Family Safety Portal User Guide
How to make a risk assessment and a referral

1. Without a Family Safety Portal account (as a guest)
2. With a Family Safety Portal account (as a registered user)

1. Without a Family Safety Portal Account (guest user)

The guest user function is designed for infrequent or one-off users of the Portal. Guests will have
limited functionality but enough to enable them to submit a referral and receive email updates of
outcomes.

If you regularly make referrals as part of your work role, it is recommended that you register for an
account in the Portal so you can access your draft risk assessments and track submitted referrals.

Access the Portal at https://familysafetyportal.sa.gov.au

Select the option on the screen to Make a Referral as a Guest.

Family Safety Portal

Home | | New Roomal | [ FrQ | Usoiu Links

2] 4G ®

Log In or Register for an Make a Referral as a Guest Need advice or other
Account Vou can suberit a rofomal without croating an account, information?

Make a raferral, access past rafernals or ralls, Check aut our FAQ section.
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The Domestic Violence Risk Assessment Form will launch.

Family Safety Portal

[ | [ ownoora ] [ | ['vota s |

Domestic Violence Risk Assessment

S Compelinga Fisk it and Fifaral must
11 you bebare trat s
Vit Detas Polico 131444 of 000
EE T ‘Your Details
Personlity Characters
"’ = Agency Narre
Sitsfond Faclors
Section B-Vichm
First Nama* Last Narma*
Vinerabily Facicrs
Section G- Chidien
Emai Contim Emai *
Secton D - nfimate Pariners
Viim Ascessement
Assessment Summary fioke Tt
Mobis Phono Phono

Your Manager Details

First Narme Last Narme

Emai Phone

Users without mouse access can use the Tab key on your keyboard to move through the form and then
Enter key to make your selection.

Complete the form and be sure to complete all mandatory fields indicated by the red asterisk *

The screen will prompt if any fields need your attention, look for the red text markings.

Family Safety Portal

‘ Home ‘ New Referral ‘ ‘ FAQ ‘ ‘ Useful Links ‘

Domestic Violence Risk Assessment

Your Details Section A - Offender
Victim Details
Behaviour
Section A - Offender
Has threatened to assault/harm the victim (2 risk score)

Personality Characteristics

Situational Factors Within the past 14 days?
Section B - Victim
Has threatened to use a weapon (including firearm) against the victim (2 risk scors)
Vulnerability Factors

Section C - Children

Section D - Intimate Partners Has threatened to kill the victim (5 risk scors)

Victim Assessment

Navigate through the form using the blue Next Button. You can go back to a previous screen using the
grey Back button or use the navigation menu on the left side of the screen.
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Family Safety Portal

[ Home | | New Reteral | | FAQ | Useul Links

Domestic Violence Risk Assessment

Your Details Section A - Offender
\L > e
N Personality Characteristics
Section A - Offender
Is highly controlling/manipulative (3 risk score) No Unknown ‘
Personality Characteristics
Situational Factors Within the past 14 days? m
Section B - Victim 5
Attitude and/or cultural beliefs support violence towards women/children/elderly (3 nsk E N Jnknown ‘
Vulnerability Factors
score)
Section C - Children
Within the past 14 days? N ‘
Section D - Intimate Partners
Victim Assessment Has demonstrated a sudden change in personality or behaviour (2 risk score) No | Unknown ‘
Assessment Summary .
Within the past 14 days? N ‘

Save a Draft

You can save a draft of your form by clicking on the grey Save Draft button. An email will be sent to
you with a link to access your saved form. You will need your unique passcode to use this link. This link
is only active for 7 days.

Proceed through sections A to D of the risk assessment. If there are no children involved with the FSM
referral you can use the Skip button on the top right of the screen to skip this section.

Section C - Children Skip

Perceptions / Beliefs

Expresses/indicates through actions that they are afraid of the offender (2 risk score) | Yes No | Unknown l

The Victim Assessment section prompts you to type in mandatory information. If you have already
typed this information on another system or document, you can paste into this to minimise retyping.
Select your text and click Ctrl C to copy and Ctrl V to paste.

