
 

IS Portal task card 
Completing a Strategic Inclusion 
Plan (SIP) 
For child care services 

This task card is to support child care services use the Inclusion Support Portal (IS Portal) when completing their 

Strategic Inclusion Plan (SIP).  

Support for the IS Portal can also be found in the ISP User Guide and IS Portal Frequently Asked Questions, published 

on the Inclusion Support Portal information ǇŀƎŜ ƻŦ ǘƘŜ ŘŜǇŀǊǘƳŜƴǘΩǎ ǿŜōǎƛǘŜΦ  

This task card provides processes for the following tasks: 

1. Review the email address used to send emails from the IS Portal 2 

2. Provisioning another user at the child care service with access to the IS Portal 3 

3. Completing a Service Profile 6 

5. Identifying barriers, strategies and action items for a Care Environment 9 

6. Adding Children to a SIP 22 

7. Updating Child information on a SIP 26 

8. Adding Authorised Personnel to the SIP 30 

9. Viewing Reviews of the SIP 33 

  

https://docs.education.gov.au/system/files/doc/other/inclusion_support_programme_user_guide_-_release_2.pdf
https://docs.education.gov.au/system/files/doc/other/faq_-_is_portal_-_september_updated.pdf
http://www.education.gov.au/Inclusion%20Support%20Portal%20Information
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1. Review the email address used to send emails  from  the IS Portal  

Child care services will receive emails about their Strategic Inclusion Plans (SIP), Inclusion Support or Innovative 

Solutions cases from the IS Portal. This communication will include emails indicating further action is required by the 

service on their SIP or IS Case as notified by their IP or the IDFM, and letters advising the service about the outcome 

of funding. Services are responsible for ensuring the email address is correct in the system. 

1. Select ΨaŀƴŀƎŜ {Lt ŀƴŘ //. !ǇǇǊƻǾŀƭǎΩ. 

 

2. View Ψ{ŜǊǾƛŎŜ tǊƻǾƛŘŜǊ ŘŜǘŀƛƭǎΩ. The email address displayed is the email address on the Message Preferences 

of the CCB Approval ID. For Outside School Hours Care (OSHC) services, it will be the Message Preferences 

email address on the primary CCB Approval selected in the SIP. 

a. ¢ƻ ǳǇŘŀǘŜ ǘƘƛǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎΣ ǘƘŜ ǳǎŜǊ Ƴǳǎǘ ǎǳōƳƛǘ ŀƴ ά¦ǇŘŀǘŜ tǊƻŦƛƭŜέ ǊŜǉǳŜǎǘ Ǿƛŀ ǘƘŜƛǊ /hild Care 

Management System (CCMS) software.  Once updated in the software, the information will be 

updated on the IS Portal.  

Note: some software providers such as Qikkids require a two-stage process. Services should confirm 

with their software provider if this is the case. 
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2. Provisioning another user at the child care service  with access to the IS Portal  

The first person provisioned access to the SIP by the Inclusion Professional (IP) or Inclusion Development Fund 

Manager (IDFM) can then provision user access for other staff at the service.  Access to the IS Portal is designed to 

be at the individual service level so directors and educators at the service can develop and manage their SIP with 

their IP. 

1. Select Ψ¦ǎŜǊ tǊƻǾƛǎƛƻƴƛƴƎΩ.  
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2. Select ΨtǊƻǾƛǎƛƻƴ ŀ bŜǿ ¦ǎŜǊΩ.  

 

3. To find a person to provision, enter search criteria and select Ψwǳƴ {ŜŀǊŎƘΩ. To display all key or authorised 

personnel in the service, leave the search criteria blank and select Ψwǳƴ {ŜŀǊŎƘΩ. 

a. hƴƭȅ ǇŜƻǇƭŜ ǿƘƻ ŀǊŜ ƛŘŜƴǘƛŦƛŜŘ ŀǎ ŀ ΨYŜȅΩ ƻǊ Ψ!ǳǘƘƻǊƛǎŜŘΩ tŜǊǎƻƴ ƛƴ ǘƘŜ ǎŜǊǾƛŎŜΩǎ //a{ ǎƻŦǘǿŀǊŜ and 

who have an email address on their personnel record will be displayed in the search results. If a 

service needs to update this information, it can be done through their Personnel Records in their 

CCMS software. 

