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Resident Intake and Exit Processes  
1. AIMS: 

This document aims to provide a structured and consistent approach to intake of new 
residents that clearly designates the responsibilities of all stakeholders. 
 
It is expected that turnover of residents will be very low. It is important that residents are 
compatible. It is also important that their parents/family members are compatible for the 
SILC family governed home model to work smoothly.  
 
The desired outcomes of this process include: 
● Maximising viability and sustainability of the support model and ensuring appropriate 

matching of residents and environments to maximise resident positive outcomes and 
minimise risk. 

● Ensuring there is a planned and structured transition process for new residents. 
● Ensuring there is a planned and structured transition process for outgoing residents.  
● Ensuring that responsibilities and roles as well as required tasks and time-frames are 

clearly identified and designated to ensure a timely response and minimise excessive 
delay in transition. 

 
2. CHECKLIST   

● Resident is an existing NDIS participant. 
● Confidence and evidence that resident grouping is viable and sustainable. 
● The service model and physical environment is suitable for the resident.  
● Resident representatives sign Resident’s Charter on behalf of their family member and 

commit to participate actively to the support of their family member. 
● Resident representatives apply and pay fees for corporate membership of SILC. 
● Staff are in place to support the new and existing residents. 
● A planned and structured transition process is developed in response to the needs of the 

individual resident in conjunction with staff. 
● Parties agree that the transition will be completed in a timely and responsive fashion. 

 
As SIL service provider, SILC will brief the resident representatives on the SILC 

philosophy and agree on the level of commitment expected of resident representatives 

including: 

● Visiting the house. 
● Potentially having their family member come home on a regular planned basis. 
● Providing furniture and personal items for their family member. 
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● Potentially paying a portion of their family member’s disability support pension (DSP) 
to the House Operator as rent assistance and for personal items. 

● Potentially providing pocket money for their family member. 
● Sign a confidentiality agreement with regard to personal information of other residents 

and their families as part of the SILC membership application process. 
● Assisting with gardening and household maintenance. 
● Participating actively as a member of SILC. 
● Being responsible for any minor modifications and repairs for damage caused by their 

family member. 
 

3. ELIGIBILITY CRITERIA AND SELECTION PROCESS 
Candidates: 

● 18 years or older (unless approved by the NDIS for shared living arrangements for 
children under 18 in exceptional circumstances). 

● Refer to SILC’s Policies and Procedures for VOOHC for residents under 18 years of age. 
● With a disability sufficient to justify NDIS funding for Supported Independent Living 

(SIL) funding. 
● With resident representatives willing to participate actively in the development and 

ongoing management and maintenance of the accommodation support model for their 
family member with a disability. 

 
The Applicant (normally a parent or family member) will provide at minimum the 

following information:  

● Submit a Behaviour Support Plan – that includes communication and interaction 
guidelines, proactive/positive strategies as well as reactive strategies and any restricted 
practice protocols. 

● Agree to prepare resident documentation including: 
o Contact details 
o Personal profile 
o Information pack 
o Support guide including plans for swallowing, diabetes, elipepsy etc. if relevent 
o Daily care plan 
o Safety assessment 
o CHAP 
o Pharmacy agreement (if relevant) 
o PRN protocol (if relevant) 

 
It is important that the viability and sustainability of the proposed resident is assessed 

and deemed appropriate prior to progressing referral e.g. families of proposed resident 

visiting service, attending governance meeting, meeting existing residents, staff.  

If there is more than one applicant for a position, the choice of which potential resident 

is first offered the position will be at the discretion of the House Operator Board. 
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4. ENVIRONMENTAL SUITABILITY 

The House Operator will: 

● Identify staffing requirements and the cost. 
● Obtain relevant supportive information from a clinician to ascertain that the residence 

is a suitable environment in which the resident can live where deemed appropriate (e.g. 
ecological risk assessment). 

● Identify any modifications to the residence that are necessary for the residence to be 
suitable for the proposed resident, and if the applicant is approved. 

● Ensure that such modifications are made prior to the resident moving in 
 

5. STAFF 

The House Operator in consultation with SILC will: 

● Ascertain the appropriate level of staffing required to support the new resident on a 

regular basis and maintain an adequately trained resource pool of additional staff to 

cover planned leave or other absences. 

● Commit to a date by which suitable permanent or temporary staff will be available for 

the new resident to move into the house. 

 

SILC will: 

● Employ suitable staff to support the new and existing residents of the house. 

 
6. TRANSITION 

SILC Head Office staff will coordinate with the key stakeholders, including families, House 

Manager and support workers, to plan and implement an appropriate transition plan for 

the new resident to comfortably move into the SILC residence. Further information and 

support required from the parents/guardian to support transition include: 

● Medication charts/sign off sheets and PRN protocols 
● Training on complex behaviour & health plans 
● Relevant OT training and work procedures associated with individuals entering the 

accommodation 
● Ensure that, if needed, a clinician is available to contribute to behaviour intervention 

support review planning and reports  
● Financial arrangements. 
● Relevant assessment and support plans and documents 
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o Documents pertaining to any legal matters, i.e. AVOs, guardianship, financial 
orders 

o Resident identification and contact list is available (e.g. legal guardian, GP and 
other relevant health practitioners, pension card, Medicare card etc.) 

o Epilepsy, diabetes and healthcare plans including any mental health treatment 
plans. 

o Risk assessment for referral, to incorporate sensory, physical, environmental and 
behavioural risks 

o Authorisation of restrictive practices  
o Any other relevant available information. 

 
7. SERVICE EXIT CESSATION OF SUPPORT 

● If circumstances arise that significantly affect SILC and the House Operator’s ability to 
provide service, the ongoing sustainability of the placement will need to be reviewed. 

● If it is deemed that additional support, clinical intervention or additional staff training 
can be implemented to stabilise placement and contribute in mitigating risk to staff and 
residents then this is to be agreed by SILC and the House Operator. 

● This then needs to be action-planned and time-framed to review and assess progress 
and viability. 

● In the case that SILC, the House Operator and relevant stakeholders determine that 
cessation of support needs to be undertaken, then close consultation with the families 
and NDIA is to be maintained through the exiting phase. 

● The decision and reasons for the decision will be recorded in writing, with all details 
relating to the matter in file notes, which shall be retained in the resident ’s file.  

● SILC will formally notify the NDIA of the intention to exit the resident from the SILC 
family governed home. 

 
8. CONFIDENTIALITY AGREEMENT 

The representatives of the new resident will sign the confidentiality agreement included 

in the SILC Member Application Pack. 

9. TIMELINESS 

No firm commitment of a place at a SILC home will be given to residents or their 
parents/family members until all of the above have been completed. However, in the 
interest of enabling the candidate to become a resident in the shortest possible time, the 
transition process can parallel with the resident and family being able to visit the site, 
meet the other families and attend meetings.  

 
10. REVIEW PROCEDURE 

SILC policies and procedures will be reviewed every year. However, if at any time the 

legislative, policy or funding environment is so altered that this document is no longer 
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appropriate in its current form, the policy and procedures will be reviewed immediately 

and amended accordingly. 
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