When you have completed your risk assessment a risk score will be calculated. Risk scores 45 or higher
can continue to referral by clicking on the blue Continue to Referral button.
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‘ Home ‘ ‘ New Referral ‘ ‘ FAQ

Domestic Violence Risk Assessment

Your Details According to our guidelines, this case has been rated as:

Victim Details
High Risk (1)
Section A - Offender

Personality Characteristics This is a guide only. Professional judgement should be used in the assessment of risk. A score of standard or medium risk may be

_ reconsidered through the application of professional judgement.
Situational Factors

Date Assessed * Agency / File No
Section B - Victim

04/05/2022
Vulnerability Factors

i ?
Section G - Children What action dlo I need to take?

+ Speak to your supervisor.
Section D - Intimate Partners « s risk IMMINENT? Refer immediately to local Family Safety Meeting by completing this form.
Victim Assessment
3 )
Offender Details
Children
Other Household Members
Referral

Other Risk Factors

Declaration

Risk Assessments scoring less than 45 have the option to use your professional judgement to continue
to referral.

If you believe that the risk score does not reflect the case’s true risk level, and that the case would
benefit from further assessment of risk, you can exercise professional judgement to refer to an FSM.

Before you submit a referral, you may wish to consult with a Manager or Supervisor if you are unsure if
the high-risk threshold of risk has been met.

You can change the Date Assessed if it was an earlier date and add your own/Agency reference number
to the referral where applicable.

Family Safety Portal

‘ Home: | | Mow Peeral | | Faq | [ st Links |

Domestic Violence Risk Assessment

According to our guideines, this case has been rated as:

Mediium Risk (33)

sext in thes sssessment of isk. A score of stendsard or medium risk mey be

Agency / Fle No

cgemant, (oes this case nead 1o be rafem

tacton do | need to take?

Assessmernt Summ

Offender Detalls « Coninus yous normal agency procassas and cliant management procadLres to milgate risk and anhance victim safaty

Continue Io Referrsl

Chidren
Other Househald Members Save Ora

Referal
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Offender Details

These fields are not mandatory fields as sometimes detailed information about the offender is not
available, however fill in as many details as possible. When you are finished, click Next.

Children

To add a child or children, click the + Add button.

Children

First Name Last Name Gender Date Of Birth
[+ pan

Add as many relevant details as you have about the child. The Age field is available for cases where the
Date of Birth may not be known, but the age of the child is. Click the Use victim address button to
populate the victim’s address if that is where the child is living. When information is completed, click
Ok.

This will return you to the Children screen, where you can add another child by clicking the + Add button
and entering details in the new window. When you have added all children, click Next.

Other Household Members

To add anyone else living (permanently or temporarily) at the house, click + Add.
Other Household Members

First Name Last Name Gender Date Of Birth

Add as many relevant details as you have about the household member. Click the Use victim address
button to populate the victim’s address. Use the Comments field to add information such as
relationships to the victim, offender, or children, how long they have been staying at the address, etc.
When you are finished entering information in this window, click Ok. When information is completed,
click Ok. This will return you to the Other Household Members screen, where you can add another
person by clicking the + Add button and entering details in the new window. When you have added all
people, click Next.

Referral

Enter details about the reasons for referral and background and risk issues involved in the referral. You
can enter up to 10,000 characters in each of these sections. Please be as detailed as you can so that
when the referral is received it is easier to assess. All questions in this section are mandatory before you
can proceed to the next section. When you have finished, click Next.
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Other Risk Factors

Lists have been created to enable workers to provide all the relevant information regarding risk. If
relevant to the referral, you have the option to select a category by clicking on the down arrow next to
it and then selecting any relevant statements. This will not alter the risk score but will help the
Chairperson of the FSM to further assess the risk.

Family Safety Portal

N

[Foms | [ ] [ | [ttt

Domestic Viclence Risk Assessment
ols Other Risk Factors
- Aboriginal and Torres Strait Islancler Wornen
Cuiturally and |inguistically Divarse (CALD) (I
Rural and Remole Locations (X
Under 25 years of age [
Disabilty [
o Foctoes Over 0 years of age ()
LGBTIQ
o o Perpetrator  EEEE)

@em

E(((((((l

The number of factors is indicated against the category, and you can close this accordion style list
using the arrow up button.