 

4. The Results will be displayed below the search fields. The user must confirm the user has access to the email 

account before ǇǊƻǾƛŘƛƴƎ ŀŎŎŜǎǎ ŀƴŘ ǎŜƭŜŎǘƛƴƎ Ψ/ƻƴŦƛǊƳ {ŜƭŜŎǘƛƻƴΩΦ !ƴ ŜƳŀƛƭ ǿƛǘƘ ŀƴ ŀŎǘƛǾation code will be 

sent to this email address. The activation code must be entered the first time the user accesses the IS Portal. 
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3. Completing a Service Profile  

The purpose of the Service Profile is to build a profile of the service as the first step in the inclusion planning process. 

It provides opportunity for the service and IP to identify the ǎŜǊǾƛŎŜΩǎ current capacity and capability to include 

children with additional needs.  

1. Select Ψ{ŜǊǾƛŎŜ tǊƻŦƛƭŜΩ. 

 

2. Select Ψ/ǊŜŀǘŜ ŀ {ŜǊǾƛŎŜ tǊƻŦƛƭŜΩ. In the example used for the screen shots below, a Service Profile has already 

been completed. The service can create a new Service Profile at any time with today or a future date of 

effect. 
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3. Enter the information for each of the questions.  

a. For advice on responǎŜǎ ǘƻ Ψ{ŜǊǾƛŎŜ LƴŎƭǳǎƛƻƴ tǊŀŎǘƛŎŜǎΩ ŀƴŘ Ψ/ƻƳƳǳƴƛǘȅ hǳǘǊŜŀŎƘ {ǘǊŀǘŜƎƛŜǎΩΣ ǘƘŜ 

service should review Page 14 and 15 of the ISP User Guide.  

b. The Date of Effect can be today or a date in the future. Once the Date of Effect is reached, and the 

Service Profile is submitted, the information in the Service Profile cannot be changed. 

c. Select ΨSave and SubmitΩ when the information is ready for review from the Inclusion Professional. 

d. Select ΨSave as DraftΩ if the service wants to amend information at a later date.   

e. Select ΨCreated in ErrorΩ if the service profile has been submitted, but it was completed incorrectly 

and no longer needs to be used.  

 

https://docs.education.gov.au/system/files/doc/other/inclusion_support_programme_user_guide_-_release_2.pdf
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4. If the service needs to create a new Service Profile, they can ΨCopyΩ the previous profile. This allows them to 

update the information that has changed rather than complete the whole profile.  
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5. Identifying barriers, strategies and action items for a Care Environment  

A care environment is a specific setting, room or grouping of children in care. For centre-based services, the service 

will identify a care environment name. For Family Day Care (FDC) services, the care environment is the educator 

seeking support.  

Inclusion support through ISP is aimed at supporting services address and overcome inclusion barriers in the care 

environment, which will build service capacity and capability to include children with additional needs. 

1. Select Ψ/ŀǊŜ 9ƴǾƛǊƻƴƳŜƴǘǎΩ. 

 

2. Inclusion support under ISP is targeted to each care environment. 

a. To create a new Care Environment, select Ψ/ǊŜŀǘŜ ŀ /ŀǊŜ 9ƴǾƛǊƻƴƳŜƴǘΩ. 

b. To view or update a Care Environment previously created, select the Ψ±ƛŜǿ /ŀǊŜ 9ƴǾƛǊƻƴƳŜƴǘΩ button 

on the relevant care environment.  



