
Part 7: Activity specifications 7.1

7.1 Activity specification companion

This section provides an overview of Disability Services outputs, eligibility information,
monitoring and review processes, key documents, cultural and linguistic diversity
strategy and funding guidelines that are relevant to funded activities. 

Note: This section is to be used in conjunction with individual activity specifications
that provide information specific to each activity.

7.1.1 Outputs

The Department of Human Services funds at the activity level. Within the Disability
Services Division, activities are grouped under the following five outputs.

Information, Assessment and Planning

Information and assessment of eligibility, referrals and provision of advice regarding
availability of support and service options. This includes services to people who require
assistance with the planning, coordination of services and accessing necessary
resources to maximise their independence and participation. Quality assurance and
improvement activities are provided to all aspects of service delivery.

• 17028 Case Management

• 17033 Information Services

• 17044 Intake and Response

• 17080 Sector Development and Innovation

• 17064 Training and Development

Primary Support

A range of programs and services aimed at maintaining and increasing the functional
independence of people and supporting primary care giving relationships by providing
supports for families and carers.  This includes support with intervention services for
people with highly complex and challenging behaviours.

• 17025 Aids and Equipment

• 17026 Behaviour Intervention Services

• 17006 Criminal Justice Services

• 17023 Independent Living Training

• 17010 Respite

• 17042Therapy
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Community Participation and Inclusion

Services aimed at addressing individual needs and promoting community building to
further independence, community participation and inclusion.  Provision of support to
facilitate transition from the school system to the community is also included in this
output.

• 17024 Advocacy Services

• 17061 Building Inclusive Communities

• 17082 Community Options

• 17022 Day Programs

• 17201 Futures forYoung Adults

• 17035 Recreation

Individual Support

Individually tailored packages of support enabling people living with a disability, and
families and carers of people living with a disability, to access support based on
choice.

• 17034 Flexible Support Packages

• 17200 HomeFirst

• 17081 Individualised Support Packages

• 17008 Outreach Support

Residential Accommodation Support

Accommodation support services provided to groups of people in community-based
settings and residential institutions.

• 17017 Congregate Care

• 17016 Shared Sup-ported Accommodation

7.1.2 Eligibility

Eligible people under the Intellectually Disabled Persons’ Services Act 1986, the
Disability Services Act 1991 or the Disability Act 2006 when it comes into operation.  
It is expected that all sections of the Disability Act 2006 will come into operation on 
1 July 2007 unless proclaimed earlier.  The Disability Act will repeal the Intellectually
Disabled Persons’ Act and the Disability Services Act.

Eligibility and priority of access to services varies between activities, as detailed in
individual activity specifications.

7.2 Disability Services Policy and Funding Plan 2006–09
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7.1.3 Cultural and linguistic diversity (CALD) strategy

The targeting and development of services and programs should include and respond
to the cultural, religious and linguistic backgrounds of people living with a disability,
their families and carers.  To develop, plan and provide services that are culturally
appropriate involves:

• using cultural diversity demographic data of local catchment areas to inform service
planning

• providing information and promoting services in relevant community languages,
formats and media so it is accessible to people from culturally diverse backgrounds

• strengthening partnerships with CALD organisations/service providers, communities
and networks to inform service planning and provision

• providing access to professional interpreters (including Auslan) and translated
information 

• encouraging the participation of people from culturally diverse backgrounds in service
and organisational planning/reviews, consultation forums and governance structures

• using a community development model in which staff are encouraged to work with
local CALD families/groups to obtain referrals, inform service plans and resource
specific services

• strengthening and supporting the cultural competencies of staff.

Service providers are required to report on how they plan and provide culturally
appropriate supports through annual quality plans (see Part 6.8 for more information).
The Cultural and linguistic diversity strategy provides further guidance and examples of
good practice.  The strategy and accompanying resources are available on the
Disability Services website at:
http://hnb.dhs.vic.gov.au/ds/disabilitysite.nsf/sectiontwo/cultural_diversity?open

7.1.4 Monitoring and review

Monitoring and review processes apply to activities funded by Disability Services
Division. The department and the funded sector are required to participate in the
monitoring and review processes that are relevant to their funded activities. Table 7.1
lists the monitoring and review requirements and identifies which activities they relate
to. Please note this listing is not exhaustive.