Domestic Violence Risk Assessment
Other Risk Factors

Baction A - Off iocaban

Tha victim Ives on a hameiand or Gthenwise k5o

Personaiity Characteristics 8 The victim is away from her homeland or otherwise isalated

sticks, digaing sticks, cubs, 100k or metal bars a recent Incident

ry

rator's family of ther own) and the family is suppanting / enabling the viokence or

ictim is Ivng with family member
tior

The victim Is living With the perp
b

or's family and net on her country

i I The v
jer Detais

or's imminent relesase from prison
Tharais a rolat
Thereis

her Housahold Mambars e

roling behavior and ‘ealousing

Gl an Linistclly iero (GALD) )

v
Declaion Rurel and Remote Locations ~
Under 25 years of ago v
Disability v
Over 60 years of age () v
Declaration

To finalise your referral:

e Select the SAPOL region using the drop-down options. If you are not sure, select Unknown at the
bottom of the list.

e Upload any supporting PDF files.

¢ Indicate if your Manager has approved your referral (this may be a requirement by your agency).

e To read the Information Sharing Guidelines click the link provided which opens in a new tab.
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o Acknowledge the declaration.
e C(Click on the I am not a robot box.

Note: Once the referral has been submitted it will be locked and you can no longer edit the risk
assessment or referral information.

Click the blue button Submit Referral.

| Home| ‘ New Referral ‘ ‘ FAQ ‘ ‘ Useful Links ‘

Your Details

Victim Details

Section A - Offender
Personality Characteristics
Situational Factors

Section B - Victim
Vulnerability Factors

Section C - Children

Section D - Intimate Pariners

Victim Assessment

Assessment Summary

Offender Details

Children

Other Household Members

Referral

Other Risk Factors

Domestic Violence Risk Assessment
Declaration
Please select which SAPOL region this case will be referred to, if known. *

Unknown s

Supporting Documents
Please upload any relevant documents here (max 10MB).

Choose file Browse

Manager Approval

Has your manager approved this referral? *

I Yes

No

Not Applicable

Declaration
By clicking the below box, | declare that:

* | am aware that this information will be provided to South Australian Police who will determine if the referral should proceed onto the
Family Safety Framework.

« | am aware that should this referral be accepted the information contained within this referral will be used by members of the Family
Safety Framework in accordance with the Information Sharing Guidelines to reduce the risk of harm to the person at risk or their
children.

I acknowledge the above conditions.

I'm not a robot

sors
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If you receive an email asking you to validate your email you must do this for your referral to be
submitted.

The email will read:

It appears that you have submitted a referral but not validated your email address. Please click on the link
below to validate your email:

Validate your Email
Kind regards,

Family Safety Portal Team

m Government of South Australia
® Department of Human Services

The Referral Complete screen contains information on what happens next. Click on the Download a
PDF copy link if you want an electronic copy of your referral.

Family Safety Portal

| Home | | New Referral ‘ | FAQ ‘ ‘ Useful Links. ‘

Referral Complete

Thank you for your submission.

Your referral will be submitted on validation of your email address. If you have not already validated your email address please check your inbox for this email.
Once validated, your referral will be submitted and reviewed by SAPOL.

‘You can no longer edit any information in this referral unless requested to do so by SAPOL.

You will be notified of the outcome of your referral.

Download a PDF copy of this referral for your records

State Government of South Ausiralia ST\ Government of
© Copyright DHS 2021 | Privacy Policy u @' South Australia
14440 5
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Referral Submitted

e Once the referral has been submitted you can no longer access or edit the referral, unless

specifically prompted to do so by the FSM Chairperson (SAPOL).

e You will receive an email confirming your referral has been submitted and be provided a reference

number.

e You can click on the link to download a pdf copy of your referral and will need your passcode to

access this. This link expires in 7 days.

