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Introduction

The Back Capture function is a time limited process for the purpose of recording carers authorised
(and their household members) prior to the commencement of the Carers Register.

Individuals that had their carer application refused or authorisation cancelled due to concerns prior
to the commencement date can also be included on the Register. It is important to note that
previously refused or cancelled persons recorded on the Carers Register cannot be considered as
a comprehensive list due to historical considerations.

The data requirements for Back Captured authorised carers (and their household members) is
reflective of the legislative requirements prior to 1 June 2015.

Please note — the Back Capture form will be time limited.
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Data Requirements

Back Capture Data Requirements

Household Details

Household address

Authorised Carers

Household Members

Carer authorisation date

N/A

Authorised for:
‘Statutory Foster Care’ or ‘Other Care’

N/A

Title, Gender, First Name, Middle Name,
Last Name

Title, Gender, First Name, Middle Name,
Last Name

Date of Birth

Date of Birth

Identifies as Aboriginal and/or Torres
Strait Islander? (Yes, No, Unknown)

Identifies as Aboriginal and/or Torres
Strait Islander? (Yes, No, Unknown)

Other Names

Other Names

Individual Checks (Working with
children Check)
* Application or Clearance number
+ Expiry date
Status (CLEARED or APPLICATION IN
PROGRESS)

Individual Checks (Working with
children Check)
* Application or Clearance number
+ Expiry date
Status (CLEARED or APPLICATION IN
PROGRESS)
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Carers Register reference numbers

Authorised carers and households will be identified by system generated numbers that include the
letter B to show that they are Back Capture records

The Authorised Carer number will be CRCB0000000
The Household number will be CRHB0000000

Note: Household members do not have a Carers Register reference number

Do | need to enter provisional authorisations through the Back
Capture process?

Any provisional authorisations in place at the time of the Carers Register commencement must be
entered through the OOHC application process (Record and application). They must not be
entered through the Back Capture form.

Recording an authorisation decision

Recording an application requires a ‘decision against the applicant’ and a ‘determination against
the application’ However Back Capture does not require a decision as the carer has already been
fully authorised.
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Task 1

Getting Started — accessing the Back Capture function
Step1 Select ‘Services’ from the left hand menu bar

Step2 Select the ‘Categories’ tab

Step 3 Select Carers Register icon

Step 4 Select ‘Back Capture’

Note: Once you have activated the Back Capture function (from the Categories tab) the function
will sit under the Favourites tab.

Services g

Catalogue of renewals,applications, registrations and more

Favourites

A\

Zervices

Categories

/

System Administration Carars Register

Foster Care

Record an 0OOHC +* O0HC + Back capture

licati L isati
application Applications\Authorisation

Reports

Fr
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Favourites tab — Accessing Back Capture function

Step1 Select ‘Services’ from the left hand tool bar
Step2 Select the ‘Favourites’ tab

Step3 Select ‘Back Capture’

Step4  Select ‘APPLY NOW’

Services
Catalogue of rgg

% Favourites Categories L), Search for a Service
Services
Back capture & =

Record already authorised carer/s
{household, authorised carer/s &
househgld members)

Record an OOHC * QO0HC *

application
L allinn Applications\Authorisation

Reports

Back capture +*
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The Authorisation Summary

The Authorisation Summary provides a summary of progress for a Back Capture transaction.

Prior to completing the Back Capture transaction, you can add or update any details by returning to
the relevant section/s and changing information as required.

Updating records: If changes are required after the OOHC Application has been finalised, the

subsequent changes must be recorded through the Individual or Household Management
functions.

Household Details: Must be completed first, the other sections are READ ONLY until it is
completed.

General navigation:

e Cancel to go back to the Authorisation Summary page and not save any data just entered.
Pending Back capture records can be retrieved from the users Work Items.

e Save to go back to the Authorisation Summary page and saves data just entered.
Back Capture " &

OOHC HOUSEHOLD

series Authorisation Summary

ised carers, sehold members and ho

The page proy =0E,
s 1o 3 finalised back capture record, s

details that w
‘option on the

Household Details

O

NA infn
Authorised Carers

(l) Ne Content

Nonfo

G

Mo fnfa

Declaration

By clicking the Y| azree’ box and "COMPLETE BACK CAPTURE button, | certify that:

defined by section 138 of the Child)

nd Young Parsons {Core ond Protection]

athorised me to enter informatio the Carers Register on its behalf.

