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The Vulnerable Persons Registers (VPR) operates across Victoria and provides 24x7 access to data by authorised
emergency management agencies.

The system can be accessed via most web enabled devices and includes locality aware functions for mobile devices.
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Overview

» Vulnerable Persons Register Overview(see page 12)
« Client Verification(see page 13)
+ Primary and Secondary Agencies(see page 14)

Overview - 6
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Accessing the VPR

» Loggingin to the Vulnerable Persons Register(see page 15)
» How to log out / sign out(see page 17)

« How to recover a lost password(see page 18)

Registering your Agency(see page 23)

Accessing the VPR - 7
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Frequently Asked Questions

General(see page 83)

VPR Coordinators(see page 84)
Agency Users(see page 87)
Police(see page 88)

Getting Support

Search the VPR Knowledge Base

Need further help?

Follow the directions on the VPR Getting Help! page.

1 https://vpr.crisisworks.com/vpr/support

Frequently Asked Questions - 8
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For Agency Users

o Overview(see page 22)

» Accessing the VPR(see page 22)

« Self Registering your Agency(see page 0)

» Adding Clients to the Vulnerable Persons Register(see page 28)
« Viewing the Clients List(see page 32)

« Viewing a Client Record(see page 33)

« Editing a Client Record(see page 34)

+ Revalidating Clients(see page 38)

« Removing a client(see page 42)

» Agency Coordinators(see page 46)

For Agency Users - 9
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For VPR Coordinators

« Overview(see page 52)

» Accessing the VPR(see page 52)

» Viewing the Agency List(see page 53)

« Viewing an Agency(see page 54)

« Managing Agency Users(see page 56)

» Adding New Agencies(see page 57)

« Approving or Denying new Agency Requests(see page 58)

» Managing Council VPR users(see page 60)

» Removing persons from the register that have no primary agency(see page 61)
» Advanced Topic: Sharing access across multiple LGAS(see page 62)

For VPR Coordinators - 10
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For Police Users

o Overview(see page 63)

» Browsing and Querying Registers(see page 63)
« Evacuation Reports(see page 72)

« Generating an Evacuation Report(see page 76)

For Police Users - 11
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VPR Overview

Vulnerable Persons Registers Overview

The Vulnerable Persons Registers operate at a local level to securely track vulnerable individuals, and provide a
searchable database for Police during emergencies.

Funded Agencies manage the vulnerable client records, while Councils coordinate the registers, allowing Police to
access the register in a self-serve way in times of need. Although each register is local, agencies may span across
multiple municipalities, so the VPRs offer agencies a single portal to manage their clients across across multiple
boundaries.

Each register is local and
coordinated by Councils

An agency's area of service can
overlap multiple council boundaries

B
I

Funded Agency A

Multiple agencies may provide services
to a single vulnerable individual.

Palice can query across all local
registers in the event of an emergency

The system provides:

+ Distributed management of vulnerable person records by Funded Agencies.
« Workflow rules to ensure data is kept current.

+ High security and full auditing of user activity.

+ Oversight and coordination at the local level by local governments.

VPR Overview - 12
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+ Self-serve access by Police to the register in times of need.
+ Integration into council MECC Central systems.
+ Geographic tracking and querying, and the ability to interoperate with other geographic systems.

Client Verification

Clients require reverification from time to time in order to ensure the data is kept accurate.

+ The system will tell agency users when clients require reverification, by setting the status of the client
record to Revalidate, and by sending an email to the Agency Coordinators.

+ When this occurs, the agency must update the record with current data and then Verify the client record.

« This process will typically be required twice a year, but the agency may elect to do it more frequently.

If an agency does not verify the client within 30 days of the record being flagged, the record will lapse into
an Unverified state and the VPR Coordinator will be notified.

A client record
periodically set to

Revalidate to
All new clients prompt agency
are verified users to review
when they are the record.

first added.

Revalidate

Client records
that are not
verified in time
lapse into an
unverified state,

Revalidating a
client sets it
back to Venlfied

Notes:

« Itisimportant to keep client records in a verified state as much as possible.

« Once aclientis removed, it is archived and cannot be reinstated.

+ The Police will see all clients except those that are removed. The unverified status will indicate to them
that the client record may not be accurate.

VPR Overview - 13
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Primary and Secondary Agencies

A client will often have a relationship with multiple agencies at once, so in order to prevent duplication, the system
provides a way for agencies to share a pre-existing client record. When multiple agencies share a single client, one
agency will take the role of the Primary Agency, and the other agencies will become Secondary Agencies.

Although all agencies have an equal responsibility to assess the client and obtain a signed privacy consent form, the
Primary Agency is the only agency that can input the client's Emergency Considerations. Additionally, the client's
overall verification status is dependant on the Primary Agency's verification.

When an agency enters a new client, a duplicate check is performed and a list of possible duplicate
records will be presented to the agency user. If the client is listed, then the agency will link to that
existing record and become a Secondary Agency. If no duplicates exist, the agency will be the client's
Primary Agency.

Itis possible for agencies to change the primary agency(see page 45).

Secondary Agencies can unlink their agency from the client without removing the client from the
register.

Primary Agencies can both unlink their agency from the client, and remove the client permanently from
the register.

If a Primary Agency unlinks their agency from a client, the system will select and promote a Secondary
Agency into the role of Primary Agency. If no other agencies exist, the client is referred to the VPR
Coordinator for review.

For more information, agency users should consult the For Agencies(see page 22) section of the manual.

VPR Overview - 14
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Accessing the register

Logging in to the Vulnerable Persons Register

@ VPR Local Government Area Coordinators are council officers that access their local register through
Crisiswork. All other users should follow the directions below.

To login as an agency you will need a username and password and your account must be active. Accounts are
issued by coordinators and administrators. Once your account has been created you will be notified of your access
to the VPR.

To login:

1. Access the VPR via https://vpr.crisisworks.com.

2. Inthe login box (located on the left hand side of the welcome screen).
a. Enteryour username into the Username box.
b. Enter your password into the Password box.

3. Pressthe "Login" button.

‘ Vulnerable Persons Register

i Vulnerabl
Legin L AD|
Username To access the Vi

:I'.'. ..ll...l.i
Depariment of Hi
FPassword

Coondinator for tl

I I Funded agencie:

4. Eachtimeyou login to the VPR you must agree to the terms and conditions. Tick all three checkboxes and
click the "I Agree" button to proceed. You will then be directed to the dashboard and ready to use the
system.

Accessing the register - 15
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L)
y Vulnerable Persons Register

You must agree fo the conditions below

User Obligations
You are accountable for all activities performed with your logon identifier. All activities performed by you are recorded and logged to an

Audit trail.

+« DO NOT access information or data for which you have no demonstrable or legitimate need.

+« DO NOT use, copy. print, release or disclose information for any reason other than in the performance of your duties.

+ DO NOT permit information to be viewed by any person who is not authorised to access that information. Never permit another person
to use your logon identifier, never use another person’s logon identifier and always logoff when you have finished your enguiries.

Please address the following statements and indicate a response to each. If you endorse all of these statements, YOU ARE AGREEING
that the information you are about fo access is solely for genuine emergency management planning or response.
| understand that | must comply with State and/or Commonwealth legisiation that prohibit disclosure of any private or sensitive[%

information to unauthorised persons.®

| understand that misuse or disclosure of any private or sensitive information may be a breach of State and/or Commonwealth
legislation and/or relevant organisational policy.*

I understand that my reason for accessing information and subsequent use of the information must comply with State and/or
Commonwealth legislation and my agency policies.*

1 agree | do not agree

How to update your personal profile, contact details

To update your profile:

1. Click on the profile link at the top right corner of the screen. It is the first link in the list.
2. Make changes to the fields as required (note that you cannot edit your username).
3. Push the "Update" button.

Accessing the register - 16
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‘ Yulnerabis Fersony Begister Joi S Pyl = Sappo - Shgn Ol

CashBoard Vuinerabis Persons Ky Documents My hgency Users

L] tie P & Mew Chant

Coract Detaily

LHirnami
ad

Pasymcrd

Repeat Fassword

Full Mams [

Peption Tige

Email

Mobie

=l

How to log out / sign out
The Sign Out link is on the far top right of the screen.
If you close the browser it will also sign you out.