PDF copy of your referral

It is recommended that you DO NOT PRINT a copy of this referral due to its sensitive nature. Rather,
store the electronic copy in your client file or other secure electronic file. If you are using a shared
computer, delete the downloaded PDF from your Downloads folder in your File Explorer and recycle

bin to prevent unauthorised access to your referral.

n File Explorer

cut X New item open - [ select all
=l Al Copy path

7 ] Easy access ~ Edit Select none
Pinto Quick Copy Paste Move Copy Delete Rename  New Properties

access o] Paste shortcut o folder History 7 Invert selection

Clipboard Organize New Open Select

1 3 > Quick access v | O S Search Quick access

Downloads
‘ This PC

Documents Pictures
= OneDrive - South Aust &) OneDrive - South Aust...

~

e ~ Frequent folders (8)
UICK access

I Desktop Desktop

 townions &) - OneDrive - South Aust...
ownloads

5| Documents

= Pictures o)
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Outcome of Referral

Once your referral has been assessed, you will be notified of the outcome of your referral. There are
four possible outcomes:

e Accepted
The referral has been accepted onto the FSM.

e Transfer
The referral has been transferred to a different FSM region, this may be because you selected the
wrong region, the person at risk has moved to a different location or is accessing services in a
different region.

¢ Information requested
If the Chairperson of the FSM (SAPOL) requires further information about your referral, you will
receive an email generated from the Portal with details of the information needed. This email will
contain a link to your referral where you can update the information and re-submit the referral. If
you need further clarification about the information being requested, email
DHSFamilySafetyPortal@sa.gov.au

e Not accepted
The referral has not been accepted on to the FSM at this time and a reason will be provided in the
email notification. If you need to follow up on this reason, email DHSFamilySafetyPortal@sa.gov.au When
a referral is not accepted, the person at risk should still be supported by the agency worker that has
identified the risk and (where necessary) be referred to appropriate services. Consult a supervisor or
manager regarding strategies to support the client and manage the risk you have identified.

Referral Closed

When an accepted referral has been actioned by the FSM and actions closed, you will receive an email
advising that the case is closed.

Need assistance?

Contact the Family Safety Portal Support Team on email dhsfamilysafetyportal@sa.gov.au
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2. With a Family Safety Portal Account (registered user)

Sign into the Portal as a registered user with your email address and password, enter the Multi-factor
Authentication code from your SMS or App.

Family Safety Portal

3 G @®

Licxg i o Migder e o Vi 5 Nesbursd o et [P e

Click New Referral button on the menu bar:

Family Safety Portal

o | [ || [ s | [Fesors ] [oowes | 7o | [tairns

This will launch the Domestic Violence risk assessment form.

Users without mouse access can use the Tab key on your keyboard to move through the form and the
Enter key to make your selection.

Complete the form and be sure to complete any mandatory fields indicated by the red asterisk *

The screen will prompt if any fields need your attention, look for the red text markings.

EINAENCIWA MG £

‘ Home ‘ ‘ New Referral ‘ ‘ FAQ ‘ ‘ Useful Links ‘

Domestic Violence Risk Assessment

Your Details Section A - Offender
Victim Details
Behaviour
Section A - Offender
S —— e
Personality Characteristics
Situational Factors Within the past 14 days?
Section B - Victim
s o152 wespn kg o) s e et ks
Vulnerability Factors
Please select an option.
Section C - Children
Section D - Intimate Partners Has threatened to Kill the victim (5 risk score)
Victim Assessment Please select an option.
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Navigate through the form using the blue Next Button. You can go back to a previous screen using the
grey Back button or use the navigation menu on the left side of the screen.

Family Safety Portal

‘ Home ‘ ‘ New Referral ‘ ‘ FAQ | ‘ Useful Links |

Domestic Violence Risk Assessment
Your Details Section A - Offender
Victim Details

Personality Characteristics
Section A - Offender

Is highly controlling/manipulative (3 risk score) No Unknown
Personality Characteristics

Situational Factors Within the past 14 days?

g
g,SI
EI

Section B - Victim

Attitude and/or cultural beliefs support violence towards women/children/elderly (3 risk Yes Unknown

\Vulnerability Factors )

Section C - Children

<
i
=

&

Within the past 14 days?
Section D - Intimate Partners

Vietim Assessment Has demonstrated a sudden change in personality o behaviour (2 risk score) Yes Unknown

Assessment Summary
Within the past 14 days?

