics the preferred contact for further information about this incident?*
O ves
O No

Acknowledgement

[ Please ensure all felgs are complsted before submitting this notice to the Aged Care Quality and Safsty Commission. By clicking 'Submit you agree to provision further information regarding this incident upon request.

()  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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9. Once you have finished reviewing the information click ‘SUBMIT’. A confirmation message
will be displayed to confirm that the notification is ready for submission. Click ‘SUBMIT’ to
send the notification.

Submit SIRS noftification

Please ensure all fields are completed before submitting this Nofification to the Aged Care Quality and Safety
Commission. By clicking "Submit’ you agree to provision further information regarding this incident upon request.

10. The submitted notification can now be viewed in the list of existing notifications.

Welcome

Australian Government
Aged Care Quality and Safety Commission SIRS Notice

# Home | View and update existing SIRS notice(s)

Search by

EXPORT FILE

1to 38 out of 38 matching results

Incident ID Care fype Alleged affecied care recipient Submission date Incident date Service name

| scoisDéz  NF23/000388  In-Home Care 31108/2022 300872022 Submitied 1
B3IDBBFE3  Npp3ppo3sg  IN-Home Care 310812022 3010812022 Submitted
4909785E NF23/000365  'n-Home Care 31082022 3010872022 Submittad

How do | view SIRS notices?

Administrators, team leaders, and staff members can view existing SIRS notices based on their
permissions. See the What am | able to do based on my role? section of this guide for more
information.

1. Log in to the My Aged Care Service and Support Portal.
2. From the home screen of the My Aged Care Service and Support Portal, select the ‘SIRS
Notice’ tile.

Welcome Andrew

My Aged Care eractions

=0
H&

Qually ingicators

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. Select ‘View and update existing notices’ tile.

‘Weicome Edwin

SIRS Notice Logaut

Welcome Edwin

0

View and update exsting nofices Help and information

o A

Submit new notice Follow ups Bulk Upload

4. Use the search fields and the ‘FILTER’ button near the top of the page to search for the
appropriate SIRS notice.

SIRS Notice

4 HOME | VIew and upoane existing SIRS noncais)

Search by ®

Incident ID Senvice name Aflected care recipient frst name

Aflected core recplent last name

ADVANCED SEARCH || CLEARFILTERS

=

5. Once you have found the appropriate notice in the table, select the relevant ‘Incident ID’
to view the notice.

WdcTaTs

A ﬁ: Amiralian (s ernmeat
=

SRt 1T Apped e Qwality and Salety Camminion SIRS Motice

& Homa | View and updabe wentng SIRS aobon{s)

Search by &

1 0 50 oat of 52 matching resuts

Carse 1D

:

EESFCIBE MRS  Inkiome Covw IR L s bt

ps Inodont dole S 5%

MR iAo Case

I If you are an administrator or team leader at the organisation level, you will see a list of all in-
draft and completed notifications for your organisation. If you are an administrator or team
leader for only your outlet, you will see a list of all draft and completed notifications for your
outlet. Drafts will be deleted after 60 days.

()  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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6. You can now view and navigate through the draft or submitted notification using ‘NEXT’
button.

Welcome Edwn

SIRS Notice Logout

icefs) | SIRS nobice

View SIRS nofice

RCTEPERl incicent detais  Peopis mvoved  Acton taken

Your details

First name. Rockstr

Last name. UAT

PoSToNRO® o Residenial Aged Care Faciny Homs Care Packages Manager

Enter best contact emai 10

Mol

Quliet

‘Select the s6tling Ihe incident bng r0peMted occured in
Servics Prover: Rebrament Communties Limitsd

Rstrement Community
Yos

00 tha 0 31 1a3s0naDla $14pS 10 GnsUre THal Ihe INGVIGUal: KeNTSRS i DS form have beon PIOWdB0 Wil the  Yes
Notica of Collecton of thay 3re awars e contants of Notice of Colection

How do | edit or delete draft SIRS notices?

Administrators, team leaders, and staff members can edit or delete draft SIRS notices based their
permissions. See the ‘What am | able to do based on my role?’ section of this guide for more
information.

1. Login to the My Aged Care Service and Support Portal.
2. From the home screen of the My Aged Care Service and Support Portal, select the ‘SIRS
Notice’ tile.

