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Acknowledgement of Country

We acknowledge the Traditional Custodians of the land where we live, learn and young people play.
We celebrate the longest living cultures in the world, Aboriginal and Torres Strait Islander peoples.

We pay respects to Elders past and present and commit to respecting the lands we walk on and the
communities we walk with. We acknowledge their continuous connection to the Country, including
the land, waterways and skies.

We reflect on the ongoing impacts of government policies and practices and recognise our
responsibility to work together with and for Aboriginal and Torres Strait Islander children, families
and communities.

More information

This document is intended to be used as the User guide, support document and process guide for
the Agency nominated SSRC Register staff user role.

SSRC Portal user guide - Staff
Published by the NSW Office of the Children’s Guardian

First published: March 2025

Copyright and disclaimer

© State of New South Wales through the NSW Office of the Children’s Guardian. Information
contained in this publication is based on knowledge and understanding at the time of writing and is
subject to change.



Contents

1.

= T3 T 1 = LY== 4 [0 o 1
1.1 First time 08 IN OF @CTIVATION vttt ettt ns st neas 1
1.2 LOZ IN = @S USUBL ettt ettt et et se sttt s e sse sttt es et et n b st st es s eeseesns st sttt nsnnaes 4
LG T o =TS <Y A F= 11110 o I 6
I 0 == ¥ = 1 U ) T 10
LS T NN (XY o] =TT = 1 1Y ) T 11
LG = oY g T o = PPN 15
LS U oY= YA T=T oY gl o ) 1 [ 7= 1 1o I 18
LI T =TSN o] =T I (o ) i TF= 1o T 21
1.9  ReVIieW @ PlaCeMENT NISTOIY ...ttt ettt s st st see et b ettt st ntans 24
I 101 ] =] 5 o o) 1 T = 27
L2 Y o o7 1 PPN 27
2.2 OTP Mobile Device NUMBDEI ChANZE ...ttt sttt senans 27
2.3 EITON / SYSTEIM ISSUE ..ottt ettt es bt a e ee sttt s ettt s s s st st st st s ensnnsneansantas 27
2.4 CritICAL OULAEE .ttt ettt ee sttt et et et s et et sttt en e e ettt s s nas 27



1. Basic Navigation

1.1 First time log in or activation

Step | Instructions Screenshot
1 You will be sent an

activation email when

your portal W

administrator adds you Nk SSRC Portal

to the SSRC Portal for G.Nuﬁﬂ

the first time.

. Hello <First name>,

Check your inbox for an

acco_unt act|_vat|on \ You've been granted access to the SSRC portal. Set your password to get

email and click the ‘Set started.

password’ button.

If you cannot find or

have lost your

activation email,

contact your portal

administrator for About this email _ o -

. . This is a system-generated email. Please do not reply to this email as we cannot respond to enquiries

another activation sent to this address

email- This email may have confidential and legally privileged information and is intended only to be read or
used by the addressee(s). If you are not the intended recipient, you must not use, disclose, copy or
distribute this communication. If you received this message by mistake, please delete it (and any
attachments) and immediately notify support@gtp.nsw.qov.au

2 Create your password.

Passwords must be:
- At least 8 characters

- Contain at least 3 of
the following:

e Lowercase
letters a-z

e Upper case
letters A-Z

e Numbers 0-9

e Special
characters
e.g. |@#S%A&*

Wik

GOVERNMENT

Create a password

Your password must contain:

v/ Atleast 8 characters

v/ At least 3 of the following:

v

v
v
v

Lower case letters (a-z)
Upper case letters (A-Z)
Numbers (0-9)

Special characters (e.g. |@#$%"&*)

Set password




address and password,
then click the
‘Continue’ button.

Step | Instructions Screenshot

3 When your password is

successfully created,

click the ‘Login’ button

to be taken back to the

log in screen.

Success!
Your password has been set.

4 Enter your email

Wik

GOVERNMENT

Welcome

Log in to SSRC Portal.

Email address* ’

{ test@email.com

‘ Password* © ’

Forgot password?




Step | Instructions Screenshot
5.a | If your mobile number
is already registered,
your verification code
will be sent via SMS. ws
Wik
Enter the verification NSwW
code then click the
Continue’ button. Verify Your Identity
Enter the 6-digit code sent to:
kokkk kkk 05’] ’
‘ Enter the 6-digit code* ’
Didn't receive a code? Resend
Try another method
5.b | If your mobile number

is not yet registered,
you will be prompted to
enter your mobile
number and to receive
your verification code.

Enter the verification
code then click the
‘Continue’ button.

Wik
NSW

Verification

Enter your mobile number. We'll send you a
code to confirm your identity.