I have read and understand my responsibiities and obfization

agree

Saack capien cam ol e comeleis if

CANCEL ‘COMPLETE BACK CAPTURE
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Task 2

Recording Household Details

Step1 To start the Back Capture record confirm ‘Yes’ to ‘Are you recording an already
authorised carer/s for back capture purposes?

Back Capture P P
Al

OOHC HOUSEHOLD
N CRHBOOD361

Services

Household Details

Are you recording an already Yes Mo

authorized carer/s for back
CAMCEL SAVE

Capture purpose?

Step 2  Select Responsible Location: select the relevant office location responsible for this
household

Step 3  Enter the designated Agency’s Reference: optional (maximum 30 characters)

Step4  Enter the Household address: street number, name, suburb, state/territory and postcode

Then Select SAVE to return to the Authorisation Summary Page

Back Capture ?
—— r

OOHC HOUSEHOLD
CRHBO003E2

Household Details

Are you recording an already 0 = No
suthorized carer/s for back capture
purpose?

Dezznatzd Agency | OCE00M

Responzible Location OCG-Surry Hills
Dezgnated Agency’s Reference |
Household Address |
CANCEL
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Authorisation Summary

The Household Details section will show as complete when all mandatory fields have been

recorded
Back Capture 3
OOHC HOUSEHOLD
Jx CRHBO0361

Authorisation Summary

The page provides 2 summary of details that have been entered for authorized carers, household members and
household details that were finalised before 30 June 2014. To update or make changes to 3 finalised back capture
record, use the search option on the left hand tool bar to locate the record and edit a5 required.

Household Details

v 0CGO003 (OCG-Surry Hills)
Desiznated Azency's Ref:  DDE-demonstration }

Adidirmss 1 Ficie Parsde . FAIRY MEADDW NSW 2518 Austraia

Complete

Authorised Carers

(D Click here to add household carers

>
Na Info
Household Member Details
(D Click here to add household members >

Na Jnfa
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Task 3

Recording Authorised Carers

Step 1 Drill into the Authorised Carers section to record all authorised carers that reside at the
household OR select an already recorded authorised carer to finalise record

Step 2  Select ‘ADD A CARER’
Searching for an Authorised Carer

Search for the authorised carer to identify whether the individual already exists in the Register (with

any designated agency or role)
Step 3  Enter the last name, first name, middle name (if applicable) and the date of birth

Step4  Select ‘SEARCH:'.

Back Capture

OOHC HOUSEHOLD

o\ CRHB000492
Services

Search for Authorised Carer

Last Name | |

First Name ‘ |

Middle Name ‘ |

WWCC Clearance or ‘ Please select v ‘
Application

WW(CC No. ‘

CANCEL SEARCH
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What are the possible Search results?
Option 1 NO MATCH FOUND

Step 5 Click on ‘CREATE AUTHORISED CARER’

Back Capture & ’
= -4

OOHC HOUSEHOLD
Q\ CRHBO0O361
Services

Search Result - Auth

Search Criteria - Foiry

No Match Found.

NEW SEARCH BACK TO AUTHORISED CARERS CREATE AUTHORISED CARER

Option 2 RECORDS FOUND

Step 5  Dirill into individual’'s name to ascertain if it is the correct individual. Click on ‘ADD AS
CARER’ if this is the correct individual
Step 6  If the listed search results do not include the correct individual click on ‘CREATE

AUTHORISED CARER'.
Step7  Select ‘'NEW SEARCH’ to generate a new search
Step 8  Select Back to Authorised Carers to go back to the Authorised Carers Summary page

Back Capture

L
N
—— r4

OOHC HOUSEHOLD
a\ CRHBO00361
Services

Search Res

Search CriteriafADais

2 records found.

Daisy Field Add as carer if
oTHER/PREVIOUS Names  Clover Ann Field CorreCt ind iVidUal
DATECFBIRTH  20/02/1980
wwoe  WWC1234567V
Daisy Field

ADD AS CARER:
OTHER/PREVIOUS NAMES
patecreRT  24/02/1981
wwee  WWC1234567V

NEW SEARCH BACK TO AUTHORISED CARERS CREATE AUTHORISED CARER
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Create an Authorised Carer

Searched information is auto-populated:
e Lastname
e First name
e Middle name
e Date of birth

Enter the following information to complete an authorised carers details.
e Carer Authorisation Date: The date the carer was originally authorised by the designated

agency

e Authorised For:
e Statutory Foster Care or
e Other Care
e Designated Agency Reference (optional)
e The Carer Authorisation number will be generated by the system.
e Title, Gender
e |dentifies as Aboriginal and/or Torres Strait Islander? (Yes, No, Unknown) (if yes —

