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Learning Outcomes 
 
By the end of this module you will be able to: 

• Access the Household Management function 

• Add or edit an applicant or authorised carer to a household 

• Add or edit a Household Member 

• Cancel and suspend a household 

• Change a decision correction 

• Change a responsible location 

• Change or edit a household address 

• Remove an authorised carer or household carer’s association with a 
  Household 
 

Introduction 
 
This module outlines the tasks that can be carried out in the Household 
Management Function. 
Household Management refers to the functions associated to households (after 
authorisation). 
If changes are required for an application they should be managed from inside 
the application. 
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Household Management Functions 
Household Management functions include: 

• Add or Edit applicants, authorised carers or household members 

• Remove (end date) an individual’s role on the household 

• Change (edit) address 

• Cancel a Household 

• Suspend a household 

• Change decision correction – change application decision (the whole 

• household) 

• Change responsible location (relevant to the agency’s structure) 
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Task 1 Accessing Household Management 
 
There are three ways to search for a household in the Carers Register. However 
it is important to note that: 

• You can only search your designated agency’s own records as only the 
authorising agency has access rights to the Household Management 
function 
 

• Search results by both individual and household are circular i.e. search by 
individual to view and drill into all associations including households and 
authorisations to view further details 
 

• Search by household to view all associations including individuals, 
applicants, authorised carers and household members. 

 
Option 1 Search by Household Number (application stage) 
 

 
 
 
Option 2 Search by Household Number (authorisation stage) 
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Option 3 Search by individual (then drill into the relevant household) 
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Find the household (using the individual search) 
 
Step 1     Search for the individual by name or year of birth. 
Step 2     Drill into the relevant household listed in the search result view. This 
                will take you to the individual view, drill into the relevant household to access the 
                household view. 
               OR 
Step 2     Drill into the relevant household listed in the search result view, this 
                will take you directly to the household view and onto Step 3. 
 

 
 
 
 
 



 

 

Module 10 | The NSW Carers Register Household Management |  8 

Step 3     Drill into the household to view all of the individuals in the household. 
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Task 2 Add or edit an applicant or authorised carer to 
a household 
 
Use this function to add a carer applicant or an already authorised carer (carer 
authorised by your agency) to a household that has already been finalised. 
Note: Use the Work Items Function to locate a household to add, progress or 
finalise a carer applicant in a household where the application is in progress. 
 
Household View 

Step 1     Search Individual 

Step 2     Drill into correct individual’s name or relevant household 

Step 3     Drill into household 

Step 4     Drill into the Actions icon 

Step 5     Select Add/Edit an applicant or authorised carer 
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Edit or Add an Applicant 
 
Step 6     Select Edit to progress or finalise the applicant 
                OR 
Step 6     Select Add an Applicant 
 
NOTE: ADD APPLICANT is for both new applicants and already authorised 
individuals. If an individual has already been authorised by your agency and is 
being added to the household, the individual will automatically show as complete 
once added. 
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Task 3 Add or Edit a Household Member 
 
Use this function to record a new household member to a household that has 
already been finalised. 
 
Step 1     Search Individual 
 
Step 2     Drill into correct individuals name or relevant household 
 
Step 3     Drill into household 
 

 
 
 
Step 4     Drill into the Actions icon 
 
Step 5     Select Add/Edit a household member 
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Add or edit a Household Member 
 
Step 6     Select ‘Add Household Member’ (complete household member 
                details as required) 
                Or 
Step 6     Drill into household member to access edit options (edit household 
                member details as required) 
NOTE: If an individual has already been recorded on another household with the 
same agency, the individual’s records will transfer to the new household. 
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Task 4 Cancel a Household 
Use this function to cancel a household that has already been finalised. 

• Cancelling the household will cancel the household and end date any carer 
applicants, authorised carers or household member roles in the household. 
It will not automatically cancel an individual’s applications or authorisation 
status. 

• If required use the Individual Management function to change the carer 
authorisation or applicant status. 

• The Register will automatically cancel a household when there are no longer 
any carers attached. 

• The Carers Register has been designed this way to allow carer applicants 
and authorised carers to be temporarily unattached to a household without 
needing to cancel the application or authorisation. e.g. a carer does not 
have a permanent residence whilst they are travelling around Australia for 12 
months or overseas. 