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

Service and Support Portal

Welcome Edwin

My Aged Care interactions.

o

Outiet administrabon Qualtty indicators Form submission portal

3. Click the ‘View and update existing notifications’ tile.

Welcome Edwin

Q e

View and update existing naotices Help and infarmation

Bulk Upicad

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4. Use the search fields and the ‘FILTER’ button near the top of the page to search for the
appropriate SIRS notice. Once you have found the appropriate draft notice in the table,
you can select the pencil symbol to edit the draft notice.

Welcoma

- **' Auviralian Cosernssent
TR o Care ety a0 Sty Commii SIRS Motice

7% Aped Care (hality and Safety Commiios

A Home | View and updaie sursbng SIRS notce(s)

Search by

1 b 50 ol ol 178 mabctng nsults

CT2RE2TS bn-Homa Cada T2 [ ] ik

INTCEDEF n-Home Cane P i) Dvalt I

The process for editing a draft notice is similar to creating a new notice. See the ‘How do |
submit a new SIRS notice?’ section of this guide for more information.

I If you are an administrator or team leader at the organisation level, you will see a list of all
draft and completed notifications for your organisation. If you are an administrator or team
leader for only your outlet, you will see a list of all draft and completed notifications for your

outlet.

5. To delete the draft notice, select the bin symbol to the right of the notice.

Wsleoma

- _..'* Awviralion Covermmscnt
VEAReT" Aped Care Quality and Salety Commbaion SIRS Motice

=17 Aped Care Qality and Safdy Commshisios

# Home | View and update sorshing SIRS notce(s)

1 b 500wt of 178 mateing results

CTZREZTS in-Home Calg FINT2022 Deat

IMTCEDEF In-Homa Gar F0AR082 Draft

6. A popup will appear prompting you to confirm your deletion. Select ‘OK’ to delete the draft
notice.

i ——

Are you sure you want to delete the notice for Ratirement Community ? Salect OK to proceed with deletion of netice or Back to view the notice.

I Once a notification is deleted, it will not appear anywhere on the portal and cannot be
searched for.

How do | search existing SIRS notices?

1. Login to the My Aged Care Service and Support Portal.

()  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. From the home screen of the My Aged Care Service and Support Portal, select the ‘SIRS
Notice’ tile.

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

Service and Support Portal

Welcome Edwin

My Aged Caro intoractions.

=0
[

OQutiet adminsstration Quality indicators Form submission portal

3. Click the ‘View and update existing notices’ tile.

Welcome Edwin

SIRS Notice

Logaut

Welcome Edwin

I If you are an administrator or team leader at the organisation and/or outlet level, you will see
a list of all draft and completed notifications for your organisation/outlet.

4. To perform a basic search, type the appropriate terms into either the ‘Incident ID’,
‘Service name’, ‘Affected care recipient first name’, or ‘Affected care recipient last name’
input field(s). Then select the ‘FILTER’ button to near the top of the page to search for the
appropriate SIRS notice.

Wolcomo Edui|

SIRS Notice: Logou,

()  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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5. The results of your basic search will appear in the table below.

weicarm

SIRS Notice

Miime e ang o ortag TR ot s

6. To clear a basic search, select the ‘CLEAR’ button.

SIRS Notice

# Home | View snd updats exising SIRS noticels)

Search by

Incidert 1D Senvice name Alscted cars racigsent irst name.

Aflscted cars racipient Iast name

7. To perform an advanced search, select the ‘ADVANCED SEARCH’ button.

Weicoma Edwr

SIRS Notice Logou

#4 Home | View and upcate exitng SIRS naticels)

Search by @

incgent 10 Senvice name ~ABected care recirent trst name.

Affecteq care racipent last name

8. A popup window will appear. Select the ‘Choose an item’ drop down menu and select a
search item from the list then click ‘ADD FILTER’. You can do this for multiple search
items. When you have finished selecting items, complete the search item fields you have
added then click ‘FILTER'’.

Search nofifications

v Retirement Community notice is deleted

Notifications

Choose an item.

JAffected care recipient first name
[Affected care recipient last name
JAll

Care type

Case ID

Date Range

Incident ID

Incident occurred dateflime
Incident reported datetime
Incident type

Physical impact

Provider determined Priority level
Psychological impact

Service name

Status

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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9. The results of your search will be displayed.

How do | export a list of draft SIRS notices?

If you are an Organisation Administrator, you will be able to export a list of draft SIRS notices.