Aboriginal, Torres Strait Islander or both)

e Add Other Names - if applicable

Back Capture

OOHC HOUSEHOLD
‘\ CRHB000361
Senvices

Create Authorised Carer

Carer Autheorisation Date

U

Authorised for Please select v

Designated Agency
Reference

Carer Authorisation No

*
Title Plesse Select.. T

*

Gender Please select i

Last Name Floss

First Name

_n
e
<

Middle Name

Date of Birth 12/05/1970

*I
£

Identifies as Aboriginal PleaseSelect.. Y
and/or Torres Strait
Islander?
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Individual Checks

To add the authorised carer checks, enter the following information:
e Application Number APP(7 digits) (V or E) V= Volunteer or E= Employee

e Clearance Number WWC(7 digits) (V or E)
e Expiry date which is greater than today’s date

e Status — either ‘application in progress’ or ‘cleared’

Individual Checks

Waorking With Children Check (WWCC)

Application Number

Clearance Number

Expiry Date

14

Status Please select

BACK TO SEARCH CREATE AUTHORISED CARER

Select: ‘CREATE AUTHORISED CARER'’ to create and save the carer.

Note: All mandatory information must be completed to create the authorised carer
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Authorised Carer Summary page

The Authorised Carer summary page should list all authorised carers residing at the household.

The authorised carer will show as complete when all mandatory fields have been recorded.

Back Capture ) ’
¥ 9

OOHC HOUSEHOLD
°\ CRHBOO0361
Services

Authorised Carers

Click on 'ADD A CARER' to search if a person is already recorded in the system. Add existing person or create new
person if no match is found.

V Ms Floss, Fairy

Date of Birth: 12/05/1970
Complete S >

Carer Authorisation No: CRCEO00179

SUMMARY ADD A CARER

Carers Authorisation summary page — Additional Functions

EDIT: Edit an authorised carer details any time prior to finalising the Back Capture record
(excluding the searched details - name and DOB)

Note: to edit an individual after the back capture has been finalised use the Individual Management
function

REMOVE: Used to remove the carer from the household.
Note: the carers’ details will remain in the system but will not be attached to a household

SUMMARY:: Goes to the Authorisation Summary page — to ‘CREATE AUTHORISED CARER’ or
ADD ‘HOUSEHOLD MEMBER’ or to complete the back capture transaction

ADD A CARER: Generates new Search for Authorised Carer
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Authorisation Summary

The Authorisation Summary page should show a summary of all application records and whether
the record is complete.

Carers Authorisation summary page — Additional Functions

Drill into: Authorised Carers or Household Member Details to add additional Authorised Carers or
Household Members

CANCEL: Takes the user out of this Back Capture transaction and back to the signed in users
Work Items page

Complete Back Capture: This declaration must be ticked prior to selecting Complete Back
Capture.

Back Capture

{Ip-
|

2

OOHC HOUSEHOLD
% CRHEOO03EL
Sarvices

Authorisation Summary

The page provides 3 summary of detsits that have besn entersd for authorised carers, housshold members and housshold
Satiiis that ware Finaissd before 30 June 2004 T update or mace changes 2 & Frafsed back sapturs reoand, Los the
sasrch option on the left hand tool bar to locate the record snd adit 3= requined.

Household Details

v DCGO00S [DCG-Surry Hills)
srzems
Authorised Carers
V Mz Floss, Fairy
S et >
Complst ~
i 2ooz/aes >
: [ =" 2
Household Member Details
(!J Click here to add household members. N
Ko info

Declaration

By cizemg the | wenes oo an CONIPLETE BACK CAFTURE button, | et that

= lm 2n oficer of = Cesiznated apency =5 defined oy saction 135 of the Chiidren and Voung Persans (Dare and Protection] At

~vd the Cesignated sgency hes stnorised me 1o enter information onte

Carers Register on its Dena.

tion 1 henve entened onto the Caners Register is, to my Dest inowledze, correct.
il iy dlisCiose Iformation sHout parsons entered on the Cerers Register:
= To that person;

» A5 may cterwiss be requined or permitied By lew.

have resd and understand my responsibifities and obfigstions as provided in the declaration sbove.

2res

Siack catice e by e completed if Scdlaraice i comelad

CANCEL COMPLETE BACK CAPTURE
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Task 4

Record a Household Member

Step 1  Dirill into Household member section to record all household members that reside at the
household OR select an already recorded household member to finalise record

Step2  Select ADD HOUSEHOLD MEMBER

Back Capture & A

OOHC HOUSEHOLD

0\ CRHBOD0361

Seryioes

Household Members

Click on 'ADD HOUSEHOLD MEMBER' to search if a person is already recorded in the system.
Add existing person or create new person if no match is found.