Itis good practice to sign out when leaving your device unattended to prevent unauthorised access.

Accessing the register - 17
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‘ Valnsrable Pervomt Register Johs Sty Prolis

Daskboard  Yulnerable Persons Hey DoCuments My Agency Users

[ i Naw Client

Recant Actiity
Welcome Racant Activity

A1 FiniAeE b

Cruick Links 44 minues ago

3 ROUrs age

How to recover a lost password

If you have lost or do not know your password, the most secure option to recover your password is to reset your
password.

The Password Recovery feature can be used for this, assuming that you have an account to begin with.
To access the feature:

1) On the VPR login screen, click on the "Forgot your password" link directly below the login button.

L)
‘ Vulnerable Persons Register

Vulnerable Persons Registers

Log in

Username To access the Vulnerable Persons Registers for Victoria, you are required to register for an account.
Department of Human Services and Victoria Police users are asked to contact the Agency Coordinator

e for their organisation.

Funded agencies can click here to register for an agency account. This includes the Home and
Community Care section of council, where relevant.

=3
Municipal council users will be allocated through MECC Central.

Forgot your passwort
Please note: This is a new system, so please be patient during the initial period as updates may be

required during final testing and setup, and registration may take slightly longer while organisations are
starting to use the system.

Accessing the register - 18
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2) On the Password Recovery screen, enter your email address and click "Reset Password".

e 22
* Vulnerable Persons Register Feedback & Support Sign

Password Recovery

Enter your email address to begin the password recovery process.

Your Details

Email Address *

3) The follow screen should then be displayed.

Make certain that you keep this window open while waiting for the password recovery email to be received.

¥
f Vulnerable Persons Register Feedback & Support Sign In

Password reset instructions have been sent to the emall address specified. If you don't receive it shortly, check your spam
folder or try another email address.

Password Recovery

Please check your email and enter the code into the form below.

Reset code *

4) You should receive an email which contains a 'Reset Code'. An example is shown below.

Accessing the register - 19
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Password recovery

Vulnerable Persons Register reported 9 minutes ag

Hi,
Someone has initiated a password recovery for your user account on Yulnerable Persons Registers.

To reset your password, enter the following code into the website form now displayed
on your screen. If you didn't initiate this password recovery, simply ignore this

Message.

Multiple user accounts are registered with this email address, so please enter the code
relating to the user account that you wish to reset the password.

* For user account ‘example_username 17, enter code 987467839
* For user account ‘example username 2°, enter code 123412340

This email has been sent automatically and replies are not monitored.

If you have multiple accounts set up in the VPR under the same email address, the email will contain a reset code
for each of these users.

5) Select the code for the relevant user and enter into in the "Reset Code" field, then click on the "Reset Password"
button.

-l ’ .
* Vulnerable Persons Register Feedback & Support Sign In

Password reset instructions have been sent to the email address specified. If you don't receive it shortly, check your spam
folder or try another email address.

Password Recovery

Please check your email and enter the code into the form below.

Reset code *

6) You are then taken to the "Reset your password" screen. At the Reset password screen, put a new password into
the Password and Verify Password fields and click the "Reset Password" button. Note that the password must be at
least 7 characters long, and comprise of letters and numbers.

Accessing the register - 20
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L]
'f Vulnerable Persons Register

Feedback & Support Sign

Reset your password

Password *

annsssss

Verify Password *
| Resst Password

7) You can now login with your username and new password

LY}
‘ Vulnerable Persons Register

Your password has been changed. You may now log in.

e

Log in

Username *

Password *

Forgot your password?

Accessing the register - 21
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For Agency Users

Overview

Agency users represent funded agencies and are responsible for adding and revalidating records for a vulnerable
client under their care.

VPR_Agency_User_Overview...

(see page 22)

Accessing the VPR

To access the VPR, enter the following URL into your device's web browser:
https://vpr.crisisworks.com

Note that there is no WWW at the start of the address.

Alogin box will appear, where you can enter your email address and password.

+ If youdon't have a username and password, you should check whether your agency has registered.
+ If your agency has not used the system before then you can register your agency(see page 23), otherwise,
you should consult your Agency Coordinator to obtain your login credentials.

+ If you are the Agency Coordinator for your agency, you can contact your local VPR Coordinator at your
council to get assistance.

VPR Help and Documentation

To access the VPR, enter the following URL into your device's web browser:
https://vpr.crisisworks.com

Then select "Feedback & Support" in the top right hand side corner
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Log in Vulnerable Persons Registers

Username To access the Vulnerable Persons Registers for Victoria, you are required to
register for an account.

pkakris -

P Department of Human Services and Victoria Police users are asked to
contact the Agency Coordinator for their organisation.
Funded agencies can click here to register for an agency account. This

includes the Home and Community Care section of council, where relevant.

Forgot your password? Municipal council users will be allocated through MECC Central.

Please note: This is a new system, so please be patient during the initial period
as updates may be required during final testing and setup, and registration may
take slightly longer while organisations are starting to use the system.

Self Registering your Agency

To register your funded Agency to use the Vulnerable Persons Registers (VPR):
1) Access the VPR (http://vpr.crisisworks.com)

2) On the login page, click the "register for an agency account" link.
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Log in

Username

Password

ght 2014 Crisisworks

a0

Department of Human Services and Victoria Police users arg asked 1o contact the Agency Coondmal
arganisaton

Funded agencies nciudes the Home and Community Care
sechion of counc

Municipal council users will be allacaled through MECC Central

Please note: This is 3 new sy
ISlrabon may 1ake signily Ionger whike organisations

it during the initial pencd as uf

final lesting and Setup. and

3) Read the policy outline and push the "Begin Registration" button
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Agency Registration

Funded agencies can register for an account for the Vulnerable Persons Registers to upload and manage detalls on vulnerable individuals
to whom you provide services, as per the Vulnerable People in Emergencles Policy, November 2012,

Please note: Agencies are required to register once only. The registered Agency Coordinator will then administer additional agency users.
Please check whether your agency has already been registered before proceeding.

To register your funded agency for the Vulnerable Persons Registers, click the button below

Copyright 2012 Crisisworks - Varsion 3.1.0 vpr-wab-02-server_mcbp

4) Complete the Agency details in the Agency Registration form. Required fields are indicated with an asterisk. This
willinclude

1. Agency Name

2. Email Address - this is the general email address for your organisation.

3. Website Address - optional web address which is displayed on the profile page of your agency

4. Summary of Services - optional blurb which is displayed on the profile page of the agency and is useful
as a briefing for those accessing the system on the role of the agency

5. Phone Number - displayed on the profile page of the agency andmay be used by those accessing the
system to contact the agency directly

6. Administering Local Government - nominate the primary LGA that your agency is headquartered in. This
council will be responsible for supporting this agency's VPR account (password administration etc)
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Agency Registration

Phease fill out tha form Bolow 10 register an agency for the Vulnerable Persons Register

Agency Detalls

Agency Name *
Email address *
‘Webaite Addross

Summary of Services *

Phand Number ©

Administerdng Local Govermnment *

Alpina Shira -

5) Complete the Agency Coordinator section, and the optional Additional Agency Coordinator. It is mandatory to
nominate at least one Agency Coordinator.

6) It is optional to nominate emergency contacts for the agency.
7) Push the "Register" button

8) Wait - your agency will require to be approved by a VPR Coordinator at your nominated local council. You will
receive a confirmation of your registration, including an email (sample below) which is sent to your nominated
Agency contact email address.
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Administering Local Govermmant
VPR Coordinator

Erail -w
PR i
Registration received Inbox = B
MECC Central Support via datalink-dvmh-web-02 cust 12:27 PM (38 minutes ago) -
iome [»
Dear

This email confirms that your agency registration for the Vulnerable Persons Registers has been
received by

The approval process can take up to 5 days.

This email has been sent by a computer and replies are not monitored.

How to find out who your VPR coordinator is for support

For help and support you should first contact your VPR coordinator, this is normally the original (LGA) local
government Council that approved your agency registration, even if your agency spans many LGAs now.

1. Goto https://vpr.crisisworks.com?
2. Select "Feedback & Support" from the top RHS corner

W Vulnerable Persons Register Feedback & Support
Log in Vulnerable Persons Registers
Username “To access the Vulnerable Persons Registers for Victoria, you are required to
register for an account.
phakris [

Department of Human Services and Victoria Police users are asked to

Password

contact the Agency Coordinator for their organisation.