Monitoring and review requirements are correct at time of publication, and may be
updated from time to time to ensure relevance to program direction or practice.

Refer to Part 6, Supplementary information, for specific information in relation to the
abovementioned accountabilities and reporting requirements.

http://hnb.dhs.vic.gov.au/ds/disabilitysite.nsf/sectiontwo/cultural_diversity?open


Table 7.1 Disability Services Monitoring and review requirements

7.4 Disability Services Policy and Funding Plan 2006–09

Monitoring and review requirements
applicable to Disability Services activities

DF = department and funded sector

D = department

F = funded sector
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Annual certification of fire risk management may be 
required – refer to key documents section and F F F F F F F F F F F F F
consult with your program and service advisor (PASA)

Comply with all laws relating to privacy, collection 
and handling of personal information, fire protection, DF F D DF DF F DF DF F DF DF F F DF DF DF F DF DF DF DF DF DF
health and general safety

Develop and submit an annual plan DF F

Familiarise and be compliant with the key documents 
for adherence specified for each activity DF F D DF DF F DF DF F DF DF F F DF DF DF F DF DF DF DF DF DF

Notify Department of Human Services regional office 
of any person using more than 62 days of respite F
during one financial year

Notify Department of Human Services regional office
of placement participants and any changes to F F F

placements

Participate in quarterly and annual funding 
reconciliation F DF DF

Prepare a Learning and Development Plan and review 
it annually with regional disability contacts F F F F F F F F F F F F F F F F F F F F F

Register service details in the Service Directory on 
the Disability Online website F F D F F F F F F F F F F F F F F F F F F F F

Submit a biannual and/or annual report F DF F

Submit all specified Community Building Project
Achievement Reporting System (CBPARS) data F

Submit all specified Program of Aids for Disabled 
People Administration (PADMIN) and other Aids and F
Equipment Program (A&EP) data

Submit Employment Safety Screening Compliance 
Policy annual declaration of compliance to your
Program and Service Advisor (PASA) by 31 July in the F F F F F F F F F F F F F F F F F F F F F F

following financial year

Submit data required as per the Quarterly Data 
Collection (QDC) data guide regardless of reporting DF F D DF DF DF DF F DF DF F F DF DF DF F DF DF DF DF DF DF
mechanism (CRISSP, QDC tool or other)

Supply data specified in the Financial Accountability 
Requirements F F F F F F F F F F F F F F F F F F F F F F

Undertake an annual organisational self-assessment
against the Victorian Standards for Disability Services 
to develop, implement and self-verify a quality plan at DF D DF DF F DF DF DF DF DF F DF DF DF DF DF DF
outlet level, including at least two new quality 
improvement activities

Monitoring and review requirements
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Disability Services Division has identified key documents for each activity and these
are for use by the department and community service organisations.  Please note this
listing is not exhaustive.

Key documents are correct at time of publication and may be updated from time to
time to ensure relevance to program direction or practice.

Should an organisation wish to incorporate all or any part of the department’s
policies, guidelines and practice instructions into their own policies and procedures, it
is necessary to apply to the department for a copyright licence.

Key documents and copyright application forms are available on the Internet through
www.dhs.vic.gov.au/disability

7.1.5 Key documents

http://www.dhs.vic.gov.au/disability


Table 7.2 Disability Services Key documents

7.6 Disability Services Policy and Funding Plan 2006–09

Key documents applicable to Disability
Services activities

DF = department and funded sector for adherence

D = department for adherence, funded sector for
information

F = funded sector for adherence, department for
information

i = for information only
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A quality framework for disability services, 1999 DF F D DF DF F DF DF F DF DF F F DF DF DF F DF DF DF DF DF DF

Access to ongoing Disability Services’ support
working guidelines, April 2006 DF D DF

Access to the Disability Services programs 
guidelines, July 2002 D D DF

Accommodation fees – scale of fees for
accommodation services D D D

Accommodation services emergency manual,
April 1993, revised September 2005 D D D D D

Accommodation services practice instruction 
manual Vol. 1, August 1993, revised July 2003 D D D D D

Accommodation services practice instruction 
manual Vol. 2, August 1993, revised April 2005 D D - D D D