BR Australia, AU, +61




1.2

Log in - as usual

code sent to your
mobile number. Then
click on ‘Continue’
button.

Step | Process/ Step Screenshot
1 Access the SSRC
portal link.
2 | Enter your email A
address and password,
then click ‘Continue’.
Welcome
Log in to SSRC Portal.
Email address*
( test@email.com ’
‘ Password* © ’
Forgot password?
3 Enter the verification

Wik

GOVERNMENT

Verify Your ldentity

Enter the 6-digit code sent to:

*Hxk Kk ()51

Enter the 6-digit code*

Didn't receive a code? Resend

Try another method




Step

Process / Step

Screenshot

To receive your
verification code via
email:

1. Select ‘Try another
method’.

2. Select 'Email'.

3. Then enter the
verification code
sent to your email

and click 'Continue’.

Wik

GOVERNMENT

Verify Your ldentity

Enter the 6-digit code sent to:

*ExK KRk ()51 ’

‘ Enter the 6-digit code* ’

Didn't receive a code? Resend

Try another method

Select a method to verify your
identity

E) sms >

P< Email >




1.3 Reset password

Step | Process/ Step Screenshot
1 Click the 'Forgot
password?' link
7
Wik
Welcome
Log in to SSRC Portal.
Email address*
{ test@email.com ‘
Password* ©
Forgot password?
2 Enter your email

address and click the
'Continue’ button.

Forgot Your Password?

Enter the email connected to your account. We'll
send you a link to reset your password.

‘ Email address* ‘

Back to login




Step

Process / Step

Screenshot

Check your email for
the reset password
link.

Thanks!

Check your email for a link to reset your
password.

Resend email

Click the 'Reset
password' link in the
email

SW SSRC Portal

GOVERNMENT

Hello <First name>,

We've received a request to reset your password. Change your password
at the link below.

If you didn’t request this, please ignore this email.

Reset password

About this email

This is a system-generated email. Please do not reply to this email as we cannot respond to enquiries
sent to this address.

This email may have confidential and legally privileged information and is intended only to be read or
used by the addressee(s). If you are not the intended recipient, you must not use, disclose, copy or
distribute this communication. If you received this message by mistake, please delete it (and any

attachments) and immediately notify support@gtp.nsw.gov.au.




Step | Process/ Step Screenshot
6 Enter and Re-enter
your new password
based on the listed
. . . Y
criteria and click the ;\_\‘4_};
'Set password' button. NSW
Create a password
New password*
{ ......... s
Re-enter new password*
{ ......... 5
Your password must contain:
v Atleast 8 characters
v At least 3 of the following:
v Lower case letters (a-z)
v Upper case letters (A-Z)
v Numbers (0-9)
Vv Special characters (e.g. !|@#$%"&*)
7 Once your new

password is set, click
on the 'Login' button to
be taken back to the
log in page.

Success!

Your password has been set.




Step | Process/ Step Screenshot
8 Enter your email and
new password then
click the 'Continue’
button.
7
3
Welcome
Log in to SSRC Portal.
Email address*
{ test@email.com ’
‘ Password* © ’
Forgot password?
9 Enter verification code

sent to your phone.
Then click ‘Continue’.

W

GOVERNMENT

Verify Your Identity

Enter the 6-digit code sent to:

*kRk kxk ()51 ’

‘ Enter the 6-digit code* ’

Didn't receive a code? Resend

Try another method




1.4

Logging out

Step

Process / Step

Screenshot

Click on your name in
the top right corner.

Click the 'Log out'
button to log out
securely.

ANSW Government website

jls  Office of Childrens Guardian

SSRC Portal
@ Home
[ New placement
5] Placement exit
©  supervisor notification
Case plan notification
(S Review a placement history

£  Activity feed

&, User management

Welcome to SSRC portal

(&) SSRC Respite

Q-» [ ]

OliviaTa
olivia.ta@customerservice.nsw.gov.au
Administrator

Search
Child name or application No. Status

l All status. v ’
Date from Date to

Use format DD/MM/YYYY

Use format DD/MM/YYYY

Applications

CGVC000000600044 Type
Child: John Smith Case Plan Notification

CGVS000000600028 Type
Child: John Smith Supervisor Notification

CGVC000000600041 Type
Child: Sarah Clarke Case Plan Notification

Submission date
26/02/2025, 03:10 PM

Submission date
26/02/2025, 12:03 PM

Submission date
26/02/2025, 11:27 AM

Lodged 2 Download

Lodged % Download

Lodged 2 Download

10



1.5 New placement

Step

Instructions

Screenshot

Select the 'New
placement' tab in the
side menu.

Fillin all mandatory
fields and click
‘Continue’.