Funded agencies can click here to register for an agency account. This
m includes the Home and Community Care section of council, where relevant.
Foraot youx passame Municipal council users will be allocated through MEGG Gentral

Please note: This is a new system, so please be patient during the initial period
as updates may be required during final testing and setup, and registration may
take slightly longer while organisations are starting to use the system.

3. Onthe next screen, enter your email address and press search

2 https://vpr.crisisworks.com/
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« Evenif you don't have an account, it will use your email domain name to find your LGA

Adding Clients to the Vulnerable Persons Register

There are two main ways to add new clients to the Vulnerable Persons Register:

1. The "New Client" button which appears on the top right of the screen throughout the Vulnerable Persons
Register
2. The "Add" button which appears at the bottom of the datagrid on the "Vulnerable Persons" board

D

r | & 8 heps:fvpr.mecccentral.com vprfclient-manager <

W Vulnerable Persons Register I, -  Feedvack & Support - Sign Out

Dashboard Vulnerable Persons Key Documents My Agency

5 | Vuinerable Persons 4 | Unverified w

Filter Show Map
Status Status [[] Chent Name LiGA Last Vorifiod et vorification Rolationship
Any Status H
[ VERIFIED ] 2 Borpondara  0BA2/2012 140 Primary Agency

Relationship

Show only clients for which | am the u B Marcondah 11122012 140 Primary Agency

primary agency
- - 10 Maroondah 111272012 140 Primary Agancy
Clear Filter

11 Marocadah  11712/2012 140 Primary Aganicy
© Advanced

UNVERIFIED JENRF . 21202012 0 ritniary Agen
Quick Links Displaying 1 to 5 of 5 itams

¥You have no quick links,

Existing Client Check

As clients should only be added into the system once, when adding clients, the system will check to see if any
existing records match. This is done via a combination of the name, details and location.

In the event that your record closely matches existing records, you will be asked to select the closest match. Itis
very important to check the details to ensure that they match an
that you are selecting the same person.
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o Y | B @ hops:/ fvpr.mecocentral.com/vipr/client /duplicate (]

ﬁ? Vulnerable Persons Register [ - Feedback & Support - Sign Out

Dashboard Vulnerable Persons Key Documents My Agency

5 | Vulnerable Persons (4 ) Unverified &2 New Client

A possible duplicate has been found. Please review the list and select an existing client. You may also a create new entry if appropriate

Is this person already in the register?

It I8 possinke that this parson is aiready in the register. Pleasa check the following close matches, or add this parson as a new record if none of the suggested
matches are accurate.

#1 Flona

Female, 12/12/;
, Groydon Hills, Victoria, 3136 E

Meals on Wheels Northwest Region

#2 Fiona |
Female, 12/02:

Meals on Wheals Northwast Region

Or create as new record

Fiona

Female, 15/104 )
. =l

Cancel

Confirming you have consent

If you are adding a new client record, you must have consent before the record can be added. To confirm you have
obtained the signed consent form, tick the box.
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4 fai} = £ 3 nttps:/ /vpr.mecccentral.com/vpr fclient/consent <

"f Vulnerable Persons Register

Dashboard  Vulnerable Persons  Key Documents My Agency

5 ) Vuinerable Persons ([ 4. ) Unverified © New Client

Client Consent

This cllent record does not yot axist in the Vulnerable Parsons Reg ister,

To add this chent you must have consent and you will become the Primary Agency for this client record.

Refer to Profocol! 1: Emergency planning and screening within the Key Documents tab for further information.

| have obtained consant®

Copyright 2012 Crisisworks - Version 3.1.0 vprstaging-web-04-server_mebp

Entering Client Details

The next step is to edit the record, which allows you to complete the new vulnerable person record. Please consult
the Protocols for a description on the fields, along with your requirements relating to the management of the new
record.
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1.
‘ Vulnerable Persons Register

Dashboard Vulnerable Persons

5 | Vulnerable Persons (4

& New Client

You are editing the record as a primary agency user.

(12) Fiona

© Client Details

Address *
Status
Unverified ’ : ) )
First Name * Sumame * Gender
Fiona ;. Female *
Property Name
Date of Birth * Client Phone

Show Address
© Agency Details
T 4]
Agency Ref Revalidate By =
30/04/2013 .'.,e:r)ﬁ‘t = ° 1
Chimssde
Nararsdyte Pa'
Person not receiving services g
Croydon w
¥
Morth
Wiarrarm
Park
M omch S
O Client Emergency Contacts &~ Mooroolbark
uert
1 # Ringwoad
Primary Contact e \f‘y e
Name Phone 14} Hisyh
‘l‘g_ Ringrwead  Croyden

To save your edits, click Verify Client at the bottom of the form.
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Vulnerable Persans Register - Client Update

-1 H:} =+ _ﬁ 3 https:/ fvpr.mecccentral.comyvpr/fclient/updateeventid/12 & @

Parenteral nutrition Ventricle assistance Critical medication

device

Service animal Pats
Access & Security

4WD required Side access Rear access

Behaviour Dangerous animals
Communications & Cognitive

Hearing Sight Speech

Dementia Mental health Cognitive disability

Alcohol or othar Non English
drugs speaking

Additional Notes

You have 150 characters laft.

= o

Viewing the Clients List
To view a list of clients;
Navigate to the Vulnerable Persons board (click on "Vulnerable Persons" in the main menu).

The list of clients that you can see will be based on your level of access.
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Joan Smith’s Profile

Dashboard  Vulnerable Persons Agency

3 “Wulnerable Persons

Filter
Status Status ¥ D Mame LGA Date Validated
Any Status v

O 10 James Hird Manash 161142012
Relatienship
[ show anty clients for which | am the E 11 John Doe Boroondara 161112012
primary agency

O 2 John Howard  Boroondara 18/1/2012

Apply Filter Clear Filter

Displaying 1 to 3 of 3 items

& Advanced

Export & Sendto.. | Revalidate | Report

You can use the filters and column sorting to refine the list of clients.
Record Status
There are two statuses for clients

1. Unverified - meaning that the accuracy of the record is uncertain
2. Verified - the record has been checked for accuracy by the agency

Viewing a Client Record

To view a client record, click on the ID or title wherever it appears in the VPR (for example, the client's list,
dashboard etc).

The View Client screen will appear in read-only mode, with the details of the client including:

+ Location (map) displaying the client's current address
« The client's Name, Date of Birth and Gender

+ Contact details for the client

« Emergency Contacts

+ Special Needs

+ Managing Agencies
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Jedi Rifllh i Prafie !

Dashbeard Vulnerable Persons Agency

3
hn Doa
Clisnt Details
Status Type Revalidate by
(D Clert 161 2201
Ham# Date of Birth Gendar
Contact Phone Agency Ref

Addreti

Editing a Client Record

Clients can only be edited from the client view screen.

To edit a client:

Knowledge Base - Vulnerable Persons Register

Sagppail Sign (il

L3 MHéw Cliant

. T e
1 o
v (8 iy g |

HOm | ¥ ; 3
a3 | ™ o)
LT .
A e By
E Esdl
i Carfon Anpotsiond » T i
it i ;"
i aurar
1 Malbourme D L] h' |
R —— =
Squthberk, Hiwrews i
e Emil

A, i

Freeen (o [ ] 3 o
Fuiliver T -’:----:'ﬁ 4

A Pk P Podsii it Tooian A
[

bir¥mw Pk \\

1) Navigate to the client (ie from the Vulnerable Persons screen)
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Vilnerable Persons Register - Client-manager Index

‘ Vulnerable Persons Register

Dashboard Vulnerable Persons Key Documents My Agency

5 | Vulnerable Persons | & | Unverified &2 New Client
Filter Show Map
Status Status D Client Name LiGA Last Verified N verification Relationship
Any Status -
2 Boroondara oef2r0mz 140 Primary Agency
Relationship
Show only clients for which | am the 9 s jah 111202012 140 Primary Agency
primary agency
UNVERIFIET m dah 1112202 140 Primary Agency
Ciear Filter
11 Snow White Marcond 11122012 140 Primary Agency