1. Log in to the My Aged Care Service and Support Portal.

2. From the home screen of the My Aged Care Service and Support Portal, select the ‘SIRS
Notice’ tile.

1800 836 799  Mon-Fri8am - 8pm Sal 10am - 2pm

Service and Support Portal

Welcome Edwin

My Agod Cara interactions

3. Select the ‘View and update existing notices’ tile.

Welcome Edwin

SIRS Notice Logaut

Welcome Edwin

4. If you are an Organisation Administrator, you will be able to see an ‘EXPORT FILE’ button on
the right-hand side of the page. If this button is not visible, check your permissions. Select the
‘EXPORT FILE’ button.

Winloowr

_ﬁ;‘ﬁ . Ambralisn Gavrrnmeat
gt - SIRS Motice

F Ngedd o sy Qusliny sad Salety [emmbiien

i Himan Whaw' and wpdabe coding SIRS nofcods)

Search by

EHBEIN] NFINOIMGE  laHoma Caw JRE Fill e r] St

EESFCIBE NFZVIOOMAE  lnvome Cae MORHLE 8 ) Submiod

5. A .csv file will be automatically downloaded to your computer with the following name format:

“DraftNotices_” + “YYYY” + “MM” + “DD” + “hhmmss” + “#” + “.csv”
E.g. “DraftNotices_202206101504556.csv” (where “hh” is 24hr time).

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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The file contains the following information about each draft SIRS notice as a table:

a) Notification status

b) Care Type

c) Service name

d) Date/time incident reported

e) Date/time incident occurred

f) Incident type

g) Affected care recipient first name
h) Affected care recipient last name
i) Psychological impact

j) Physical impact

k) Provider determined priority level

Use Excel or an equivalent spreadsheet editor to open the.csv file.

I Please note: .csv files cannot store anything beyond numbers and text. If you edit a .csv file
in Excel, and then use any of Excel’s formatting or formula tools, you must “save as” an .xlsx
file to keep your changes.

Help and further information

You can access help and further information by following the steps below.

1. Log in to the My Aged Care Service and Support Portal.
2. From the home screen of the My Aged Care Service and Support Portal, select the ‘SIRS
Notice’ tile.

1800 836 799

Service and Support Portal

Welcome Edwin

3. Click ‘Help and Information’.

Welcome Edwin

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4. The various channels for help and information will then be displayed.

Walcams

SIRS Notice

# Home | Help and information
© Help and information

Contactus My Aged Care Resources Legisiation

I You can also call the My Aged Care Service Provider and Assessor Helpline on 1800 836
799. If you have a technical issue, don’t forget you can ask the Call Centre staff to escalate
your query to the tier 2 team for resolution.

How do | view SIRS follow up notifications?

Administrators and team leaders can view all follow up emails concerning cases relevant to their
organisation and outlet respectively. Staff members can only view follow ups concerning draft
notifications created by themselves. These follow up emails will be sent to the outlet's
administrator, as well as recorded within the SIRS Notice tile, when a draft SIRS notification has

been inactive for seven days.

1. Log in to the My Aged Care Service and Support Portal.
2. From the home screen of the My Aged Care Service and Support Portal, select the ‘SIRS

Notice’ tile.

1800 836 799  Mon-F:

My Aged Care interactions

3. Click the ‘Follow ups'’ tile.

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

SIRS Notice Logout

Halp and information

Submit new nolice Follow ups Bulk Upload

4. You will now see a list of the reminders for draft notifications.

stralian Government

ged Care Quality and Safety Commission SIRS Notice

# Home | Follow ups

Search by @

110 50 ot of 1187 matching resutts

2710112022 Deletion reminder You hat wil ba automatically deleted after 30 days.

Dete created 270172022
Incident 1D 3AAS7ADA4

21012022 Delstion reminder You have a drat notfication that wil be automalically deleted after 30 days

Date created: 27/01/2022
Incident 1D D20SASTF

271012022 Deletion reminder You have a draft nofification that will ba automatically deleted after 30 days

Date crealed. 27/01/2022
Incidant 1D 45A5E1B1

271012022 Deletion reminder “You have & draft nolification that wil be automalically deleted after 30 days.

Date created: 27/01/2022
Incident ID: AFBIAFAS

2710172022 Deletion reminder You have a draft notification that will ba automatically daleted after 30 days

Date crealed 27/0172022
Incident 1D 3AAS7AD4

27012022 Delstion reminder You have a draft notification that wil be automatically deleted after 30 days.

Date created 27/01:2022

I If you are an administrator or team leader you will be able to view all follow up emails
concerning cases relevant to your organisation and outlet respectively. Staff members can
only view follow ups concerning draft notifications created by themselves.