Ll) Mo household members have been recorded

Ne Info

SUMPMARY ADD HOUSEHOLD MEMBER
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Searching for a Household Member
Search for the household member to identify whether the individual already exists in the Register

(with any designated agency or role)
Step 3  Enter Last Name, First Name, Middle Name (if applicable) and Date of Birth.
Step 4  Select ‘Search’

Back Capture

OOHC HOUSEHOLD

e\ CRHBO00492

Services

Search For Household Members

Last Name | |

First Name ‘ ‘

Middle Name ‘ ‘

WWCC Clearance or ‘ Please select v
Application

WWCC No. ‘

CANCEL SEARCH
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What are the possible Search results?
Option 1 NO MATCH FOUND

Step 5 Click on ‘CREATE HOUSEHOLD MEMBER’

i
Back Capture i) A

OOHC HOUSEHOLD

Q\ CRHBOD0361

SEnices

No Match Found.

MEW SEARCH

BACK TO MEMBERS CREATE HOUSEHOLD MEMBER
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Option 2 RECORDS FOUND

Step 5 Dirill into individual’'s name to ascertain if it is the correct individual. Click on ‘ADD AS
MEMBER'’ if this is the correct individual

Step 6 If the listed search results do not include the correct individual click on ‘CREATE
HOUSEHOLD MEMBER'.

Step 7  Select ‘NEW SEARCH’ to generate a new search
Step8 Select ‘ BACK TO MEMBERS’ to go back to the Household Members summary page

Back Capture [ 9
L X

OOHC HOUSEHOLD

‘\ CRHBOD0361

Services

1 records found.

Black Sheep 5. Add as member if
ADD AS MEMEBER
i e correct individual
pereoFewTH | 25/04/1974
cares aUTHOREAmON o, APPCDO0D546
wwoe  WWC2222322V

NEW SEARCH BACK TO MEMBERS CREATE HOUSEHOLD MEMBER
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Create Household Member

Searched information is auto-populated:

e Lastname

e First name

e Middle Name
e Date of birth

Enter the following information to complete a Household Members details.
e Title, Gender

e |dentifies as Aboriginal and/or Torres Strait Islander? (Yes, No, Unknown) (if yes —
Aboriginal, Torres Strait Islander or both)

e Add other names if applicable

Back Capture a 2

OOHC HOUSEHOLD

'3\ CRHBOO0361

Services

Create Household Member

Ed

*
Title Flzasz Select... ¥

Gender Pleaseselect ¥

Last Name

Bell

First Name

0
8

Middle Name

Date of Birth

&
Identifies a= Aboriginal

andjor Torres Strait

*
18/D5/1556 |

Islander?

ADD OTHER NAMES
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Individual Checks (for household members 18 years and over)

To add a WWCC enter the following information:
e Application Number APP(7 digits) (V or E) V= Volunteer or E= Employee
e Clearance Number WWC(7 digits) (V or E)
e Expiry date which is greater than today’s date

e Status — either ‘application in progress’ or ‘cleared’

Individual Checks

Werking With Children Check [WWCC)

Application Number

Clearance Number

Expiry D'ate

Status Please select v

BACK TO SEARCH CREATE HOUSEHOLD MEMBER

Select: ‘CREATE HOUSEHOLD MEMBER' to create a household member.

Note: All mandatory information must be completed to finalise the household member record.
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Household Member Summary Page

The Household Member Summary page will list all household members residing at the household.
The household member will show as complete when all mandatory fields have been recorded.

Household Members summary page — Additional Functions

EDIT: Edit a household members details prior to finalising the Back Capture record (excluding the
searched details - name and DOB)

REMOVE: Used to remove the household member from the household.
Note: the household members’ details will remain in the system but will not be attached to a
household

SUMMARY: Goes to the Authorisation Summary page — to ‘CREATE AUTHORISED CARER’ or
ADD ‘HOUSEHOLD MEMBER'’ or to complete the back capture transaction

Back Capture & ’
F

OOHC HOUSEHOLD

\\ CRHBO00361

Services

Household Members

Click on 'ADD HOUSEHOLD MEMBER' to search if a person is already recorded in the system.
Add existing person or create new person if no match is found.

« Ms Bell, China

Date of Birth 1B/05/1936 >

SUMMARY ADD HOUSEHOLD MEMBER

Complete
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Task 5

Declaration

Once the authorised carers’ and household members’ details have been completed, you are
required to agree to the declaration prior to completing the Back Capture record.