=2
)

=
g

g
g

ve Nesxt

Save a Draft

You can save a draft of your form by clicking on the grey Save Draft button. An email will be sent to
you. Your draft or submitted referrals will be accessible in My Referrals.

Family Safety Portal

Family Safety Portal

Wy Referrals.
Fatorsrcn sk Lt
M. Purscn 4 Pk Puperiicr  Stom  Status Grator)  Submite Cuicrma  Fagion
IS » Dt oaveranz
FE= o i Progress TR THRD 2230022 Southem Mo
Fi 5 1871202 1910082 Cedma [(Gera |
i & vesn ]
o, T“Y’?‘ Prartariaa Yokun i
l o p—
PeRL = i Progpess PRI PINR0Z1 28021 P
remy e Deat e

Proceed through sections A to D of the risk assessment. If there are no children involved with the FSM
referral you can use the Skip button on the top right of the screen to skip this section.

Section C - Children m

Percaptions / Beliefs

Expresses/indicates through actions that they are afraid of the offender (2 risk score) I Yes No ‘ Unknown l
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The Victim Assessment section prompts you to type in mandatory information. If you have already
typed up this information somewhere else, you can paste into this field from another system or
document to minimise retyping. Select your text and hit Ctrl C to copy and Ctrl V to paste.

When you have completed your risk assessment a risk score will be calculated. Risk scores 45 or
higher can continue to referral by clicking on the blue Continue to Referral button.

Your Details

Victim Details

Section A - Offender

Personality Characteristics
Situational Factors
Section B - Victim
Vulnerability Factors
Section C - Children
Section D - Intimate Partners

Victim ment

Assessment Summary

| Home ‘ | New Referral ‘ ‘ FAQ ‘ ‘ Useful Links ‘

s ¥y
L. d s y /
Domestic Violence Risk Assessment

According to our guidelines, this case has been rated as:

High Risk (61)

This is a guide only. Professional judgement should be used in the assessment of risk. A score of standard or medium risk may be
reconsidered through the application of professional judgement.

Date Assessed * Agency / File No
04/05/2022
What action do | need to take?

= Speak to your supervisor.
* |s risk IMMINENT? Refer immediately to local Family Safety Mesting by completing this form.

m Continue to Referral

Offender Details

Children

Other Household Members

Referral

Other Risk Factors

Declaration

Risk Assessments scoring less than 45 have the option to use your professional judgement to continue
to referral.

If you believe that the risk score does not reflect the case’s true risk level, and that the case would
benefit from further assessment of risk, you can exercise professional judgement to refer to an FSM.

Before you submit a referral, you may wish to consult with a Manager or Supervisor if you are unsure
if the high-risk threshold of risk has been met.

You can change the Date Assessed if it was an earlier date and add your own/agency reference
number to the referral where applicable.
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f ]
/ ,1'
Section A - Ofende

Personaltty Characteristics i 5 & uick oriy. Professional Rdaement should b used in Ihe assessment ol fisk, A score of standard of medium sk may bs
ugh the application of professionsl udgsment

Family Safety Portal

[Fome | [ Mew et | [ 7aq | [ usetulin |

Domestic Violence Risk Assessment

Agency / File No

Oriender Details

vhal 2 ] d to ta
= Speal ¥
- Cont processes and olint managen nd enha
Chidren
Oter Household Memaers SaveDra ) Confinue fo Fefersl

Referral

If you choose not to proceed to the referral, you can click No and Save Draft of your risk assessment.
The risk assessment will remain available to you as a draft, should you get more information and
decide to proceed with the referral later.

Offender Details

These fields are not mandatory fields as sometimes detailed information about the offender is not
available, however fill in as many details as possible. When you are finished, click Next.