Accommodation services practice instruction 
manual Vol. 3, August 1993, revised May 2005 D D D D D

Accommodation standards and design guidelines 
for the provision of shared supported D D
accommodation (general)

Acquired brain injury and mental illness protocol 
between mental health and other services DF D D D D D

Adult Training and Support Services policies and 
mandatory procedures manual, 2000 DF DF DF

Agency training plan resource kit www.distss.org.au F F F F F F F F F F F F F F F F F F F F F

Aids and equipment program guidelines, July 2002 F

Australian Standard AS 1428.1 – 2001 Design for
access and mobility Part 1: General requirements F
for access – new building work

Behaviour Intervention Support Teams (BIST) 
practice manual D

Capital development guidelines series 7 – fire risk
management (Capital Management Branch,
September 2001) and/or relevant authorities fire i DF i DF i i i i i i i DF DF

safety standard as amended

Children, Youth and Families Act 2005 DF D DF

Client Expenditure Recording System (CERS) policy 
manual D D D

Community service organisations insurance manual F F F F F F F F F F F F F F F F F F F F F F

Community Services Act 1970 i

Community Visitors guidelines, 1999 DF DF DF DF

Compensable clients guidelines, 2000 F i i D i i i i i i i i i

Continence Clinics Program guidelines and 
performance indicators, 2000 i

Key documents

http://www.distss.org.au
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Key documents applicable to Disability
Services activities

DF = department and funded sector for adherence

D = department for adherence, funded sector for
information

F = funded sector for adherence, department for
information

i = for information only
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Continence Support Services guidelines,
December 2002 F DF

Crimes (Mental Impairment and Unfitness to be 
Tried) Act 1997 – interim guidelines, 1999 D D D D

Criminal justice practice manual, July 1998 D D D D

Department of Human Services Incident Reporting 
System, September 2005 DF F D DF DF F DF DF F DF DF F F DF DF DF F DF DF DF DF DF DF

Department of Human Services Information Privacy 
Policy, 2002 DF F D DF DF F DF DF F DF DF F F DF DF DF F DF DF DF DF DF DF

Department of Human Services Responding to 
allegations of physical or sexual assault, DF D DF D DF DF DF DF DF DF DF DF DF DF DF
September 2005 

Disability Accommodation Services client related 
manual handling risk assessment tool D D i i D D i i D i D D D

Disability Client Services manual, June 2000 D D D

Disability Services Self Assessment System DF i D i i i DF DF F DF DF i i DF DF DF F DF DF DF DF DF DF

Disability Services – Aged Care Assessment
Services Protocol: Younger People with a Disability, D D D D
June 2005

Disability Services Act 1991, or successor legislation DF F D DF DF F DF DF F DF DF F F DF DF DF F DF DF DF DF DF DF

Disability Services and Community Visitors Program 
Protocol, October 2001 DF DF DF DF

Disability Services cultural and linguistic diversity
strategy, December 2004 D i D D D i D D i D D i i D D D i i D D D D D

Disability Services direct care staff handbook,
January 2002 D D D D D

Disability Services employment safety screening 
compliance policy F F F F F F F F F F F F F F F F F F F F F F

Disability Services occupational violence risk
assessment and management tool D D i D D i D D i i i D i i i i i D D D

Disability Services policy and funding plan 2006–09 DF F D DF DF F DF DF F DF DF F F DF DF DF F DF DF DF DF DF DF

Disability Services shared supported 
accommodation – disability leasing model guiding F F
principles and operating framework

Duty of care, January 2000 DF F D DF DF F DF DF F DF DF F F DF DF DF F DF DF DF DF DF DF

Emergency crisis accommodation, admission and 
review guidelines, Statewide, April 2004 D D D

Employment safety screening policy, 2006 D D D D D D D D D D D D D D D D D

Enforcement Review Program, Guidelines for the,
October 2003 D

Entry, exit and relocation policy and guidelines,
January 2005 D D

Key documents
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Key documents applicable to Disability
Services activities

DF = department and funded sector for adherence

D = department for adherence, funded sector for
information

F = funded sector for adherence, department for
information

i = for information only
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Key documents

Family Intervention Support Services (FISS) 
guidelines D D

Financial hardship guidelines D D D

Fire and emergency response procedures and 
training framework, December 2001 i DF DF i i DF DF