Al Office of Children's Guardian
NSW  SSRC Portal

@ Home

3

Placement exit

Supervisor notification

g

Case plan notification
(& Review a placement history

£ Activity feed

&, User management

) SSRC Respite

New placement

Child details

Step1of 4

@ Placements must only be entered for children or young people
(persons under 18 years of age) who reside in NSW.

Gender

@ remate
O mate

(O ndeterminate/intersex/Unspecified

Last name

[snne ]

First name

Test l

Middle name/s (optional)
Middle name must be recorded if the child has one

I I

Known as (optional)
First name Middle name/s Surname

Date of birth
Must be under 18 years old at the time of placement exit

I 01/01/2010

Country of birth

Australia v ]
City or town
[ 1

Is the child identified as Aboriginal or Torres Strait Islander?
Aboriginal

Torres Strait Islander

Both

Neither

) Unknown

Does the child have a disability?

O v
ORS

respect to the Traditional Custodians and First Peoples of NSW, and acknowledge their continued connection to their country and culture.

Help

1



Step

Instructions

Screenshot

Complete the
placement details form

and click the 'Continue’

button.

Note: placement entry
date may not be a
future date

AWl Office of Children's Guardian

2

]

(g

®

Q

©

o

NSW SSRC Portal

Home

New placement

Placement exit

Supervisor notification

Case plan notification

Review a placement history

Activity feed

User management

@ Olivia

Help Administror

&) SSRC Respite

& Back
New placement CGVP000000600624

Placement details

Step2of 4

@ Placement date guidelines:

« Record the placement entry date only after the child has
moved into the new placement.
The placement exit date should be recorded when the child
leaves the placement or turns 18,
For placements that are still in progress, you will need to
return to record the exit date at a later time.

Placement entry date
Use format DD/MM/YYYY

23/02/2025 n

Has the child left this placement?

O ves
@
Care type

@ Short term

Less than 28 consecutive days

O ongrem

More than 28 consecutive days

Placement type

Centre Based Respite v

For registered agencies, is the placement supervised by a designated agency?

@
O No

Is there a current case plan that is prepared or approved by a designated
agency?

O ves
© No

We pay respect to the Traditional Custodians and First Peoples country and culture.

Copyright © 2025




Step | Instructions Screenshot

A

4 Review all entries and
make necessary edits if
required then click the
'Continue’ button. & Home

Az Office o Children's Guardian
NSW SSRC Portal

&) SSRC Respite

) ° Olivia .
Help aminsrator

4 Back

New placement CGVP000000600624

(3 Newplacement Review
Step3of 4
5] Placement exit
©  supervisor notification
Case plan notification Agency details
If any of the following details have changed please contact the Children's Guardian to update your records,
[8 Review aplacement history
Agency registration number CGVA0629
9 Activity feed . .
Designated or registered Designated agency
Agency legal name SSRC Respite
&, User management

Agency trading name
Phone number

Email address for OOHC contact
Website

Business address

Child details

Gender

Last name

First name

Middle name/s (optional)
Known as (optional)
Date of birth

Country of birth
City/town

Is the child identified as Aboriginal or Torres
Strait Islander?

Does the child have a disability?

Placement details

Placement entry date
Case type
Placement type

For registered agencies, is the placement
supervised by a designated agency?

Is there a current case plan that is prepared or
approved by a designated agency?

7 Edit

We pay respect to the Traditional Ct

Copyright © 2025

SSRC Respite
029999 8888
info@ssrerespite.com.au
hitp://www.ssrcrespite.com.au

44 PITT ST SYDNEY NSW 2000

Female
Username

Test

1Jan 2010
Australia
Sydney

Neither

No

23 Feb 2025
Short term
Centre Based Respite

Yes

No

NSW, and acknowledge their continued connection to their country and culture.




Step

Instructions

Screenshot

Declare and submit the
application.

nt website

AWlz  Office of Children's Guardian

NSW SSRC Portal
fr Home
New placement

=]

@ Supervisor notification

Placement exit

Case plan notification

[S Review a placement history
£ Activity feed

o

User management

i

< Back

New placement CGVP000000600624

Declaration

Step 4 of

4

) SSRC Respite

-~ @

Olivia
Administrator

| certify that:

1. Iama staff member of an entity providing specialised substitute residential care, as defined in Schedule 6 of the Children's Guardian
Act 2019, and the entity has authorised me to enter information onto the specialised substitute residential care register.

2. Theinformation I enter onto the specialised substitute residential care register is, to the best of my knowledge, correct.

3.