5. You can also search for specific follow ups. To complete a search, expand the search
section by clicking the double arrows then enter your search parameters in the fields
provided and click ‘FILTER’. The filtered results will be displayed. To reset the search,
click ‘CLEAR’.

SIRS Notice

& Home | Follow ups

Search by

Incident 1D Service name

110 50 out of 248 matcning resuts

0410812022 Priority 1 Drafl Reminges You

a Friority 1 nofification in draft status for more than 24 hours.

Date Created: 041082022
Inciden! ID. T1E1DEET

()  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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6. You will now see a list of reminders concerning drafts. Click the ‘Draft reminder’ hyperlink
of the reminder you wish to view.

SIRS Notice

# Home | Folow ups

Search by

110 50 out of 248 matcning resuits

Catogory

s for mare than 24 haurs

0410872022 Priority 1 Draft Reminge You have & Prionty 1 notifcation in draft

Date crealed 0410812022
Inciden! ID. T1E1GEE

040872022 Briorify 1 Draft Remindes You have a Priorty 1 holficalion in arall stalus for mofe than 24 hours,

Date crested 0ADER022
Incigent 1D 71E1DEE1

030872022 Priority 1 Draft Reminde You have & Prionty 1 nofification In oraft status for more than 24 hours

Dats crealad. 0310812022
ncident 1D TEADEES

7. You can now view the reminder concerning the draft. When you have finished viewing,
click ‘CLOSE’.

Draft reminder received on 20/12/2021

A
LI
Yer

Australian Government

Aged Care Quality and Safety Commission
20/12/2021 05:00:40 PM
This email is about a SIRS notification that you started

Incident ID: AF8OAFAS
Notification status: Draft

This is a reminder that the above-mentioned notification, which has been inactive for the last 7 days, is yet to be completed.
The notification will be removed after 60 days from its initial start date

Please ignore this automated reminder if you have already submitted the notification
For security reasons, this email does not contain personal information

To access the draft, please log onto the My Aged Care Provider Portal. For more information on SIRS, visit the Aged Care
Quality and Safety Commission's website or contact sirs@agedcarequality.gov.au

Sincerely

SIRS Team

Serious Incident Response Assessment
Aged Care Quality and Safety Commission
GPO Box 9819 In Your Capital City

E: sirs@agedcarequality.gov.au

ome Ecwin

e
SIRS Notice Logout

8 Home | Folow s

incer

25072022 Priorty 1 Dt Reminge; “You hava a Pty 1 natfcaon 1 ara tatu fof more han 24 houts.

Date crasted 25072022

250022 Priorty 1 Draft Remindes Y00 Nave 2 Pronty 1 notfceton  arat sias for more 1han 23 hours

Dats crealed 25072022
ncedant 10 IDEATE35

257022 Priorty 1 Dral Reminde: You hive 3 Frty 1 notifcation i drat satusfor more than 24 hours.

Date createq 25072022
nciden! 13, 16021857

25Tz Priory 1 Draft Reminge; “You have a Prioty 1 natfcalon i ara satus for more han 24 houts,

Date created 25072022
Inessent 10 4205 149

240022 Priorty 1 Draft Reminds; You nave 2 Priaity 1 natceion n arat staas for mare ihan 24 hours,

Date ersalsd 24072022
Incidant 1D, E2DFO7E5

a2 Prioriy 1 Diat Reming Vou hive 2 Friaty 1 notfcaion i drat satusfor mare than 24 hours,

Date created 24072022
Incdan! 1D CFB4EE 9

24z Priorty 1 Dt Reminde; Vou have a Pty 1 natifcaion i drat fatus for more han 24 hours,

Dats crestad. 20072022
ncident 10 2783858

24072022 Priorty 1 Draft Reminds; You have s Piaiy 1 notfication i drat status for more han 24 hours.
Date croated 24172022
Incdan! 1D, SDEAT35

54 5 e

For information on how to submit a new notification please see the ‘How do | submit a
new notice?’ section of this guide for more information.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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I Reminders for drafts will remain in your list for 60 days.