Fire awareness in housing options arising from 
individualised support arrangements i i i i i

Fire indicator panel during an evacuation drill, The 
use of a DF D D

Fire risk – clients and fire risk behaviour – checklist
for accommodation services, 1997 D D D D

Fire risk – clients and fire risk behaviour – policy 
statement and procedures for client services, 1997 D D D D D

Fire risk management tool for short term 
accommodation D D

Fire safety checklist – weekly checklist for fire 
safety equipment in a residential unit DF

Fire safety evacuation packs, December 1998,
revised May 2003 i DF DF i DF DF

Flexible support package (assistance with 
community living guidelines) F

Flexible support package (family options policies 
and procedures, October 1997) F

Flexible support package (incorporating Making a 
Difference, Early Choices, Continuity of Care and F
Family Choice), September 2003

Futures for Young Adults existing participants 
(years 1–8) guidelines, 2005 DF DF DF

Futures for Young Adults guidelines, new directions,
March 2005 DF DF DF

Guide to maintenance and repairs – Singleton 
Equity Housing Limited properties DF

Guidelines for chronic illness case management F

Guidelines for regional disability support initiatives D D

Health care policy, June 2000 i i i i i i F i i F F F F

Health Records Act 2001 DF DF

Health, safety and wellbeing policy D i D D D D D i D D i i D D D i D D D D D D

HIV positive guidelines for Disability Services,
August 2000 DF D DF DF DF DF DF DF DF DF DF DF DF

HomeFirst guidelines 2001, July 2003, Revised 
December 2003 DF

HomeFirst guidelines business rules, 2002 DF
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Key documents applicable to Disability
Services activities

DF = department and funded sector for adherence

D = department for adherence, funded sector for
information

F = funded sector for adherence, department for
information

i = for information only

C
as

e
M

an
ag

em
en

t

In
fo

rm
at

io
n

Se
rv

ic
es

In
ta

ke
an

d
Re

sp
on

se

Se
ct

or
D

ev
el

op
m

en
ta

nd
In

no
va

tio
n

Tr
ai

ni
ng

an
d

D
ev

el
op

m
en

t

Ai
ds

an
d

Eq
ui

pm
en

t

Be
ha

vi
ou

rI
nt

er
ve

nt
io

n
Se

rv
ic

es

C
rim

in
al

Ju
st

ic
e

Se
rv

ic
es

In
de

pe
nd

en
tL

iv
in

g
Tr

ai
ni

ng

Re
sp

ite

Th
er

ap
y

Ad
vo

ca
cy

Se
rv

ic
es

Bu
ild

in
g

In
cl

us
iv

e
C

om
m

un
iti

es

C
om

m
un

ity
O

pt
io

ns

D
ay

Pr
og

ra
m

s

Fu
tu

re
s

fo
rY

ou
ng

Ad
ul

ts

Re
cr

ea
tio

n

Fl
ex

ib
le

Su
pp

or
tP

ac
ka

ge
s

H
om

eF
irs

t

In
di

vi
du

al
is

ed
Su

pp
or

tP
ac

ka
ge

s

O
ut

re
ac

h
Su

pp
or

t

C
on

gr
eg

at
e

C
ar

e

Sh
ar

ed
Su

pp
or

te
d

Ac
co

m
m

od
at

io
n

Key documents

House maintenance guide, 2006 DF DF

Human Services (Complex Needs) Act 2003 
(MACN services only) DF

Improving work performance policy D D D D

Increased access to respite care for older carers – 
Australian Government and Victorian Bilateral D
Agreement

Individual Program Plan guidelines and examples,
May 1991 DF DF DF DF DF DF DF DF

Individual support worker departmental instruction,
December 1996 D D D D

Information Privacy Act 2000 DF F D DF DF F DF DF F DF DF F F DF DF DF F DF DF DF DF DF DF

Intellectually Disabled Persons’ Services Act 1986,
or successor legislation DF F D DF DF F DF DF F DF DF F F DF DF DF F DF DF DF DF DF DF

Lead tenant service response guidelines,
December 1996 (Draft) DF

Locked doors and windows policy, November 1999 D D D

Managing discipline interim policy D D D D

Medical treatment policy for H&CS clients D D D D D D i D i D D D

Menstrual management policy, 1997 D D D D D D

MetroAccess guidelines, April 2004 F

Moving interstate – portability of funding, July 2000 i

Neuropsychological assessments, use of and 
purchasing guidelines, May 2002 D D DF