+ to that child; and/or
« toaparent of that child;

in accordance with:

Iwill only disclose information about a child who is, or who has been, in specialised substitute residential care:

« Part5, Division 5 of the Children's Guardian Act 2019;
Part 5 and Schedule 4 of the Children's Guardian Regulation 2022;

Chapter 16A of the Children and Young Persons (Care and Protection) Act 1998; or
as may otherwise be required or permitted by law.

I have read

d obligatic ided in the above.

pect to the Traditional Custodi

and First Peoples of NSW, and acknowledge their continued connection to their country and culture.

The new placement
application is now
submitted. You can
download, print (if
needed) or create
another application.

% 0

A Office of Children's Guardian
NSW SSRC Portal

@ Home

New placement

5] Placement exit

@ Supervisor notification

Case plan notification

(8 Review a placement history
4D Activity feed
&, User management

We pay res;

Copyright ¢

pect to the Traditional Custod

2025

5 SSRC Respite

o

New placement submitted

Reference number CGVP000000600624

Child name Test Username

Agency SSRC Respite

We've sent a confirmation email to
olivia.ta@customerservice.nsw.gov.au.

* Download (PDF)

S Print

Create another new placement

Peoples of NSW, and acknowledge their continued connection to their country and culture.

Olivia

iministrator

A submission
confirmation will be
sent to your email.

N

‘GOVERNMENT

Hello Olivia,

SSRC Portal

Thank you for submitting a new placement notification.

number: CGVPOO(

Submission date: 28 February 2025

Questions?

For help, call Office of the Children's Guardian on 02 8219 3798.

About this email

This is a system-generated email. Please do not reply to this email as we cannot respond to enquiries sent to this address.

‘This email may have confidential and legally privileged information and is intended only to be read or used by the addressee(s). If you are
not the intended recipient, you must not use, disclose, copy or distribute this communication. I you received this message by mistake,

please delete it (and any attachments) and immediately nolify s

14



1.6 Placement exit

Follow these steps to create a placement exit

Step | Instructions

Screenshot

1 Select the ‘Placement
exit' tab in the side
menul.

ANSW Gov

Az Office of Children's Guardien
Nsw

SSRC Portal

@  Home

[3  New placement

@

&) SSRC Respite Holp

Placement exit

Placement details

StepTof4

2 Enter the placement
details as shown and
click ‘Continue’.

I 5] Placement exit I

6  supervisor notification
Case plan notification

(2 Review a placement history
9 Activity feed

&, User management

@ Placement exit date should be recorded when the child leaves the
placement or turns 18 years old during the placement.

Placement number
You can find this on your email

l )

Last name of child

l l

First name of child

l l

-@

We pay respect to the Traditional Custo

their continued connection to their country and culture,

Copyright © 2025

Olivia

Administretor

3 Enter the placement
exit date. Date must
the

AWk Office of Children's Guardian
NSW SSRC Portal

@ Home

(3 New placement

5] Placement exit

©  supervisor notification
Case plan notification

(S Review a placement history

£ Activity feed

2, User management

(€]

) SSRC Respite Help
« Back
Placement exit  CGVEO00000600049

Record exit date

Step2of 4

Placement entry date
23 Feb 2025

Placement exit date
Use format DD/MM/YYYY

i 02/03/2025

[ o

For registered agencies, i the placement supervised by a designated agency?
@ e

O

Is there a case plan for this child?

@ ves

O Mo

dians and First P r continued connection to their country and culture.

We pay respect to the Traditional

Olivia
Administrator

15



Step

Instructions

Screenshot

Review all entries and
make necessary edits if
required and click the
'Continue’ button.

Al Office of Children's Guardian
NSW SSRC Portal

@ Home

[3 New placement

5] Placement exit

©  Supervisor notification

Case plan notification

(S Reviewa placement history

£ Activity feed

2, User management

@ Olivia
Help Adminitrator

€8 SSRC Respite

< Back
Placement exit CGVE000000600049

Review

Step3of4

Placement details

Placement number CGVP000000600624
Last name of child Username
First name of child Test
7 Edit
Record exit date
Placement entry date 23 Feb 2025
Placement exit date 2 Mar 2025
For registered agencies, is the placement Yes
supervised by a designated agency?
Is there a case plan for this child? Yes

7 Edit

espect to the Traditional Custodians and First Peoples of NSW, and acknowledge their continued connection to their country and cultu

Declare and submit the
application.

Az Office of Children's Guardian
NSW SSRC Portal

@ Home

New placement

5] Placement exit

©  Supervisor notification

Case plan notification

(S Review a placement history

£ Activity feed

2, User management

) SSRC Respite H?, ° s
« Back
Placement exit CGVE000000600049

Declaration

Step4of 4

I certify that:

1. lam astaff member of an entity providing specialised substitute residential care, as defined in Schedule 6 of the Children's Guardian
Act 2019, and the entity has authorised me to enter information onto the specialised substitute residential care register.

