
OPEN IN DESKTOP APP

This will enable full functionality of the template.

CHOOSE A SLIDE STYLE FROM 

1. Home tab

2. New Slide

3. Choose layout

4. If layout goes awry, select Reset

TEXT

There are 5 levels of formatted text available.

Please move between text  levels using the 

increase/decrease button on the menu above.

CHANGE SLIDE BACKGROUND/COLOUR

1. Design Menu

2. Format Background

3. Select colour from palette OR

4. Picture or Texture Fill

5. Find image 

REPLACE IMAGE IN SHAPE OR ON PAGE

1. Right click on image

2. Change Picture

3. Select your image

OR

1. Delete the image

2. Click on icon

3. Find the new image

TO REPOSITION IMAGE WITHIN SHAPE 

1. Click on image

2. Picture Format menu

3. Click on Crop button dropdown

4. To fit the whole image inside select FIT

5. To use only a portion select FILL then crop, move 

or resize image to show properly within shape.

ADD/CHANGE FOOTER

1. Insert Menu

2. Header & Footer

3. Tick to activate/Untick to remove

4. Change text

Office of the Children's Guardian

NSW Carers Register
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Information session 5

• RA and HRE approval

• Current BI report

• Dashboard Key Statistic

• Reports

• Sector Readiness
OCG policy – no AI recording or translation permitted 



OPEN IN DESKTOP APP

This will enable full functionality of the template.

CHOOSE A SLIDE STYLE FROM 

1. Home tab

2. New Slide

3. Choose layout

4. If layout goes awry, select Reset

TEXT

There are 5 levels of formatted text available.

Please move between text  levels using the 

increase/decrease button on the menu above.

CHANGE SLIDE BACKGROUND/COLOUR

1. Design Menu

2. Format Background

3. Select colour from palette OR

4. Picture or Texture Fill

5. Find image 

REPLACE IMAGE IN SHAPE OR ON PAGE

1. Right click on image

2. Change Picture

3. Select your image

OR

1. Delete the image

2. Click on icon

3. Find the new image

TO REPOSITION IMAGE WITHIN SHAPE 

1. Click on image

2. Picture Format menu

3. Click on Crop button dropdown

4. To fit the whole image inside select FIT

5. To use only a portion select FILL then crop, move 

or resize image to show properly within shape.

ADD/CHANGE FOOTER

1. Insert Menu

2. Header & Footer

3. Tick to activate/Untick to remove

4. Change text

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 respect 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 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.

We extend this acknowledgement to all Aboriginal and Torres 
Strait Islander peoples present today and recognise the unique 
and vital contributions they provide in keeping their children safe.

Acknowledgement written by the OCG's 2023-24 cohort of First Nations cadets and 
First Nations staff. Artwork with thanks to Wiradjuri woman, Lua Pellegrini.
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Housekeeping • This session is planned for 90 minutes, depending on 

questions, we might finish a little earlier

• It’s the OCG policy not to record meetings and request 

any participant not to record or share any recordings

• All session will be uploaded to the OCG website

• There are 5 session in total, each session will be run 

twice – it’s the same content 

• We will continue to run sessions until we are confident 

the sector is well informed

• Please keep your microphone on mute unless you are 

speaking

• Feel free to submit questions via the chat or hands up 

during planned question time
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Adding a Reportable Allegation
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Date the HRE became aware of the RA
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The RA is now visible to the owning agency

• At this stage, the pending RA record is visible to all 

owning agency users – against the individual record.

• It is not yet visible to another agency with a current 

association, until the HRE has approved
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HRE Approval Work Queue

• HRE receives the email and it sit in the work queues pending approval 

• This it the HRE Approval Work Queue -  pending approval 

• Only the HRE and PA can view the HRE Approval Work Queue

• HRE drills into the blue hyperlink for the relevant RA matter to review
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HRE Approval page – to progress RA

• If Declined the RA record will be closed. However, it will remain against the individual 
record in the RA tab as a declined record visible to the owning agency only.

• If Approved, the RA record will become current - visible to the owning and any other 
currently associated agencies. Agencies with a current association will receive an 
email alert. 

The HRE is responsible for 

reviewing the individual 

record and the RA 

notification and record and 

either Approve OR Decline. 
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If APPROVED by HRE

The RA count against the individual now shows as 1 
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RA is visible to the owning and currently 
associated agencies against the individual record

• The individual record RA Tab now show as Current – Pending Finalisation.

• The owning agency should progress RA investigation as per the RA rules 

and guidance
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Finalise Allegation Work Queue

• This is where all current RA records that are pending a final outcome will sit. 
• The Work Queues and the ability to finalise RA matters, is as per the user role 

matrix
• The Key Stats will now be updated to show the matter. 
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Finalise an RA

• The User Role with permission, should:

•  drill into the Finalise RA Work Queue and

•  drill into the relevant RA number.
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Finalise Allegation

The User Role with permission, should:
• Select the relevant outcome
• Record the outcome date
• Select submit

HRE receives an Approval email and it sits 
in the Work Queue Pending Approval 
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HRE to review and Approve or Decline

HRE to Review and Approve or Decline:

• Finalise contact agency  - No Record

• Finalise contact agency  - Contact Agency
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HRE to review and Approve or Decline

Finalised - No Record: the individual view will revert back to ‘0’ 

o This record will not be visible to any other currently associated agency

Finalised - Contact Agency: the count will remain

o The count will show against the individual, across all agencies who have an 

association with the individual

The individual record is 
also updated 
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Current Carers Register BI report
The OCG will run and provide a comprehensive Carers Register BI report 
for all designated agencies on 27 August. 

This report will include (by household and individual records):
• All historical data (end dated)

o Current carer applications 
o All currently authorised carers 
o All currently suspended carers 

• Reportable allegations
• CR User Details
• a tab to record new applicant details

Each agency should use this report to record any updates or changes to 
carer records that must be updated in the new Carers Register – within 
the relevant time frame frames below.  
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Empty Household Report: provides details of households that have no associated 
Applicants, Carers, or Household Members. It enables users to identify and review 
household records that do not currently contain any individual associations.
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Carers Register. It enables users to view account information, assigned roles, 

account status, and audit details for agency users.
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The current Carers Register will not be available from 

26 August 5pm – 7 September 9am.

Carers 
Register

Carers 
RegisterX

During the outage period the OCG will migrate all Carers 

Register data over to the updated Carers Register ready for 

7 September GO-LIVE.
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Thank you
carers-register@ocg.nsw.gov.au
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