Occupational Health and Safety (Asbestos) 
Regulations 2003 DF DF

Occupational Health and Safety Act 2004 DF F D DF DF F DF DF F DF DF F F DF DF DF F DF DF DF DF DF DF

Personal relationships, sexuality and sexual health 
policy and guidelines, 2006 D D D D i D D i i D i D D D

Protocol between Disability Services and Juvenile 
Justice, June 2005 D D D

Protocol between Disability Services and 
Psychiatric Services, June 1994 D D D

Protocol between IDS and Protective Services,
August 1993 D D

Protocol between Disability Services and 
Intellectual Disability Review Panel, November 2000 D D

Protocol between the Office of Correctional 
Services Commissioner, Department of Justice and 
Disability Services Division, Department of Human D D D

Services
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Key documents applicable to Disability
Services activities

DF = department and funded sector for adherence

D = department for adherence, funded sector for
information

F = funded sector for adherence, department for
information

i = for information only
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Key documents

Protocol with Police, March 2001 D D

Public Records Office Victoria: general disposal 
schedule for common administrative records F
Class No. 4.2.1

Quarterly Data Collection (QDC) data guide,
October 2002, revised 2004 F F i F F F F F F F F F F F F F F F F F F F

Quarterly Data Collection (QDC) privacy guidelines,
2002, revised 2004 Checklist for consent i i i i i i i i i i i i i i i i i i i i i i

Quarterly Data Collection (QDC) privacy guidelines,
2002, revised 2004 Client Information Brochure i i i i i i i i i i i i i i i i i i i i i i

Quarterly Data Collection (QDC) privacy guidelines,
2002, revised 2006 Service Provider Guidelines i i i i i i i i i i i i i i i i i i i i i i

Resolving claims of unacceptable behaviour policy 
and procedures D D D D

Respite services policies and procedures 
guidelines (fees) D

Restraint and seclusion – joint practice instruction
December 2001 i i F DF DF DF DF DF DF F DF DF DF

Restraint and seclusion policy, January 2001,
amended September 2002 i i F DF DF DF DF DF DF F DF DF DF

Roster coster, June 2002 i i

Rural Access guidelines and information kit, 2001 (Draft) F

Service agreement information kit for funded 
organisations 2006–09 F F i F F F F F F F F F F F F F F F F F F F F

Shared Family Care Program description and 
guidelines, 2004 D

Statewide Forensic Service policy and guidelines,
1997 D D D

Support and Choice guidelines DF

Sure protection against infection, March 1998,
revised June 2000 D D D D D i D i i D D D D

Training centres admissions policy, 1997,
under review D D

Tube feeding:  a guide for direct support workers D D

Undertaking client related manual handling tasks 
with safety policy D D D

Vacancy coordination policy and practice guidelines 
for Shared Supported Accommodation, March 2006 D D F DF

Victorian Standards for Disability Services, August 1997 DF F D DF DF F DF DF F DF DF F F DF DF DF F DF DF DF DF DF DF

Victorian State Disability Plan 2002–2012 DF F D DF DF F DF DF F DF DF F F DF DF DF F DF DF DF DF DF DF

W3C Web Accessibility Initiative (WAI) web content
guidelines at: www.w3c.org/WAI/GL/ F

Working with Children Act 2005 DF D DF DF DF DF DF DF DF DF D

http://www.w3c.org/WAI/GL
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Disability Services activities are typically unit funded or block funded. Increasingly,
funding reflects an individualised funding approach.

• Unit pricing includes components for salaries, allowances, WorkCover and
superannuation.  The unit prices also include provision for long service leave,
recreation and staff sick leave, roster backfill, public holidays, annual leave loading,
employment safety screening, operating and other administrative overhead costs.

Funds for training are incorporated at 1.5 per cent of the salary component.  

Over time, the rates have been adjusted to reflect variations in awards and safety net
adjustments.  Since 2003–04, unit prices have been adjusted in accordance with an
annual price index.

Refer to current unit prices as per Part 5 of this plan or in the most recent Annual
Update.