2. Theinformation I enter onto the specialised substitute residential care register is, to the best of my knowledge, correct.

w

Iwill only disclose information about a child who is, or who has been, in specialised substitute residential care:
« to that child; and/or
* toaparentof that child;

in accordance with:

- Part5, Division 5 of the Children's Guardian Act 2019;

Part 5 and Schedule 4 of the Children's Guardian Regulation 2022;

Chapter 16A of the Children and Young Persons (Care and Protection) Act 1998; or
as may otherwise be required or permitted by law.

I'have read and my ibilities and provided in ion above.

y respect to the Traditional Custodians and First Peoples of NSW, and acknowledge their continued conn to their country and culture.

Copyright ©

16



Step

Instructions

Screenshot

The Placement exit
application is
submitted. You can
download, print (if
needed) or create
another application.

@ Home

New placement

Placement exit

“

Supervisor notification

@

Case plan notification

Review a placement history

)

)

Activity feed

&, User management

We pay respect to the Traditional Custodians and First Peoples of NSW, and acknowledge their continued connection to their country and culture.

Copyright ©

Placement exit submitted

Reference number
Child name

Agency

We've sent a confirmation email to
olivia.ta@customerservice.nsw.gov.au.

* Download (PDF)

& Print

Create another placement exit

i ® Olivia
&) SSRC Respite Help ° Adgministrator

o

CGVE000000600049
Test Username

SSRC Respite

A submission
confirmation will be
sent to your email.

AWk
N

GOVERNMENT

Hello Qlivia,

SSRC Portal

Thank you for submitting a placement exit notification.

Reference number: CGVE000000600049

Submission date: 3 March 2025

Questions?

For help, call Office of the Children's Guardian on 02 8219 3798.

About this email

This is a system-generated email. Please do not reply to this email as we cannot respond to enquiries sent to this address

This email may have confidential and legally privileged information and is intended only to be read or used by the addressee(s). If you are
not the intended recipient, you must not use, disclose, copy or distribute this communication. If you received this message by mistake,
please delete it (and any attachments) and immediately notify support@gtp.nsw.gov.au




1.7 Supervisor notification

Step

Instructions

Screenshot

Click the 'Supervisor
notification' section
from the side menu.

Enter the agency
details as shown and
click ‘Continue’.

Office of Children's Guardian
SSRC Portal

@ Home

[9  New placement

5] Placement exit

® Olivia

) SSRC Respite

Supervisor notification

Agency details

Step1of 4

D ted required to notify the Children's Guardian

Case plan notification
[8 Reviewa placement history
£ Activity feed

2, User management

when they commence supervision of a child for a registered agency.

The supervising and supervised agency numbers are unique.

Supervising agency's registration number
Enter exactly as shown on your certificate of registration

CGVAOOITT

Supervised agency's registration number

Exactly as shown on the agency's certificate of registration

Date supervision commenced
Use format DD/MM/YYYY

0

We pay respect to the Traditional Custodians and First Peoples of NSW, and acknowledge their continued connection to their country and culture.

Copyright © 2025

Help Administrator

Enter the child details
as shown and click
‘Continue’.

Office of Children's Guardian
W SSRC Portal

@ Home

New placement

“

Placement exit

g

Supervisor notification

&

Case plan notification

(8 Review aplacement history
£ Activity feed

2, User management

® Otivia

SSRC Respite
pi

< Back
Supervisor notification  CGVS000000600029

Child details

Step2of 4

Gender

@ Fomate
O mate

Q Indeterminate/Intersex/Unspecified

Last name

[ vsemame ]

First name

E 1

Middle name/s (optional)
Middle name must be recorded if the child has one

Known as (optional)
First name Middle name/s Surname

Date of birth
Must be under 18 years old at the time of placement exit

01/09/2010

Country of birth

l Australia M l

City or town

[ sraner ]

heir continued connection tc ind culture.

Help Administrator

18



Step

Instructions

Screenshot

Review all entries and
make necessary edits
if required and click

the 'Continue’ button.

Az Office of Children's Guardian

N Gove te

NSW SSRC Portal

3]

(5]

9

=

Home

New placement

Placement exit

Supervisor notification

Case plan notification

Review a placement history

Activity feed

User management

<« Back
Supervisor notification  CGVS000000600029

Review

Step 3 of 4

5 SSRC Respite

@ Olivia o
Help Administrator

Agency details

Supervising agency's registration number
Supervised agency's registration number

Date supervision commenced

7 Edit

Child details

Gender
Last name

First name

Middle name/s (optional)
Known as (optional)

Date of birth

Country of birth

City/town

7 Edit

ind First Peoples of NSW, and acknowledge their continued connection to their country and culture.