 
Step 1 Search Individual 

Step 2 Drill into the correct individual s name or relevant household 

Step 3 Drill into household 

Step 4 Drill into the Actions icon 

Step 5 Select ‘Cancel a Household’ 
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Step 6     Enter the cancellation date 

Step 7     Select ‘SUBMIT’ to finalise 
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Task 5 Suspend a Household 
 
Use this function to record a suspension against a household when an action triggers a concern 
and the outcome is pending (e.g. when an authorised carer or household member is issued with a 
WWCC interim bar) 
In the above scenario the individual management function – suspend carer authorisation should be 
used if an authorised carer has a WWCC Interim bar. 
Note: if a carers authorisation is suspended and they are the only authorised 
carer on the household, the household is automatically suspended. 
 
Step 1     Search for the individual 
Step 2     Drill into individual’s name 
Step 3     Drill into the household 
Step 4     Drill into the Actions icon 
Step 5     Select Suspend a Household 
 
 

 
 

Step 6     Enter the Suspension date 

Step 7     Select ‘SUBMIT’ to finalise 
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Task 6 Change Decision Correction 
 
Use this function to record a change to a decision that has already been recorded. 
This could include: 

• Cancelled household - restore to current household 
 

• Suspended household - restore to current of cancel household (e.g. if a decision has been 
recorded in error or is overturned, a new decision may be recorded. The Register will only 
record the corrected decision. 
 

Step 1     Search Individual 

Step 2     Drill into the correct individual’s name or relevant household 

Step 3     Drill into household 

Step 4     Drill into the Actions icon 

Step 5     Select Change decision correction 

 

 
 

Step 6     Select the correct decision from the drop down menu 

Step 7     Select ‘SUBMIT’ to finalise 

Note: Only the relevant option associated to the current status of the household will be available 
from the drop down options i.e. a household has been cancelled without concerns, change 
decision options will include ‘cancel with concerns’ or ‘restore to current’ 
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Task 7 Change Responsible Location 
 
This is an agency management function only and should be used if the agency’s location for 
managing the household has changed. The location responsible for managing the household is 
recorded in the Carers Register generated reports. 
Step 1     Search Individual 

Step 2     Drill into correct individual’s name or relevant household 

Step 3     Drill into Household 

Step 4     Drill into the Actions icon 

Step 5     Select Change Responsible Location 

 
 
Step 6     Select the new location from the drop down list of available locations. 

Step 7     Select ‘SUBMIT’ to finalise 

Note: The new location will then be detailed in the generated Carers Register Reports 
 

 

 

Please select….. 
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Task 8 Change or Edit Household Address 
 
Use this function to record a new address for a household. 
Note: The Register will record the history of changed addresses. 
 
Step 1     Search Individual 

Step 2     Drill into the correct individual’s name or relevant household 

Step 3     Drill into Household 

Step 4     Drill into the address TAB 

 
 

 
 

Step 5     Select Edit; click the cross to remove previous address 

Step 6     Enter the new address 

Step 7     Select ‘SUBMIT’ to save change 
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Task 9 Remove (end date) authorised 
carer’s/household member’s association with a 
household 
 

Use this function to record an end date to an individual’s role on a household (carer applicant, 
authorised carer or household member), which will have the effect of removing them from a 
household. 
Note: If an applicant or authorised carer is removed from a household their authorisation status will 
remain unchanged. To record a changed status against a carer/applicant i.e ‘cancel with concerns’ 
or ‘surrender no concerns’ use the Individual Management function. 
Step 1 Search Individual 
Step 2 Drill into the correct individual’s name or relevant household 
Step 3 Drill into Household 
Step 4 Select the relevant individual’s end date 
Step 5 Enter the End date 
Step 6 Select ‘SUBMIT’ to save 
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Task 10 Using more than one Household or Individual 
Management function 
 
Example: If a couple (both authorised carers) separate and move house and one 
carer wishes to remain authorised: 
Step 1     Cancel the carers authorisation (Individual Management) that no 
                longer wishes to be a carer 
 
Step 2     Change the household address (Household Management) for the 
                remaining authorised carer 
 
Note: If the remaining carer is removed from the existing household (e.g. travelling for 12 months 
without a fixed address but wishes to remain an authorised carer) the carer will be orphaned until 
attached to another household. 
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