Step 1 Tick the box next to the statement:

I have read and understood my responsibilities and obligations as provided in the declaration
above.

The declaration reads:

e | am an officer of a designated agency as defined by section 72 of the Children’s Guardian
Act 2019 and the designated agency has authorised me to enter information onto the
Carers Register on its behalf

¢ The information | have entered onto the Carers Register is, to my best knowledge, correct.

¢ | will only disclose information about person’s entered onto the Carers Register to that
person, or as may otherwise be required or permitted by law

Step2  Select ‘'COMPLETE BACK CAPTURE’ to confirm and complete the Back Capture

Declaration

By chicking the "l sgres” Do snd "COMIPLETE BACK CAPTURE kertton, | osrtify that:

= | am an oificsr of & designeted apency &s defined Dy section 133 of the Chiidnen and Vioung Persons foare and Protection] Act
1938 and the desizrated spency has suthonised me 1o enter information onto the Caners Register on its behell.
= The infiormstion | ravie srhenad onto the Caners Rericher is_ o mry Dast inowhsdes, corract.
= [ will onty discioss informeation about persons entensd on the Caners Register:
= To thet persor;

= &5 mey othenwise Be requined or penmitbed oy low

hawe read and understand my responsibifites and obfizations as provided in the declamtion above.

Authorisation Summary

Sack capiure cam eely Be compliceed o decheation i complensd

Household Details

oceoossiecesumy

e >
=2 : LA CAMNCEL COMPLETE BACK CAPTURE
Authorised Carers

v M Floss, Fairy
v M Fizld, Daisy
Household Member Details
Mseelcnina

Faciing

Declaration

S i e agres e COVELETE ACK CASTUSE Bt cany ter

canceL COMPLETE BACKCAPTURE
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Task 6

Confirmation and Receipt

The final step in the process is to receive a confirmation and receipt to show that the transaction
has been successfully submitted.

The system will display a confirmation that the transaction has been submitted successfully.
Step1  Print and Save the receipt directly from the confirmation screen using the print icon.
Step2 Provide the authorised carer with a copy of the receipt for their own records

Note: To retrieve the PDF receipt from the system at a later date, search the Household and look
for the PDF receipt in the Attachments Tab. The PDF receipt is information at application stage
and information may change over time. For updated information use the print option in search

results
Back Capture A ,A
OOHC HOUSEHOLD &
a\ CRHBO00361

Services

The OOHC Back Capture record has been submitted successfully.
You should download the PDF document and keep a copy for your records.

You should provide a copy of the PDF document to the authorised carer/s as a record of information held on the Carers Register.

RECORD NEW BACK CAPTURE

Recording another Back Capture record

To record another Back Capture select the ‘RECORD NEW BACK CAPTURE’ button.

Alternatively you can use the toolbar on the left hand side to navigate through the Carers Register
functions OR can log out of the Carers Register by clicking on your Profile icon (the head in the
right hand corner) and selecting Sign Out.

The Authorisation Receipt (PDF)

The PDF confirmation records the:
e Household details
e Authorised carer details and individual checks
e Household member details and individual checks for members aged 18 +
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<

' " Dffice of the
Children’s
Guardian

Office of the Children’s Guardian
Level 13, 418A Elizabeth St
SURRY HILLS NSW 2010

PRINT DATE 13052014

Houseshold Details

OOHC household number CRHBDDO361
Designated Agency OCGD00S
Responsible Location OCGE-Surry Hills
Designated Agency's Reference OCG-demonstration

Household Address

1FPixie Farade FAIRY MEADOW NSW 2515 Australia

Authorised Carer - Ms Fairy Floss

Carer Authorisation Number

CRCBODOLTS

Carer Authorisation Date

12/05/2010

Authorised For

Statutory Foster Care

Other Mames -

Date of Birth 12/05/1570
Gender Female
Aboriginal Or Torres Strait Islander Mo

Working With Children Chack [WWCC)

Application Mumber

Clearance Number WwC1111111v
Expiry Date 25/05/2017
Status CLEARED
Designated agency Applicant Reference

Authorised Carer - Ms Daisy Field

Carer Authorisation Number CRCBOOOLED
Carer Authorisation Date 23/05/1990
Authornsed For Statutory Foster Care
Other Mames Clover Field
Date of Birth 20402/1580
Gender Female
Aboriginal Or Torres Strait Islander Mo

Working With Children Check [WWCC)

Application Mumber

Clearance Number WWC1234567TV
Expiry Date 15/04/2020
Status CLEARED
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