CGVA0285
CGVA0283
1 Mar 2024

Female
Username

Test

1Sep 2010
Australia

Sydney

Declare and submit the
application.

3

[J

)

)

ent websi

SSRC Portal

Home

New placement

Placement exit

Supervisor notification

Case plan notification

Review a placement history

Activity feed

User management

Office of Children's Guardian

< Back
Supervisor notification CGVS000000600029

Declaration

Step4of 4

@ Otivia

&) SSRC Respite Holp Adminstrstor

I certify that:

1. lam astaff member of an entity providing specialised substitute residential care, as defined in Schedule 6 of the Children's Guardian
Act 2019, and the entity has authorised me to enter information onto the specialised substitute residential care register.

2. The information | enter onto the specialised substitute residential care register is, to the best of my knowledge, correct.

3.

« to that child; and/or
« toaparent of that child;

in accordance with:

« Part 5, Division 5 of the Children's Guardian Act 2019;
Part 5 and Schedule 4 of the Children's Guardian Regulation 2022;

Chapter 16A of the Children and Young Persons (Care and Protection) Act 1998; or
as may otherwise be required or permitted by law.

Iwill only disclose information about a child who is, or who has been, in specialised substitute residential care:

I have read and my

We pay respect to the Traditional Custodi

Copyright © 2025

nd First Peoples of NS

and provided in the ion above.

d acknowledge their continued connection to their country and culture.

19



Step

Instructions

Screenshot

The Supervisor
notification is
submitted. You can
download, print (if
needed) or create
another application.

AWz Office of Children's Guardian
NSW SSRC Portal

2

3]

@

5

2

Home Q
Nev placement Supervisor notification submitted
Placement exit
Reference number CGVS000000600029
‘Supervisor notification
Child name Test Username
Case plan notification Agency SSRC Respite

Review a placement history

Activity feed

User management

We pay respect to the Traditional Custodians and First Peoples of NSW, and acknowledge their continued connection to their country and culture.

Copyright © 2025

£5) SSRC Respite

We've sent a confirmation email to
olivia.ta@customerservice.nsw.gov.au.

+ Download (PDF)

& Print

Create another supervisor n

@ Olivia

Help Administrator

Submission email will
be sent to your email

%k
RTS‘VG SSRC Portal

GOVERNMENT

Hello Olivia,

Thank you for submitting a supervisor notification.

Reference number: CGVS000000600029

Submission date: 28 February 2025

Questions?

For help, call Office of the Children's Guardian on 02 8219 3798.

About this email

This is a system-generated email. Please do not reply to this email as we cannot respond to enquiries sent to this address.

This email may have confidential and legally privileged information and is intended only to be read or used by the addressee(s). If you are
not the intended recipient, you must not use, disclose, copy or distribute this communication. If you received this message by mistake,

please delete it (and any attachments) and immediately notify support@gtp.nsw.gov.au.

20



1.8 Case plan notifications

Step | Instructions Screenshot

1 Click the 'Case plan
notification' from
the side menu.

Office of Children's Guardian
SSRC Portal

@ Home

New placement

Placement exit

2 Application step 1 - g
Case plan details o

(8 Reviewa placement history

Supervisor notification

Enter the case plan
details as shown
and click ‘Continue’.

£ Activity feed

2, User management

@ Olivia
Help Adnminstator

{2 SSRC Respite

Case plan notification

Case plan details

Step1of 4

@ The responsible agency must notify the Children's Guardian when a
case plan has been developed or reviewed.

Agency registration number
Enter exactly as shown on your certificate of registration

‘ CGVA0OT ]

Date case plan prepared/reviewed
Use format DD/MM/YYYY

01/01/2025

Case plan type
a
4@ New case plan

10 Reviewed case plan

- Q

o the Traditional Custodians and First Peop

their continued connection to their country and culture.

3 Enter the child
details as shown

AWz Office of Children's Guardian

SSRC Portal
and click ‘Continue’
. @ Home
[3  New placement
5] Placement exit
@  supervisor notification
Case plan notification
[8 Review a placement history
9 Activity feed
&, User management

(€]

Help

) SSRCRespite

« Back

Case plan notification CGVC000000600045

Child details

Step2of4

Gender
@ Fomate
O wvae

~

() ndeterminate/intersex/Unspecified

Last name

Firstname

Test l

Middle name/s (optional)
Middle name must be recorded f the child has one

Known as (optional)
First name Middle names Surname

Date of birth
Must be under 18 years old at the time of placement oxit

01/01/2010

Country of birth

Australia v ]

City or town

Sydney I

NSW, and acknowledge their continued connection to t

We pay respect

0 the Traditional C
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Step

Instructions

Screenshot

Review all entries
and make
necessary edits if
required and click
the “Continue”
button.