How do | upload multiple SIRS notices at once?

Organisation and outlet administrators can upload multiple Priority 2 SIRS notices at once with
the bulk upload function. However, the function does not support SIRS notices that contain
multiple offenders or Priority 1 incidents.

To use the bulk upload function, follow the steps below:

1. Login to the My Aged Care Service and Support Portal.
2. From the home screen of the My Aged Care Service and Support Portal, select the ‘SIRS
Notice’ tile.

1800 836 799  Mon-Fii 8am - Bom Sal 10am - 2pm

Service and Support Portal

Welcome Edwin

2

My Aged Care inferacions

SIRS Notice

Halp and information

1.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4. The ‘Bulk SIRS Notice upload’ page will be displayed.

‘Welcome

SIRS Notice

ustralian Government

ged Care Quality and Safety Commission

4 Home | Bulk Upload

Bulk SIRS Nofice upload

How to upload multiple SIRS notices

To upload multiple SIRS notices please complete the details required in the bulk SIRS notice upload templates for Residential Care and/or In-Home Care
Templates can then be uploaded using the Browse function below.

Choose File |No file chosen

Once processed, draft SIRS notices will be ready for you to review and submit from "View and update existing nofices’ page.

File upload log

Status File name Upload date Uploaded by Number of notices Errors Action

Mo records returned

5. Bulk uploads need to conform to a specific template in order to be valid. For In-home care,
click the ‘In-home Care’ link to download the bulk SIRS Notice upload template.

Welcome

SIRS Notice

Australian Government

Aged Care Quality and Safety Commission

# Home | Bulk Upload

Bulk SIRS Noftice upload

How to upload multiple SIRS notices

To upload multiple SIRS notices please complete the details required in the bulk SIRS notice upload templates for Residential Care and/o
Te can then be uploaded using the Browse function below.

Choose File | No file chosen

Once processed, draft SIRS notices will be ready for you fo review and submit from "View and update existing notices’ page.

An .xlsx file will be downloaded to your computer called ‘SIRS_template_hcp’. Open the file
and begin inputting the details of your SIRS notice(s).

Once you have filled out the .xIsx. file save the file with a unique name — this will help you find
the file later.

6. Once completed, select the ‘Choose file’ button on the bulk upload page. Browse and select
the completed SIRS Notice template to be uploaded.

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

ustralian Government
SIRS Notice

Aged Care Quality and Safety Commission

# Home | Bulk Upload

Bulk SIRS Notice upload

How to upload multiple SIRS notices

To upload multiple SIRS notices please complete the details required in the bulk SIRS notice uplead templates for Residential Care and/or In-Home Care.
Templates can then be uploaded using the Browse function below.

[omaese e oo rosn]
Unce processed, dral RS notices will be ready for you fo review and submit from "View and update existing nofices’ page.

File upload log

Status File name Upload date Uploaded by Number of nofices Errors Action

No records retumned

I You can only upload files up to 5mb in size (roughly 500 row items).

7. Click ‘CONTINUE'.

Welcome

Australian Government
Aged Care Quality and Safety Commission SIRS Notice

Aged Care Quality and Safety Commission

# Home | Bulk Upload

Bulk SIRS Notice upload

How to upload multiple SIRS notices

To upload multiple SIRS notices please complete the details required in the bulk SIRS notice upload templates for Residential Care and/or In-Home Care.
Templates can then be uploaded using the Browse function below.

Choose File [ No file chosen

O essed, draft SIRS notices wil be ready for you to review and submit from “View and update existing notices’ page

File upload log

Status File name Upload date Uploaded by Number of notices Errors Action

8. Processing of the file will begin, as indicated by the ‘Processing’ status in the table. Reload
the web page after a few minutes to see the results of the processing.

Welcome

stralian Government
SIRS Notice

Aged Care Quality and Safety Commission

4 Home | View and update existing SIRS notice(s) | Bulk Upload

Bulk SIRS Notice upload

How to upload multiple SIRS notices

To upload multiple SIRS notices please complete the details required in the bulk SIRS notice upload templates for Residential Care andfor In-Home Care. Templates
can then be uploaded using the Browse function below.

Choose File | Mo file chosen

Once processed, draft SIRS notices will be ready for you to review and submit from "View and update exisling notfices’ page.