Completing a SIP ς for child care services    10 

 
3. The first time a service is creating a Care Environment, they will be asked for the Care Environment Name, 

Description and Status. ¢ƘŜ {ǘŀǘǳǎ ǿƛƭƭ ŘŜŦŀǳƭǘ ǘƻ Ψ!ŎǘƛǾŜΩΦ  

a. ¢ƘŜ {ǘŀǘǳǎ Ƴǳǎǘ ōŜ Ψ!ŎǘƛǾŜΩ ǘƻ ŀƭƭƻǿ ǘƘŜ ǎŜrvice to make changes to the Inclusion Barriers and 

Strategies, and to create and submit an IS Case or Innovative Solutions Case. 

b. ¢ƘŜ {ǘŀǘǳǎ Ŏŀƴ ōŜ ŎƘŀƴƎŜŘ ǘƻ ΨLƴŀŎǘƛǾŜΩ ƻƴŎŜ ǎǳǇǇƻǊǘ ƛǎ ƴƻ ƭƻƴƎŜǊ ǊŜǉǳƛǊŜŘ ŦƻǊ ǘƘŀǘ ŎŀǊŜ 

environment.  

 

4. ¢ƘŜ Ψ±ƛŜǿ /ŀǊŜ 9ƴǾƛǊƻƴƳŜƴǘΩ ǇŀƎŜ ǿƛƭƭ ŘƛǎǇƭŀȅΦ ¢ƘŜ red exclamation mark (!) indicates that the section has 

not been completed. The service should select the Show button on each of the sections to show more. 
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5. {ŜƭŜŎǘ Ψ/ǊŜŀǘŜ ŀƴ LƴŎƭǳǎƛƻƴ tǊƻŦƛƭŜΩΦ 

The Inclusion Profile is in the context of the care environment. It aims to assist the service consider the 

characteristics of the care environment which may impact their inclusion capacity and capability.  

 

6. Enter the information for each of the questions.  

a. The Date of Effect can be today or a date in the future. Once the Date of Effect is reached, and the 

Inclusion Profile is Submitted, the information in the Inclusion Profile cannot be changed. 

a. Select ΨSave and SubmitΩ when the information is ready for review by the Inclusion Professional. 

b. Select ΨSave as DraftΩ if the service wants to amend information at a later date. 
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7. ¢ƻ ƛŘŜƴǘƛŦȅ ǘƘŜ ōŀǊǊƛŜǊǎ ǘƻ ƛƴŎƭǳǎƛƻƴ ƛƴ ǘƘŜ ǎŜƭŜŎǘŜŘ ŎŀǊŜ ŜƴǾƛǊƻƴƳŜƴǘΣ ǎŜƭŜŎǘ Ψ/ǊŜŀǘŜ .ŀǊǊƛŜǊΩΦ 

! ōŀǊǊƛŜǊ ƛƳǇŀŎǘǎ ŀ ǎŜǊǾƛŎŜΩǎ ŎŀǇŀŎƛǘȅ ƻǊ ŎŀǇŀōƛƭƛǘȅ ǘƻ ƛƴŎƭǳŘŜ ŎƘƛƭŘǊŜƴ ǿƛǘƘ ŀŘŘƛǘƛƻƴŀƭ ƴŜŜŘǎ ŀƭƻƴƎǎƛŘŜ ǘƘŜƛǊ 

typically developing peers in the care environment.  

 

Inclusion Barriers are identified one at a time and are selected by the drop down box. To add a barrier which 

ƛǎ ƴƻǘ ƛƴ ǘƘŜ ƭƛǎǘΣ ǎŜƭŜŎǘ άhǘƘŜǊέ ŦǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ ōƻȄΦ 

Information about Inclusion Barriers, including definitions can be found on Pages 16 and 17 of the ISP User 

Guide. 

 

8. To add a strategy from the pre-defined list of strategies (available on Pages 17 and 18 of the ISP User Guide), 

select Ψ!ŘŘ {ǘǊŀǘŜƎƛŜǎ ǘƻ .ŀǊǊƛŜǊΩ. 

For each barrier identified, the service must identify one or more strategies they will put in place to address 

and overcome the barrier to inclusion.   

https://docs.education.gov.au/system/files/doc/other/inclusion_support_programme_user_guide_-_release_2.pdf









