A Office of Children's Guardian
NSW SSRC Portal

@ Home

New placement

3

©  supervisor notification

Placement exit

Case plan notification

[8 Reviewaplacement history
D Activity feed

&, User management

‘ ® Olivia
) SSRC Respite Help Administrator

< Back
Case plan notification CGVC000000600045

Review

Step 3of 4

Agency details

Agency registration number CGVA0OT
Date case plan prepared/reviewed 1Jan 2025

New or reviewed case plan New

Gender Female
Last name Username
First name Test

Middle name/s (optional) -

Known as (optional) -

Date of birth 1Jan 2010
Country of birth Australia
City/town Sydney
7 Edit

We pay respect to the Traditional Custodians and First Peoples of NSW, and acknowledge their continued connection to their country and culture.

Copyright

Declare and submit
the application

NSW SSRC Portal

fr Home

New placement

3

Placement exit

Supervisor notification

Case plan notific:

S Review a placement history

£ Activity feed

2, User management

0] Otivia

€3 SSRC Respite Help Administrator
€ Back
Case plan notification CGVC000000600045

Declaration

Step 40f 4

I certify that:

1. lam astaff member of an entity providing specialised substitute residential care, as defined in Schedule 6 of the Children's Guardian
Act 2019, and the entity has authorised me to enter information onto the specialised substitute residential care register.

2. The information | enter onto the specialised substitute residential care register is, to the best of my knowledge, correct.

3. Iwillonly disclose information about a child who is, or who has been, in specialised substitute residential care:
« to that child; and/or
« toaparent of that child;

in accordance with;

Part 5, Division 5 of the Children's Guardian Act 2019;

Part 5 and Schedule 4 of the Children's Guardian Regulation 2022;

Chapter 16A of the Children and Young Persons (Care and Protection) Act 1998; or
as may otherwise be required or permitted by law.

I have read and my ibilities and obligati provided in ion above.

and First Peoples of NSW, heir continued connection to their country and culture.

Copyright

22



Step

Instructions

Screenshot

The Case plan
notification is
submitted. You can
download, print (if
needed) or create
another application.

AWz  Office of Children's Guardian i
AWk ) SSRC Respite @ Oliva

NSW SSRC Portal Help administrator

@ Home Q

New placement Case plan notification submitted
5] Placement exit
Reference number CGVC000000600045
@  supervisor notification
Child name Test Username
Case plan notification Agency SSRC Respite

Review a placement history

2

We've sent a confirmation email to
Activity feed olivia.ta@customerservice.nsw.gov.au

)

% Download (PDF)

o

User management

b

© Print

Create another case plan notification

spect to the Traditional Custodians and First Peoples of NSW, and acknow their continued connection to their country and culture.

Submission email
will be sent to your
email

. .“ 4
Wk ssRre Portal

GOVERNMENT

Hello Olivia,

Thank you for submitting a case plan notification.

Reference number: CGVC000000600045

Submission date: 28 February 2025

Questions?

For help, call Office of the Children's Guardian on 02 8219 3798.

About this email
This is a system-generated email. Please do not reply to this email as we cannot respond to enquiries sent to this address.

This email may have confidential and legally privileged information and is intended only to be read or used by the addressee(s). If you are
not the intended recipient, you must not use, disclose, copy or distribute this communication. If you received this message by mistake,
please delete it (and any attachments) and immediately notify support@gtp.nsw.gov.au.
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1.9 Review a placement history

Step

Instructions

Screenshot

Click the 'Review a
placement history’
from the side menu.

You must agree the
terms of use before
performing your
search.

Al Office of Children's Guardian
NSW SSRC Portal

@ Home

New placement

5] Placement exit

©  Supervisor notificatiol
Case plan notification

Review a placement history

£ Activity feed

2, User management

) SSRC Respite

Review a placement history

Terms of use
This Private Register, which is maintained by GTP, records information about each child or young person using SSRC including:

entry and exit dates for each placement
total placement days for the last 12 months

name of placement agencies

name of designated agency supervising placements
date of case plan or review

name of agency developing case plan

Information in the Private Register should only be used for the purpose of arranging, providing or supervising SSRC for the individual child or
young person identified.

of NSW, and acknowledge their continued connection to their country and culture.

Copyright

Enter child details and
click the 'Search'.

For more specific
results, click 'Show
more options' and add
additional filters.