Children
To add a child or children, click the + Add button.
Children

First Name Last Name Gender Date Of Birth

Add as many relevant details as you have about the child. The Age field is available for cases where the
Date of Birth may not be known, but the age of the child is. Click the Use victim address button to
populate the victim’s address if that is where the child is living. When information is completed, click
Ok.

This will return you to the Children screen, where you can add another child by clicking the + Add button
and entering details in the new window. When you have added all children, click Next.
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Other Household Members

To add anyone else living (permanent or temporary) at the house, click + Add.

Other Household Members

First Name Last Name Gender Date Of Birth

Other Household Members: Add as many relevant details as you have about the household member.
Click the Use victim address button to populate the victim’s address. Use the Comments field to add
information such as relationships to the victim, offender or children, how long they have been staying
at the address, etc. When you are finished entering information in this window, click Ok. When
information is completed, click Ok. This will return you to the Other Household Members screen, where
you can add another person by clicking the + Add button and entering details in the new window. When
you have added all people, click Next.

Referral

Enter details about the reasons for referral and background and risk issues involved in the referral. You
can enter up to 10,000 characters in each of these sections. Please be as detailed as you can so that
when the referral is received it is easier to assess. All questions on this section are mandatory before
you can proceed to the next section. When you have finished, click Next.

Other Risk Factors

Lists have been created to enable workers to provide all the relevant information regarding risk. If
relevant to the referral, you have the option to select a category by clicking on the down arrow next to
it and then selecting any relevant statements. This will not alter the risk score but will help the
Chairperson of the FSM to further assess the risk.
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Family Safety Portal

[tomm| [ ] [0 | [ttt ]

Domestic Violence Risk Assessment
Other Risk Factors

Aporiginal and Torres Strait |slander Women
Cuturally and |inguistically Diverse (CALD) - ([T ~
Fural and Remote Locations ~
Under 25 years of age (I ~
Disability v
Over 60 years of age [(E0T) ~
LGBTIQ ~
Perpetrator (%) v

The number of factors is indicated against the category and you can close this accordion style list using
the arrow up button.

Domestic Violence Risk Assessment
Other Risk Factors

Aboriginal and Torres Strait Islander Wcme
Ton

Tha victim Ives on a homeland or othenwise iso

fire sticks, (Qaing sticks, chbs, 10018 or Metal bars a recant incident
The victim has baen daprived of their iberty held against
Thes vi "

Tha victim Is. being denied her cutural

has been prevented from partic

erpetrator’s family i s

Refarma ereis contraling behavior and ‘ealousing’
Culturally and Linguistically Diverse (CALD) [(ET=mg v
slarstion Rural and Remote Locations ~
Under 25 years of age [ -
Disabiity -
~

Over 60 years of age

To finalise your referral:

e Select the SAPOL region using the drop-down options. If you are not sure, select Unknown at the
bottom of the list.

e Upload any supporting PDF files.

e Indicate if your Manager has approved your referral (this may be a requirement by your agency).

e To read the Information Sharing Guidelines click the link provided which opens in a new tab.

e Acknowledge the declaration.

e Click the blue button Submit Referral.
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Family Safety Portal

Domestic Violence Risk Assessment

Reforence No: REF-010415

How will you complete this refamal? Declaration
Your Detais Pleasa salact which SAPOL region ihis case wil be refered to, if known. *
Victim Detais Adelaide Hils :

Assessment Summary
Supporting Documents
Offender Details PP 9
Please upload any relevant documents hara (ma 10ME).

Children
Choose fila Browse
Other Household Members
Reforral Manager Approval
Other Risk Factors Has your manager approved this refemal? *
-
Declaration

By cicking the below box, | declare that:

= | am aware that this information will be provided to South Australian Police who will determing if the referral should proceed onto the
Family Safiety Framework.

= | @m aware that should this refarral be accepted the infermation contained within this referal wil be usad by members of the Family
Safety Framework in accordance with the Information Sharing Guidelines to reduce the risk of harm fo the person at risk or their
children.

& | acknowledge the above conditions.

The Referral Complete screen contains information on what happens next. Click on the Download a
PDF copy link if you want an electronic copy of your referral.

t/

Family Safety Portal

.