File upload log

1105 out of 5 malching results

2 Uploaded by i Action

File: name

Processing Memorable_Name_SIRS_Bulk_Upload 07 Jun 2022 Jane Citizen

()  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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9. Once the status changes to ‘Processed’ or ‘Processed with errors’, select the magnifying
glass symbol to view the upload details.

Welcome
tralian Government

lity and Safety Commission SIRS Notice

# Home | View and update existing SIRS notice(s) | Bulk Upload

Bulk SIRS Nofice upload

How to upload multiple SIRS notices

To upload multiple SIRS notices please complete the details required in the bulk SIRS notice upload templates for Residential Care and/or In-Home Care. Templates
can then be uploaded using the Browse function below.

Cheose File | Mo file chosen

Once processed, draft SIRS notices will be ready for you fo review and submit from "View and update existing notices’ page.

File upload log

1 to 6 out of 6 matching results

Files mame Upluzd dale Upiuaded by Numbe of relices s Enws Action

@ Processed Memorable_Name_SIRS_Bulk_Upload 07 Jun 2022 Jane Citizen 6 0 (@

10. An Upload validation page will be displayed listing the SIRS notices uploaded from the
template. Each notice contained within the bulk upload will be listed in a separate row.

Notices with a ‘Ready for submission’ status possess no errors and can be submitted
immediately by selecting the paper airplane symbol on the right-hand side of the notice.

You can also submit all notices which are ‘Ready for submission’ by selecting the ‘SUBMIT
ALL VALID REPORTS’ button.

Upload validation

110 5 out of 5 matching results

Status OutietlD  Service name > Affected care recipient < Uploaded date < Uploaded by = Action

@ Ready for Submission  1-E6-1326  Aged Care Services 01 Sep 2022 Org Admin RR UAT )@‘

® Submitted 1-E6-1326  Aged Care Services 01 Sep 2022 Org Admin RR UAT
Action Required 1-E6-1326  Aged Care Services 01 Sep 2022 Org Admin RR UAT @ ;\‘
Action Required 1-E6-1326  Aged Care Services 01 Sep 2022 Org Admin RR UAT (,} \A‘
Action Required 1-E6-1326  Aged Care Services 01 Sep 2022 Org Admin RR UAT (;\ /.:

SUBMIT ALL VALID REPORTS BACK

11. Notices with an ‘Action Required’ status possess errors and must be edited before
submission. To edit a draft notice, select the pencil symbol on the right-hand side of the
notice.

Upload validation

11to 5 out of 5 matching results

Status OutletID  Service name Affected care recipient = Uploaded date < Uploaded by Action

@ Ready for Submission  1-£6-1326  Aged Care Services 01 Sep 2022 Org Admin RR UAT
@ Submitted 1.E6-1326  Aged Care Services 01 Sep 2022 Org Admin RR UAT
1-£6-1326  Aged Care Services 01 Sep 2022 Org Admin RR UAT
Action Required 1.E6.1326  Aged Care Services 01 Sep 2022 Org Admin RR UAT

Action Required 1-E6-1326  Aged Care Services 01 Sep 2022 Org Admin RR UAT

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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12. After selecting the pencil symbol, you will be taken to the ‘Review & Submit’ page of the SIRS
form, allowing you to review the incomplete or incorrect segments of the notice and submit
them individually.

Please see ‘How do | submit a new SIRS notice?’ for more information regarding this step.

13. Duplicates or other erroneous notices can also be removed by selecting the bin symbol on
the right-hand side of the notice.

Upload validation

1to 5 out of 5 matching results

Outlet ID Service name Affected care recipient Uploaded date Uploaded by
@ Ready for Submission  1-E6-1326  Aged Care Services 01 Sep 2022 Org Admin RR UAT (4 4’ -
@ Submitted 1-E6-1326  Aged Care Services 01 Sep 2022 Org Admin RR UAT
Action Required 1-E6-1326  Aged Care Services 01 Sep 2022 0Org Admin RR UAT }\ ~
Action Required 1-E6-1326  Aged Care Services 01 Sep 2022 QOrg Admin RR UAT ‘,- =
Action Required 1-E6-1326  Aged Care Services 01 Sep 2022 Org Admin RR UAT r @

SUBMIT ALL VALID REPORTS

I All the SIRS Notifications that are in status ‘DRAFT’ over 60 days will be removed.

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