Office of Children's Guardian
SSRC Portal

@ Home

&

New placement

2]

Placement exit

[J

Supervisor notification

Case plan notification
[&  Review a placement history

9 Activity feed

&, User management

) ® otia
£ SSRC Respite Help Adninsuator ¥

Review a placement history

Results
Search
Enter the child's name and date of birth

accurately for results. @ Records processing time

Records may take up to 24 hours to appear after you submit. If you

Last name still see no results after this time, contact your administrator.

l Smith

First name

John

Middle name/s (optional)

|

I

|
[ N
Date of birth
Use format DD/MM/YYYY

01/01/2010 I:l

+ Show more options

Clear

—_———
|
I
|
|

Use the search fields to find a record.

We pay respect to the Traditional Custodians and First Peoples of NS

and acknowledge their continued connection to their country and culture.

Copyright © 2025
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Step

Instructions

Screenshot

To view more
information about a
child's placement,
simply click on their
name (displayed in
blue) under the
'Placements’ section.

AWk Office of Children's Guardian

NSW  SSRC Portal

2

Home.

New placement

4]

Placement exit

|

Supervisor notification

Case plan notification

Review a placement history

B3

)

Activity feed

B2 User management

Review a placement history

Search

Enter the child's name and date of birth
accurately for results.

Last name

First name

John

& ssncrete 2 @
Results S Print

3 placement found for John Smith. Click on an individual
placement for more details.

@ Records processing time
Records may take up to 24 hours to appear after you subit. If
you still see no results after this time, contact your administrator.

Total pl for the last 12 months

Middle name (optional)

I

Date of birth

01/01/2021 B

+ Show more options

Clear

Total placement/s 3

Total placement days 18 days

Case plan

John Smith - CGVP120001 (_ Current )

Type CGV Case plan
New or reviewed New case plan
Start date 5 Jun 2024

Responsible agency ~ ABC Agency

Supervisor

John Smith - CGVP120002 (_ Current )
Type CGV Supervisor
Start date 20 Feb 2024

Supervising agency ~ ABC Agency

Placements

John Smith - CGVP12003 (_ Current )

Exit date
Duration 5days

Placement agency ABC Agency

We pay respect to the Traditional Custodians and First Peoples of NSW, and acknowledge their continued connection to their

country and culture.

Copyright © 2024
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Step

Instructions

Screenshot

AWl Office of Children's Guardian
NSW  SSRC Portal

Home.

New placement

B B

Placement exit

Supervisor notification

Case plan notification

(S Review aplacement history

£ Activity feed

2 User management

€= Back to search

John Smith - CGVP12003 Ceuren)

Child details

Full name
Date of birth
Place of birth
Gender
Known as

Child has a disability

Placement details

Placement type
Placement number
Placement status
Placement agency
Entry date

Duration

Case plan

Number
Type

New or reviewed
Start date
Responsible agency

Status

Supervisor

Number
Type

Start date
Supervising agency

Status

We pay respect to the Traditional Custodians and First Peoples of NSW, and acknowledge their continued connection to their
country and culture

John Smith
1Jan 2021
Sydney, Australia

Male

Centre Based Respite
CGVC123456
Current

Life

31 Aug 2024

30days

CGVC123456
CGV Case Plan
New Case Plan
17 Aug 2024
Life

Current

CGVCI123456
CGV Supervisor
1ul 2024

Life

Current
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2. Troubleshooting

2.1 Access

e [If you haven't received the account activation email that grants access to the portal for the
first time, request your manager resend it.

e |f you were previously able to log in to the portal but are now encountering difficulties,
contact the SSRC Register for assistance. Email ssrc@ocg.nsw.gov.au or call (02) 8219 3798.

2.2 OTP Mobile Device number change

If your mobile number has changed, notify your manager. They will update your information in the
portal, and you will subsequently receive a verification code via SMS to your new number.

2.3 Error/systemissue

To report an issue, send an email to ssrc@ocg.nsw.gov.au

Be sure to include a clear description of the problem and any relevant details, such as screenshots
or error messages. Gathering additional information, such as screenshots of issue or error
messages, can help the support team diagnose the problem more quickly.

2.4 Critical outage

To report an issue, send an email to ssrc@ocg.nsw.gov.au

Be sure to include a clear description of the problem and any relevant details, such as screenshots
or error messages. Gathering additional information, such as screenshots of issue or error
messages, can help the support team diagnose the problem more quickly.
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Office of the Children’s Guardian

Locked Bag 5100
Strawberry Hills NSW 2012

Office hours:
Monday to Friday
9.00am — 5.00pm

T:(02) 8219 3853
E: ssrc@ocg.nsw.gov.au

NSW

GOVERNMENT
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