& Advanced

UNVERIFIED 12 S A LT Maroondah 12n2rme 140 Primary Agency

Quick Links Displaying 1 to 5 of 5 tems

You have no quick links. m

2) On the Client profile screen, press the "Edit" button.
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Dashboard

Vulnerable Persons  Key Documents My Agency
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o
"

5. ) Vulnerable Persons (4 ) Unverified

(10) Mary Poppins

Client Details

Status
UNVERIFIED

Name Gender
Mary Poppins F

Contact Phone Address

Agency Details

Agency Reference

Revalldate by
30/04/2013

Emergency Considerations

No emergency considerations have been recorded

Permissions

Edit rights are controlled by permissions:

Date of Birth
12M12/2012

Cancel

&2 New Cilent

35 Campbell St, Heathmont, Victoria, 3135

» = e : -
+) rehards o | Map | Satellite
= S Ry
bert T o
ale ol E
Ringwood &
U Horsh 0* Croydon
-n'-'“"'--El‘ (34} K

Rrgeeod  Cioydon

Ringuaood Eaxt
Milcham
. Bayswater
Morth
b] Heahnont ¥

w0

o Report & map serer

© Map Layers

© Agencies

Primary Agency
Meals on Wheels Northwest Region

« Primary Agencies - may update the record as they have primary responsibility for the client

+ Secondary Agencies - may only update the Agency Reference. This is an internal code for the client that
is specific to each managing agency, which can help you to reconcile your data in your client
management database against the VPR.

A message prompt will display to inform you which type of access you have to the client record after you click the

Edit button.

Fields

As a primary agency, the edit client record screen allows editing of most fields including:

« Name, Gender and Date of Birth

« Contact details

+ Address - enter an address into the Address field to locate on the map using the "Show Address" button

For Agency Users - 36



www.datalink.com.au

+ Agency Reference
« Status - Verified/Unverified

Knowledge Base - Vulnerable Persons Register

+ Emergency Contacts - Name, Phone, Mobile, Relationship to client
+ Special Needs - a series of checks including sections detailing Mobility; Equipment; Access & Security;

Communications & Cognitive and an area for additional notes

Information

You are editing the record 35 3 primany agency User

2y John Howard

© Client Detalls

First Name * Surname * Gender
Jonn Howard Male
Date of Birth *
Client Phone Agency Ref
P
Status * Revalidate By

Werified w  01/01364

© Client Emergency Contacts

Primary Contact

Mame Phone

3) Fill in the electronic form and push the "Update" button

w

Addrass *

737 Burwood Road, Hawthorn East, Victoria,
3123

Address Title

Show Address

T Fairfiekd | stioba
™ + [H& Fizroy ol Gl Ciuty nm'?r
- Morth I Gl
i g Hiew Gl
O ] S
L=t
Carfion  Abbotsford @ Bitn
&
Al
lelbourne g - S & 3 Babw
Richmond ] -—
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Communications & Cognitive

O Hearing O sight O sSpeech
] Dementia O] Mental health O cognitive
dizability

O Alcohol or other O] Mon English
drugs speaking

Additional Special Needs Motes

I Update I Revalidate = Remove Cancel

Revalidating Clients

Clients require re-verification from time to time in order to ensure the data is kept accurate. This process will
typically be required twice a year and typically occurs in April and October.

The VPR System will tell Agency Users when clients require re-verification, by setting the status of the client record
to Revalidate, and by sending an email to the Agency Coordinators. When this occurs, the agency must update the
record with current data and then Verify the client record.

To revalidate a client:

1) If your Agency has clients requiring revalidation, you will see a message at the top of this screen and see clients
with the status REVALIDATE.

Navigate to the client that requires revalidation.
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Vulnerable Persons To Revalidate Unverified Suspended @ Clients Requiring Attention

Filter
Contains

Status

| Any Status

Relationship

| Show all clients

© Advanced

Clear Filter

€ New Client

record.

One or more of your client records requires verification.
Please review your client records and ensure all your vulnerable clients are verified. You verify a client by editing its

«  Status DY

O VERIFIED 14

Displaying 1 to 6 of 6 items

Client Name LGA

2) On the Client profile screen, press the "Edit" button.

Last Verified

22/03/2017

21/04/2017

08H2/2016

21/04/2016

281172016

21/04/2017

Show Map

Next verification Relationship

Primary Agency

Primary Agency

Primary Agency

Primary Agency

Primary Agency

Primary Agency
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Dashboard Vulnerable Persons

6 ) Vulnerable Persons [ 1

(9) Peter JINEENE
Client Details

Status

Name

Peter J N

Contact Phone

Agency Details

Agency Reference

Consent Form

No consent form
uploaded.

Documents

To Revalidate

Gender

Address

Revalidate by
Not Set

Primary Agency
Consent Form

No consent form
uploaded.

Emarmnanmu MCancidaratinne

0 | Unverified

My Agency LGAs

0 | Suspended

Date of Birth

Receiving Services
Yes

Users

1 ) Clients Requiring Attention

Cancel

© Agencies

Primary Agency

Knowledge Base - Vulnerable Persons Register

& New Client
|
(#) "
&4 2 :
|E| £ 2 e
! 13l 3 .
24
o] . = Angy

3) Review the client's details and ensure all information is up to date and correct. Then complete the process by

clicking on the 'Verify

Client' button
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You ara editing the racord 2s a primary agenicy user.

(9) Peter J-

@ Cliant Details

Address *
Status.
Revalidate A

Firstname ~ Surname * Gender Date of Birth * Client Phone

Please include strest number, straet name, suburk and postcoda and then click 'Show Address’
Eanssnirf meml [ 2=l s i

I apglicable, &.. The Goach Hause

@ Agency Details

Agency Ref Revalidate By Receiving Services _
: o ST = _

&

Consent Form + 3 |
Salact File. =] 15 a
@

© Glient Emergency Gontacts & w1 me | = 2 [ a

Primary Contact
Name Phane Moile A5 ®

| | | | |

Relationship to Client 2 i S b SR

20 m| el ) T T [
1001t S f : =

Secondary Contact
Name Phane Maobile

Relationship to Client
| | I

© Emergency Gonsiderations

Mohility
[ Wheslchair | Stretcher required |+ Hoist or fting aid requied
Walking aids required # Waight-relatad mobility aids

Equipment, Critical, Medication and Pets

[ Home ventilator [ Oxygen [ Dialysis

# Parenteral nutrition [ Ventricle assistance device Critical medication

Sarvice animal o Pets
Access & Security
4WD required [ Sioe access [ Rear accass
Bahaviour [} Dangerous animals
Communications & Cognitive
Hearing o Sight [ Speech
# Dementia [ Mental health [ Gognitive disability

[ Aloahal or other drugs Non English speaking

Additional Notes

150 characters maxmum

You have 150 characters left.

| Verify Client |  Remaove Suspend Cancel

4) Your client has now been revalidated and has a VERIFIED status.
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Filter < | The client recond has been verified. >
Contains

Status.

: Status
| Any Status
VERIFIED
D CD
| Show all clients Al
© raances
Dizplaying 1 to & of & items

Removing a client

Removing has two meanings in the VPR:

Client Nama

Peter I

Last Verfied

2232017

21/04/2017

21/04/2017

21/04/2016

28M11/2016

21/04/2017

Next verfication

Date not set

Date not sat

Date not sat

Date not sat

Date not sat

Date not sat

Show Map

Relatanship

Primary Agancy

Primary Agancy

Primary Agancy

Primary Agancy

Prmary Agancy

Prmary Agancy

1. Thisclientis still vulnerable but is no longer receiving services from your agency. Here you are removing

the relationship between you and the client. This is known as "unlinking".