‘ Home ‘ | New Referral ‘ ‘ My Referrals ‘ | Cases ‘ ‘ Actions ‘ | Meetings ‘ | FAQ ‘ | Useful Links k

Referral Complete

Thank you for your submission.
Your referral has been submitted and will be reviewed by SAPOL

You can no longer edit any information in this referral unless requested to do so by SAPOL.
You will be nafified of the outcome of your referral.

Download a PDF copy of this referral for your records

Referral Submitted

Once the referral has been submitted you can no longer access or edit the referral, unless specifically
prompted to do so by the FSM Chairperson (SAPOL).

You will receive an email confirming your referral has been submitted and a reference number
provided.
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You can track the progress of your referral in My Referrals. Click on the blue REF=xxxxxx number to
access the PDF file of your referral.

Family Safety Portal

Home | | Mew Ackorral ‘ |w Refomals

Family Safety Portal

My Referals
Rifororon Fisk Last
Mo Parson At Fisk Popetrator  Scom  Status Crasied  Submiid Outcome  Regon
E: Oraft 2642022
R in Progress TNR022 2202 Southor Mot
REF0 58 Mot Accested 16/1/2022 1812022 Cecna [ ore |
i & Lratt &1
F

PDF copy of your referral
From the Referral Complete screen you can download a PDF copy of your submitted referral.

It is recommended that you DO NOT PRINT a copy of this referral due to its sensitive nature. Rather,
store the electronic copy in your client file or other secure electronic file. If you are using a shared
computer, delete the downloaded PDF from your Downloads folder in your File Explorer and recycle
bin to prevent unauthorised access to your referral.

| | File Explorer — a
| N |

cut x New item open - [ select all
-J M Copy path ﬁ Easy access ~ Edit Select none
Pinto Quick Copy Paste Move Copy Delete Rename  Mew Properties
access [] Paste shorteut o ~ folder History £ Invert selection
Clipboard Organize New Open Select
1 3 > Quick access v O 2 Search Quick access

~
S ~ Frequent folders (8)
UICK access

B Desktop N Desktop Downloads
OneDrive - South Aust... This PC
| ¥ Downloads - *
ﬁ Documents
o Documents Pictures
= Picures &) L OneDrive - South Aust. & |swgm OneDrive - South Aust...
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Outcome of Referral

Once your referral has been assessed, you will be notified of the outcome of your referral. There are
four possible outcomes:

e Accepted
The referral has been accepted onto the FSM.
e Transfer

The referral has been transferred to a different FSM region, this may be because you selected the
wrong region, the person at risk has moved to a different location or is accessing services in a
different region.

¢ Information requested
If the Chairperson of the FSM (SAPOL) requires further information about your referral, you will
receive an email generated from the Portal with details of the information needed. This email will
contain a link to your referral where you can update the information and re-submit the referral. If
you need further clarification about the information being requested, email
DHSFamilySafetyPortal@sa.gov.au

e Not accepted
The referral has not been accepted on to the FSM at this time and a reason will be provided in the

email notification. If you need to follow up on this reason, email DHSFamilySafetyPortal@sa.gov.au When
a referral is not accepted, the person at risk should still be supported by the agency worker that has

identified the risk and (where necessary) be referred to appropriate services. Consult a supervisor or
manager regarding strategies to support the client and manage the risk you have identified.

Track your Referral

You can see your referrals and their status in the My Referral tab on your dashboard.

Family Safety Portal

Family Safety Portal

Referral Closed

When an accepted referral has been actioned by the FSM and actions closed, you will receive an email
advising that the case is closed.
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Cloning a referral

When a referral has not been accepted it will remain in your account under My Referrals. If you want
to create a new referral for the same person within 3 months of the initial referral, you are able to use
the clone feature. Click on the Clone button to generate a new referral which will have key
information pre-populated. The original referral will not be modified, this is a new referral. You can
edit the new referral information as necessary and complete all required details to submit the new
referral.

REF-010416 cherry bloom 88 Not Accepted 7H/2022  18/1/2022 18/1/2022  Geduna
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