• Block funding is where a broad range of services are provided within an activity,
making it inappropriate to fund on the basis of a standard unit, or for historical
reasons, which applies to some services.

• Project funding may be negotiated and agreed with organisations as per a project
proposal and may be based on once-off, fixed price, time limited, milestone based or
on an hourly rate basis.

• Individualised packages are allocated based on each client’s person-directed plan
and assessed need for support.  The funding amount is attached to the client and is
portable.

7.1.6 Funding guidelines



Activity specifications for each Disability Services funded activity have the following
standard components:

• Objective

• Description

• Target group

• Service delivery

• Performance measures

• Funding guidelines

• Legislative impact

Activity specifications are arranged by output group, as shown in the table below, and
are to be read in conjunction with the Activity specification companion (Part 7.1).

Output and Component Name Activity Code and Name

Information, Assessment and Planning 17028 Case Management
17033 Information Services
17044 Intake and Response
17080 Sector Development and Innovation
17064 Training and Development

Primary Support 17025 Aids and Equipment
17026 Behaviour Intervention Services
17006 Criminal Justice Services
17023 Independent Living Training
17010 Respite
17042 Therapy

Community Participation and Inclusion 17024 Advocacy Services
17061 Building Inclusive Communities
17082 Community Options
17022 Day Programs
17201 Futures for Young Adults
17035 Recreation

Individual Support 17034 Flexible Support Packages
17200 HomeFirst
17081 Individualised Support Packages
17008 Outreach Support

Residential Accommodation Support 17017 Congregate Care
17016 Shared Supported Accommodation

7.2 Activity specifications
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Activity Code: 17042
Output: Primary Support
Output Group: Disability Services

Objective

Therapy provides access to support aimed at developing and maintaining the skills
and functional independence of people living with a disability. 

Description

Therapy services include a range of services supporting people living with a disability
that may be directly delivered by the department or provided by community service
organisations or private practitioners.

Disability therapy supports: 

• respond to barriers relating to mobility, social interaction or occupation that may
prevent community inclusion of people living with a disability

• assist people living with a disability to maintain skills and/or enhance their quality of
life in their existing environment

• increase the availability of local supports for people living with a disability

• assist carers to continue to care and support people living with a disability.

Disability therapy supports should be regarded as a bundle of supports, without
distinction between specific disciplines. Identifiable professions included in the
provision of therapy supports are occupational therapists, physiotherapists, speech
pathologists and therapy aides.

Therapy assessment, consultation and support are provided to people living with a
disability, their families and carers, and service providers.  Supports may include
group programs, and assistance to service providers and regions to improve the
services delivered to people living with a disability.  Individual and group supports
include outcome-oriented program plans, determined through ongoing consultation
with key stakeholders, and assessment outcomes. 

Target group

• Eligible people under the Intellectually Disabled Persons’ Services Act 1986, the
Disability Services Act 1991 or successor legislation.

• Priority is given to people who are assessed as having complex needs.

Service delivery

• Community service organisations.

• Department of Human Services.

Therapy



Performance measures

Performance measure 1

Number of clients

Definition: Number of individuals within the target group who received
supports funded through Therapy during the reporting period –
an individual is counted once, regardless of the number of
supports received during the reporting period

Rationale: To track service provision and provide a quantitative measure
against budget

Data source: CRIS/CRISSP/QDC

Reporting cycle: Quarterly

Target: Set by region

Instructions: Submit data required as per the Quarterly Data Collection (QDC)
Data Guide regardless of reporting mechanism (e.g. CRISSP,
QDC Tool or other)

Funding guidelines

• Unit pricing.

Legislative impact

In May 2006, the Victorian Government enacted the Disability Act 2006. Sections 1
and 2, dealing with the purpose and commencement of the Act, have come into
operation. The remaining sections of the Disability Act will come into operation on 1
July 2007 unless proclaimed earlier. When the Act comes into operation, it will repeal
the Intellectually Disabled Persons’ Services Act 1986 and the Disability Services Act
1991. The commencement of the Disability Act and the repeal of the current
legislation may result in changes to this activity.

Further information

This activity specification is to be used in conjunction with the Activity specification
companion (Part 7.1), which provides important information, including key documents
and monitoring and review requirements, for this activity.
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