2. Thisclientis no longer vulnerable. Here removing a client will remove it from the system altogether.

To remove a client when the client is no longer vulnerable

1) Navigate to the Client screen and click Edit.
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Persons Register - C

s
' Vulnerable Persons Register

Dashboard Vulnerable Persons Key Documents My Agency

& ) Vuinerable Persons (4 ) Unverified € Mew Client

(10) Mary Poppins

Client Details 35 Campbell 5t, Heathmont, Victoria, 3135
ot [+} it o | Map | Sat
] — T
ale oot g
Rngwood
Name Gender Date of Birth 2 Noran f Crojdon
Mary Poppins E 12M2/2012 -_ [ 34] M
% Ringeresd  Croydon
Cantact Phone Address Fingwesd Enst South
MiEharm
= | Bayswatar
S LS 3 | Heathenont y o
w0
E N ot
q;% ri D-Bayswater B
Ry m
Agency Detalls P f o
Vermont  Moratk Pubie
Agency Reference Revalidate by ot GG i
30/04/2013 WIS Iml—h‘--;-im- Toems of Use Report 8 map srror
© Map Layers
Cancel
© Agencies
Primary Agency
Emergency Considerations Meals on Wheels Northwest Region

No emargency considerations have been recordad

2) At the bottom of the form, click Remove.
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Vulnerable Persans Register - Client Update

4 5 8 A hips:/ fvpr.mecceentral.com vpr fclient/ update feventid 10 ¢ (5]
Alcohol or other Non English
drugs speaking

Additional Notes

150 characters maximum

You have 150 characters left.

Verify Cf ent Cancel

3) Depending on your relationship with the client, the removal screen will offer different options. As a Primary

Agency, who wishes to remove the Client from the VPR, as they are no longer vulnerable, select the second option
as shown below.

Reassign or Remove

As the nominated primary agency, it 15 your responsibility to follow up as much as practical to determine whether this person 1S shill vuinerable
and whether they should remain in the Vulnerable Persons Register This person has provided consent 1o be on the register and needs o be
considered vulnerabde until it is determined otherwise, even il your agency has ceased providing services 1o the chent

This

put is no longer receiving services. from this agency

This client is no longer vulnerabie

——

Cancel

4) Selecting this option will result in a number of removal reasons to appear. You must select a removal reason and
then acknowledge(tick) the confirmation statement.
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Reassign or Remove

As the noméinated primary agency, 15 your responsibiity to foliow up as much as praclical o determine whether this person is still
vulnerabie and whether they should remain in ihe Vuinerabie Persons Register. This person nas provided consent 10 De on [he register and
needs 1o be considered vuinerable unlil i is delemined olherwise, even I your agency has ceased providing sServices 1o e client

This client is skill vulnerable but is no longer receiving sefvices from this agency
® This chient is no longer vuinerabie

Remove ‘rom the Vulnerable Persons Register

! Waming Removing a person from the register means that their defalls will no longer be availabie o Vicloria Police guning an emengency

Before remowing clients from the Vuinerable Persons Register please notify the client{or client's nominated contact} that they will no longer
be included in the

the register
oved o a residential faciiity
Moved to supported living arrangement
7 Chent requests removal
Deceasad
Emergency plan in place
N Physical or cognitve improvement

I confirm that this person no longer needs 1o be included in the VPR | understand that the personal details of this person will no longer

5) Click "Remove from Register" to process the removal request.

Changing which agency is the Primary Agency

When multiple agencies have a relationship with a client, it is possible for agencies to change which agency is the
Primary Agency.

If you are the Primary Agency:
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+ View the client record

+ Click Edit Client

+ Click Remove

+ Select the reason "This client is still vulnerable but is no longer receiving services from this agency"
+ You can then select the secondary agency that should become the primary

+ Click Submit to finish.

All agencies and the VPR Coordinator will be notified of the change.

If you are a Secondary Agency:

» Contact the Primary Agency or the VPR Coordinator to have the client reassigned to you.

Transferring the Clients Agency

When a client only has one agency, if you wish to transfer them to another Agency it is similar to the previous
section (on changing the primary agency).
We recommend this process:

1. Askthe New agency to add the same client to their VPR list. (This will add the client as a secondary agency
for them)

2. Wait until this is done. You know it has been done if you can see the secondary agency listed.

3. Have the original agency remove this client after this is done. (This will automatically promote the secondary
agency to become the primary agency)

Doing it in this order will insure that the client is always on the VPR list at all times.

If you are the Primary Agency:

+ View the client record

+ Click Edit Client

+ Click Remove

+ Select the reason "This client is still vulnerable but is no longer receiving services from this agency"
+ You can then select the secondary agency that should become the primary

+ Click Submit to finish.

Agency Coordinators

Agency Coordinators are nominated by VPR Coordinators and have permission to perform the following additional
functions.

Edit My Agency
To edit your agency details:

1. Signinasan Agency Coordinator.
2. Navigate to "My Agency" in the main menu.
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3. Push the "Edit Agency button.

T
* Vulnerable Persons Register Joan Smh's Profile N + Suppedt - Sign Out

Dashboard Vuinerable Persons Hey Documents My Agency Users

£ HNew Cliant

Meals on Wheels (Northwest Region)

Agency Details Agency Users

Status Hame Last Revalidate 1. Joan Smith (Agency Admr

AL TIVE M2zl on Wheels Date

Northwest Reglon Wot Sat

Email Phone Address
Manage Users

Wabsite Primary LGA

Brnmbank

LGA Cantacts r%
.
& Mark

Drescription

4. Make changes as required (note this is how you change your Agency's name as the administering LGA if
needed).

5. Push the "Update" button.

Adding Agency Users

1. Signin as an Agency Coordinator
2. There are two ways to add new users, both essentially do the same

a. Onthe "My Agency" tab push the "Manage Users button (this effectively does the same as option
2)
b. Visitthe "Users" tab

3. 0n the Users tab, click "Add Agency User"
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4, Complete the "Create New User" form

a. Email - Contact email for a new user (used to send an invitation and as their username)
Agency - this shows your agency and cannot be changed

c. This useris the agency emergency contact - tick if this is a nominated emergency contact (there
can be more than one emergency contact for your agency)

d. This useris a coordinator - grants coordinator access rights to the user

e. Push the Submit button

v
‘ Viilnerable Persons Register Joan Smith's Profile = Support -+ Sign Dut

Dashboard Vulnerable Persons Hey Documents My Agency Uzers

i iinerable Persar L Mew Chent
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Removing Agency Users

To mark an Agency User as removed in the VPR:

1.

ok wn

Sign in as an Agency Coordinator

Click on the "Users" tab

Select and edit the Agency User you wish to remove
Select 'Edit Profile

Click on the 'Delete’ button at the bottom of the page

Knowledge Base - Vulnerable Persons Register
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Granting Agency Coordinator access privileges
To make an Agency User that is not currently an Agency Coordinator an Agency Coordinator:

1. Click on the user's name (in the Users list, Dashboard etc).
2. Editthe user's profile.

3. Select the "Roles & Security" tab.

4. Tick the checkbox labelled "This user is a coordinator™".

5. Push the "Update" button.

p Vulnerable Persons Register

Dashboard Vulnerable Persons Key Documents Agencies Users

1 ) Vulnerable Persons (1 ) New Agencies

Edit Profile

Contact Details | Roles & Security |

]
W] This user is a coordinator

Delete
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For VPR Coordinators

Overview

VPR Coordinators are council officers that access their local register through Crisisworks. The VPR Coordinator is
responsible for coordinating and supporting agencies within their local area, and resolving any changes to an
agency's client relationship.

The following video summarises the key information needed by VPR Coordinators to use the system.

VPR_Coordinator_User_Ove...

(see page 52)
You should also watch the Agency User Overview video to understand how agency users will work with the system.

Note: some organisations block video streaming into their networks, and if this is the case, try viewing from
another device such as a 3G-enabled iPad. The videos are only small in filesize.

Accessing the VPR

1) Log in to Crisisworks

2) If you have previously been set up to access the VPR, you can simply click the "Vulnerable Persons Register" link
in the left-hand side panel from the Dashboard. This will automatically log you into the register. If you haven't been
set up with VPR access, you will need to request that the Crisisworks Administrator update your user permissions.
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A BSC Overview~ Evenis~ Operations~ Library~ Settings

Home / Overview / Dashboard

Contacts 80

REFERENCES -~ "
Library 119

TOOLS INFRASTRUCTURE ASSESSMENT

@erable Persons HegistD

Note: If you are a VPR Coordinator for multiple LGAs, it is possible to configure common access across all the
LGAs(see page 62) you work in, regardless if which Crisisworks you access the VPR from.

Viewing the Agency List
The Agency List will display any agencies that you have permission to view and/or edit.
To access the agency list:

1. Signinasa VPR Coordinator.
2. Select the "Agencies" tab in the main menu.
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The agency list is a datagrid which offers several navigation features including:

« Filters - filters the list using the applied criteria

+ Sortable Columns - click each data column to re-sort table ascending or descending

+ Data Export - exports a CSV (Excel spreadsheet compatible) file containing the contact details for each
agency matching the currently set filter

The agency status field is set based on the agency's primary clients. If all clients are verified, the agency is verified. If
any client is requiring validation or is unverified, then the agency record will also show that state. Additionally,
the new status is used to identify new agencies that have self-registered but are not yet active.

Viewing an Agency
To view an agency, follow these steps:

1) Click 'Agencies' at the top navigation bar to view a list of all agencies in your area.
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2) Then, click the ID of the agency you wish to view. You can also filter your agency list using the filters to the left.
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Managing Agency Users

As a VPR Coordinator, you can add and edit agency users on behalf of your agencies.
This allows you to:

+ Add new users to an agency

+ Edit the details of an existing agency user to update their email address, password and contact
information

+ Make a user active or inactive
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+ Promote or demote the user from the Agency Admin role
Step by step:

1. LoginasaVPR Coordinator

2. Click Agencies and search for the agency you wish to manage

3. Click the agency in the search result to view the agency details. The agency's users are listed on the right
hand side of the agency details screen.

4. To edit a user, click the user you wish to manage to view that user's profile, then click "Edit". If adding a
new user, click "Add User" instead.

5. From the edit screen, change the details you wish to change, then click Save to update the details.

Adding New Agencies

VPR Coordinators may register new agencies into the system.

To add a new agency:

1) Sign in as a VPR Coordinator

2) Select the "Agencies" tab. (This tab is only visible to VPR Administrators)
3) Push the "Add" button at the bottom of the datagrid
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4) Complete the Agency details in the Agency Registration form. Details on how to use this form can be found in
the Agency Registration section(see page 23).

For VPR Coordinators - 57



www.datalink.com.au Knowledge Base - Vulnerable Persons Register

Approving or Denying new Agency Requests

Before an Agency user can access the system, the Agency must be approved by a VPR Coordinator of the
responsible LGA.

VPR Coordinators will receive an email notiffication when Agencies have requested to be added to the VPR. Newly
added records will be marked with a status of "New".

Only VPR Coordinators can approve agencies.

Approving Agencies
To approve an Agency request:
1) Sign in as a VPR Coordinator

2) View the Agency Page marked with the status of "New" that you wish to aprove (click on the Agency link in email
notification, the Agencies list etc)

3) Push the "Approve" button. Once approved, the Agency will be sent a notification and be able to begin using the
VPR.
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Declining Agencies
To decline an Agency request:

1) Sign in as a VPR Coordinator

2) View the Agency Page marked with the status of "New" that you wish to aprove (click on the Agency link in email

notification, the Agencies list etc)

3) Push the "Decline" button. Once declined, the Agency will be removed from the VPR.
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Managing Council VPR users

Council users are managed from within Crisisworks, by the Crisisworks Administrator.

To grant VPR access, edit the user's profile and add the VPR Coordinator position and save.
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Cancel

User Account N
User Account

Enable user account for this contact

Positions

« User Administrator at Council | | »x VPR Coordinator at Council

It is possible for a single VPR Coordinator to span multiple councils
The procedure for doing so is as follows:

1. Decide on a primary email address for the user, and temporarily set the user's email address in the
profile of each Crisisworks instance.

2. Ineach Crisisworks, now activate the VPR Coordinator position for that user.

3. Once you have done this, the email addresses within Crisisworks can be reset to their previous settings.

By following this procedure, a VPR Coordinator with user accounts in multiple Crisisworks installations will be able
to get visibility in the register across all their councils at once, regardless of which Crisisworks they use to log into
the register.

Removing persons from the register that have no primary agency

A VPR Coordinator can permanently remove clients that have no assigned agency.

Before removing the client, the onus is on the VPR Coordinator to ensure that the client is no longer vulnerable for
the purposes of the VPR system. Important: this client will no longer be considered vulnerable by police and
they will no longer appear in any searches or reports.

To remove the client:

1. LoginasaVPR Coordinator

2. Find the vulnerable person

3. Verify the person has no primary agency

4. Click the Remove button and specify the removal reason.
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The following screenshot shows how to verify the person has no primary agency, along with the location of the

remove button.

i Profile - Feedback & Support - SignOut|

)y Vulnerable Persons Register

Dashboard ~ Vulnerable Persons ~ Documents =~ Agencies = LGAs =~ My LGA

1 ) Vulnerable Persons ((0) To Revalidate (1) Unverified (0 ) Suspended (0 ) Clients Requiring Attention

When a client is not assigned to any agency, as a VPR Coordinator
you new have the ability to remove the client, if appropriate.
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Advanced Topic: Sharing access across multiple LGAs

Some VPR Coordinators will be the same across multiple councils, and in this case, the Vulnerable Persons Registers
system allows for that user to create a single view across multiple LGAs.

To set up a common view across multiple LGAs, follow these steps.

1. Decide upon an email address to be your primary email address.
2. Ineach Crisisworks that you are a VPR Coordinator, edit your email address to set it to the common

email address.
Now, have your Crisisworks Administrator add the VPR Coordinator role to your account. If you have

already had this role, uncheck the box and save your profile, then recheck the box and save again.
Now you should be able to log in from any of the Crisisworks instances, and view clients and agencies

across all your boundaries.
After you have logged in from each Crisisworks for the first time, you can change your email address

in Crisisworks back to whatever it was originally.

If you have any problems then please contact our Service Desk for assistance.
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For Police Users

Overview

Police Users interact with the VPR to query across all local registers in the event of an emergency (for example to
create evacuation reports etc).

The following 6 minute video shows how to use the key functions within the system.

VPR_Police_User_Overview...

(see page 63)

It may be useful to watch the Agency User Overview(see page 22) video for a general overview of how funded agencies
work with the system.

Browsing and Querying Registers

This section covers the act of querying the registers to find vulnerable persons (VPs) that match your criteria.
There are several different methods to query the registers.

Queries generally fall into three types:

1. Browsing - generating general results based ad-hoc,
2. Filtering - generating precise results based on specific known criteria, and
3. Counters - pre-designed filters designed to quickly access data.

Browsing the register
Browsing the register allows you to explore the map and view vulnerable persons with geographic features.

1. Usingthe map to Pan and zoom
2. Using the Find tool to focus the map on a specific point/location
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Using counters
1. Using counter links to access pre-set filters

+ Within your LGA
+ Proximity and local LGA using your location with a GPS-enabled device

Filtering

1. Within Current View
2. By Geographical Area

« Radius from a Point
+ Polygon

Filters enable you to select a group of VPs to work with based on the criteria you set.
To set a filter

1. Select your filter using the pulldown list

Filter
Filter By Map
_Haﬂius | ]

Select Option..
Local Government
Map Layer
Current View

Filter

© Advanced

2. Draw onthe map
3. Push the "Apply Filter" button

To reset the filter
1. Push the "Clear Filter" button

For more details on the specific filters available, see the topics below.

|dentifying areas with no coverage
Areas shaded RED on the map indicate LGAs that do not participate in the Vulnerable Persons Registers.

Note that it is not possible to browse or filter for VPs within these areas. Records within this area may be accessed
by contacting the council directly or using an external process/list.
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Counter Pre-set Filters
There are at least 2 counters which apply preset filters

» Vulnerable Persons counter - displays a total of all VPs in the Register
« 50k radius counter - displays a total of all VPs within 50 kilometres of your location
« Local LGA counter - displays a total of all VPs within your current area

To apply a pre-set filter using a counter, click the appropriate counter

]
f E." “
'J{r l;: j 50 km ? ’ -
':J._h. 20 mi ?"IT"-I Omeo Map data ©2013 Google - Terms of Uise  Repon & map smer

For Police Users - 65



www.datalink.com.au Knowledge Base - Vulnerable Persons Register

* Vulnerable Persons Register Anna Buarkos's Profis

Dashboand Vulnorable Persons Koy Documants Agoncies

2 | Vunerahds Persogd 13 | Persons 50k Radius [ F | Persons in Banalia
Filter Dimplaying 13 mmehing cllents within the defined peagraphic ara.
Fitter By Map
Select Option.. =
[ map | Satetitn |
oo SR (o=
howr
Pist Pach  FRSRRAdENE
Q Advanoed Beecheorn

hytiafors

Chenimgin - Tur—n il Lipe  Nagert s mag srror

Current View Filter

The Current View filter will select all of the VPs within the map view window on your screen (ie rectangular
geographical area).

1. Browse to the area.
2. Select the ‘Current View’ filter
3. Push the 'Apply Filter' button

An example of a rectangular area selected from a current view is shown below
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Radius Filter

Aradius query allows you to select a group of VPs within a circular geographical area using a central point.
To select a radius to work with:

1. Browse to the area.

Select 'Radius’ from the pulldown list
Click the map to place the centre point.
Adjust the radius using the cursor
Press the 'Apply Filter' button

ok wn
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Polygon filter

The Polygon tool allows you to select a group of VPs within an irregular area that you define.

The polygon is comprised of a group of lines connected together with the selected VPs lying in the area within them.
To create a Polygon filter:

1. Browsetothe area
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Knowledge Base - Vulnerable Persons Register

2. Select ‘Polygon’

Filter
Filter By Map

Select Option..

Local Government [ Filter

Map Layer
Current View

' Radius

3. Click the map to draw the polygon each point is connected to the last by a line

Address/Locality Search m
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Click the map to draw a polygon.
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4. Close the polygon by clicking the first point.
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5. Click 'Apply Filter'

Map data ©2013 Google - Terms of Use Report a map error

Polygon from External Layer
The Polygon from External Layer tool enables you to filter with a complex area thas has previously been imported

into the VPR from an external source. These are centrally managed and can be added to including live feeds from
external sources (such as LGA boundaries, State Control Centre incident feeds).

Map Layers

External map layers can be found and viewed on the map
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Applying the Filter
To apply an external layer filter:

1. Select 'Map Layer' from the pulldown list
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2. Select the layer you want to use from the 'Layer' pulldown list.

Filter
Filter By Map
Map Layer ~|
Layer
' -No Layer -
| Benalla Flood
Black Saturday 2009 Fire Boundary
. Council Boundaries
FRavancey

3. Click 'Apply Filter'.

Evacuation Reports

Evacuation Reports show a list of all vulnerable clients, emergency contact details and special needs.
With the VPR, Evacuation Reports can be generated in a number of ways:

1. Show on screen
2. Download as afile - either PDF or CSV (Excel)
3. Email a PDF - either to yourself, or to one or more external recipients

Report Contents

Evacuation Reports consist of the following core components:
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Component On Screen
(HTML)

Cover Page Y

Personal Listing Y

Personal Detail Y

End Page

The End page is left intentionally blank for a reference when printing.

Cover Page
Includes:

« The user’s details

« Date, time, IP address of query
« Filter criteria

+ Result count

« Overview map

PDF csv
Y

Y Y

Y Y

Y
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Person Listings

Includes a list of selected clients in a single table along with their:

+ Name, Address & Phone
Summary of evacuation criteria

» "Consult Health Commander™" flag (highlighted in yellow) for clients with special evacuation needs
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Person Details

ki gy vl M gt

T P e -
o S A raeg
R et

g L T M

[y T—
iy b

e e L M
g dm e M st
o ity

P M
S Lieh

g Bt LT M i

g L L i S e
Brn Dmae

L
T Wit 50, Barala, Welnfu. MET]

B D, B, b, BT

30 Camb dvmtok Beala vasera. BT

35 Rt M, Bunas, Vs, T3

600 T i, il Wikt B Y

pi] [

ey

BET Ly Saad Lpstgeipes Vi leia AR

B3 b et Lt i Pt viTMta. W60

A At Sorwa wioksn Towm, wicioris, Wadd

52N gy ped Beimetom, Vatnera. M4

AP ey et bardd. omena. bl

W Drymiesn Soad. Dorna. Viclorie Ml

| bl gty sl Wtnris. WTH

Includes individual details for a client:

« Personal details
« Agency & Personal Emergency contacts
» Address (including marker on map)

« Record ID for matching between report pages
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Generating an Evacuation Report
To generate an Evacuation Report:

1. Apply a Filter
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2. Push the "Generate Evacuation Report" button

Vulnerable Parsons Register - Client-manager Index
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3. Provide the purpose for which the report is to be used in the "Purpose of Report" field (this is mandatory
and is required for audit purposes)
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4. Specify a report output type

Purpose of Report *
Benalla Floods 2013

(=) View in browser

() Download as PDF

() Download as CSV (e.g. Microsoft Excel)

(_) Send to my email address (police@example.com)
(_) Send to another email address (comma-separated)

Generate Report

5. Push the "Generate Report" button

On Screen Report

The On Screen report provides a view of the report in HTML format on-screen. Note that while maps appear
embedded on the page, they are a static view and you cannot pan/zoom or change views.
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The On Screen (HTML) version has a print stylesheet optimised for printing that removes the menus and navigation

(see below) however the PDF version is preferable for printing.
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Print Preview of On Screen Evacuation Report

Downloadable Reports

Knowledge Base - Vulnerable Persons Register
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For downloadable reports (such as PDF or CSV) use the pop-up dialog to save the report your computer and/or

open.

The PDF format is better suited to printing and sharing;
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Sample PDF version of Evacuation Report

while CSV (see below) is suited to use with a spreadsheet program such as Excel.
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Sample Excel version of Evacuation Report

Emailing Reports
If you opt to send the report, it will attach a PDF of the report to a system generated email.

To send to other email addresses, you will need to select this option and enter a list in the field provided before
pushing the "Generate button"

@ Send to another email address (comma-separated)

Email Addresses

Enter a comma separated list of email addresses

Generate Report
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Frequently Asked Questions

General

1. Who can add vulnerable person records?

There are a few different classes of user in the VPR, but only Agency Users(see page 22) can add or edit vulnerable
persons records.
Back to top

2. How does the revalidation process work?

The validation process is primarily an agency responsibility. Twice a year, agencies are required to validate each of
their client records. If the agency has no clients, then they can validate their agency as having no records at this
time.

Clients require re-verification from time to time in order to ensure the data is kept accurate. This process will
typically be required twice a year currently in April and October.

The process of validating clients is covered in more detail in the following article: For Agency Users > Revalidating
Clients(see page 38)

1. Anagency edits each client record, makes changes as needd and clicks Validate Client

2. When all an agency's client records are revalidated, their agency is automatically marked as validated.

If an agency has no clients at the time of validation, a message appears above the Vulnerable Persons data grid with
a link that they can click to assert that they have no vulnerable clients at this time.

—

There is no direct way for VPR Coordinators to validate agencies in the system. The role is instead to coordinate the
agencies themselves to help them to revalidate their own agencies.

The system is designed to have a primary municipality that is responsible for this role, however, in practice any VPR
Coordinator at any LGA can reach out to any agency to which they have a relationship, to help them to revalidate
their client records.

Back to top
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VPR Coordinators

1. Why can't I edit a vulnerable person?
Only VPR Agency Users can edit clients.

The role of a VPR Coordinator is to coordinate agencies to manage their own client records and revalidation.
Therefore VPR Coordinators can not add, edit or update clients.

There is sometimes confusion on this point because it's sometimes the case that the same council officer is both a
VPR Coordindator for their council and an Agency Coordinator for their HACC service.

If you are trying to edit a client on behalf of your council's HACC service, you must log in using the user account for
the agency administrator via https://vpr.crisisworks.com, rather than clicking the link from within your Crisisworks
installation.

If you need to determine which user account to use, login as a VPR Coordinator, find your council's agency(see page
53) and you will find the list of authorised agency users for that agency. You can add yourself if you are not on that
list, and you can reset the user's password by editing that user's profile. Once you know the email address and
password you can log in at https://vpr.crisisworks.com.

Back to top

2. An agency has reported to me that client does not have an address in Vicmap

The VPR system uses the authoritative government address database known as Vicmap. Sometimes addresses in
rural areas can have well-known but informal addresses, and these addresses may be known to other service
providers such as Australia Post or Google, but are not in the Vicmap database.

You should speak with your GIS Officer for advice on the best way to resolve the address. They can either locate the
formal address, or advise Vicmap of the missing address.

It is important that all clients have Vicmap addresses, because all the emergency services agencies also use Vicmap
for their work, and they may not be able to help that client in times of need if they cannot find them easily.

See if you can find the address in https://mapshare.vic.gov.au/mapsharevic/ if it is not there, then contact the
council to see if they can figure out why it is not in VicMap.

Back to top

3.lam trying to change the status of a client in Crisisworks but | do not see an 'Edit' button,
just 'Comment' and 'Remove".

As a VPR Coordinator, you do not have the ability to edit a Client record, only Agency Users have this level of access.

The role of a VPR Coordinator is to coordinate agencies to manage their own Client records and revalidation.
Therefore VPR Coordinators can not add, edit or update Clients.

VPR Coordinators however can remove a Client from the VPR when they no longer have an Agency assigned.

If the Client is no longer vulnerable, and does not need to participate in the VPR program, then follow the removal
process(see page 61).

If the Client is still vulnerable there are two options:
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1. Thereis an Agency responsible for this Client.
Contact the responsible Agency and ask them to add the Client into the VPR. The system should recognise
that the Client already exists and prompt the Agency to add an 'exisiting' Client(see page 28).

2. Thereis no responsible Agency.
The Emergency Management contact at your regional DHS office should be able to provide advise.

4. What does the counter "Clients Requiring Attention" represent?

1255 ) Vulnerable Persons | 1 | To Revalidate | 131 ' Unverified ([ 20 ) Suspende 48  Clients Requiring Attention

The "Clients Requiring Attention" is a count of clients with a "revalidate" or "unverified" status who also have an
associated primary agency.

This is why its value is often different to the combined totals of 'To Revalidate' and 'Unverified' counts.

5.1have a Client with no Agency, what do | do?

It is possible, and valid, in the VPR system, for an Agency to remove themselves from a Client if they no longer
provide services for that Client.

When an Agency removes a Client, they are presented with two options:
1. The Clientis still vulnerable but is no longer receiving services from your Agency.
Here the link between the Client and the Agency is removed, but the Client remains active in the VPR
because they are still considered vulnerable.
2. This Clientis no longer vulnerable. When this option is selected, the Clientis remove from the VPR system
altogether.

When the first option is selected the Client remains visible in the VPR system but they are not linked to an Agency.

As the VPR Coordinator, when you see that a Client has no Agency, DHHS suggests undertaking the the following:

1. Contact the last known Agency to confirm the Client's address and whether they are to remain on the
Register (ie the Client is still vulnerable). To find the last known agency, look at the Activity Log on the Client
page, you should be able to see the last Agency attached to the Client.

a) If the Client is no longer vulnerable, and should no longer be listed in the VPR, as the VPR Coordinator, you
have to ability to remove the Client record.
b) If the Client is still vulnerable, seek the details of the client's current service provider (ie Agency) if known.

2. If known (from step 1) contact the clients current Agency and ask them to add them as their Client in the
VPR.

3. Ifthe current Agency is not know, where possible, contact the Client listed on the Register directly to confirm
their information and circumstances.

4. If the Client can not be contacted, attempt to contact the Client's emergency contacts to establish if the
individual still resides at the listed address and is still vulnerable.
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5. After exhausting all local options, and you can not match the client to an Agency, you can contact DHHS and
request that the Client be referred to the Red Cross Emergency Services.

6. How do we consolidate agencies?

Overtime, as different people come and go from an organisation, you might find that the same agency has been
added into the VPR more than once and their clients are spread across these agency account and they wish to
consolidate them. To do this:

1. Select one agency as the 'main’ one you which to keep and move all clients to.
2. An agency user of the 'main’ agency, should login and add all the clients you want to move across from the
agency you want to close.

When they go through the process of adding the client, if they use the matching name and date for birth of
an existing client, the VPR will pick up that the vulnerable person is already in the system and ask the agency
if they want to add the existing client, or create a new one. This will set up 'main’ agency as the secondary
agency for these clients.

This process is outlined in the online documentation that you can forward to the agency as well - https://
datalink.atlassian.net/wiki/spaces/KB/pages/105235312/For+Agency+Users#ForAgencyUsers-
ExistingClientCheck(see page 28)

3. Login as the agency user for the agency to be closed. For each client go through the removal process, this
will include an option to transfer the client to the secondary agency - in this case it will be the 'main' agency
due to the steps followed in point 2 above.

The process removing a client and changing there agency can be found here - https://datalink.atlassian.net/
wiki/spaces/KB/pages/105235312/For+Agency+Users#ForAgencyUsers-
ChangingwhichagencyisthePrimaryAgencyremovePrimaryAgency(see page 45)

4. Once all the clients are moved, as the adminstoring LGA coordinator for agency to be closed can now
deactivate/remove the unwanted agency. Before doing so, they may want to ensure that those agency users,
aligned to the closing agency, who need continued access, are set up with a user account for the main
agency.

Back to top

Frequently Asked Questions - 86



www.datalink.com.au Knowledge Base - Vulnerable Persons Register

Agency Users

1. My client has an RMB address, and it cannot be verified in Vicmap. What do | do?
An RMB ("Regional Mail Box") address is an older style of address used in rural areas.

These addresses were phased out over 10 years ago, and are no longer valid addresses in Victoria. Each RMB
address was replaced with a standard address format with a street number and street name, where the street
number was the number of metres from the start of the road. For example, 1600 Country Road would be 1.6 kms
from the start of Country Road.

As RMB addresses are no longer official property addresses, you will need to get the property's official address. You
can do this in a number of ways:

1. By contacting your client - they should know of the new address.
2. By contacting your VPR Coordinator, who can consult with the council GIS Officer to identify the address.
3. By visiting Land Victoria's Online Map?, and browsing the street to identify the address.

Once you have the valid address, you can enter that into the VPR.

Back to top

2.1 cannot find my client's address in the VPR

The VPR system uses the authoritative government address database known as Vicmap. This is important because
all the emergency services agencies also use Vicmap for their work.

If you cannot find your client's address in Vicmap, it's possible that you have the wrong address. It's also possible
that Vicmap does not contain the address.

Either way, follow these steps to resolve the issue:

1. Double-check the address. If you know the house exists from visiting the home, you can visit Land Victoria's
Online Map* and browse the street to identify the address using the interactive map. Any address that
appears within Land Victoria's map also appears within VPR.

2. Contact your VPR Coordinator. Your VPR Coordinator works for your local council, who is responsible for
managing the local addresses for the area. If you think the address is valid but not listed in Vicmap, as your
VPR Coordinator to speak with their GIS Officer to investigate the address. Councils typically update Vicmap
with new addresses weekly, so if an address is missing from Vicmap then this approach allows the address to
be added to Vicmap, which also ensures all emergency services agencies are able to locate the property in
times of need.

Back to top

3. Our Agency Coordinator has left - how can | get access to our account?

Agency accounts are accessed via individual user accounts, so if a user leaves the organisation without handing
over their access credentials, you may find your agency is locked out of the VPR.

To obtain access, contact one of the following people for assistance:

1. The VPR Coordinator at your local council (preferred contact),

3 http://services.land.vic.gov.au/maps/interactive.jsp
4 http://services.land.vic.gov.au/maps/interactive.jsp
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2. The Emergency Management contact at your regional DHS office

Only the VPR Coordinator can grant access to locked-out agency accounts. The regional Emergency management
contact can look up your VPR Coordinator for you.

You can also enter your email address into this form (https://vpr.crisisworks.com/vpr/support) to see if it can look
up your VPR Coordinator based on your email address.

Back to top

3. We have a client on the Vulnerable Persons Register who has been entered twice. Is it
possible to merge the records?

There is no automatic way to merge the two client records.

The best approach is to select the client that is the most accurate (lets call this the primary record) and copy across
any information that is needed into this record from the secondary record.

Place a comment against the primary record including the id of the secondary record. For example "Merging
information from duplicate client id 12345".

Once this is done, then remove the secondary client record using the process outlined in the VPR documentation in
the section headed "To remove a client when the client is no longer vulnerable(see page 42)".

During the removal process make sure to add a comment making reference to the primary client record for future
reference. For example "Removing duplicate client. This client is a duplicate of client id 54321.".

Police
1. How do | access the VPR?

Police users are managed by VicPol, so please contact your MERC or REMI for access.

Back to top
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