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Instructions: How to find and submit Change in circumstances forms

Purpose of these instructions

These instructions help you find, download and upload forms to notify us of a change in
circumstances, using the example of Adding an associated provider.

Use these instructions alongside the Change in circumstances guidance. The guidance
helps you answer questions in the forms and will tell you what evidence you need to
supportyour forms.

If you want to become a registered provider of government-funded aged care services,
and need support, you can use the Becoming a registered provider form instructions.

Notifying us of a Change in circumstances

Registered providers must notify us within 14 days of certain changes in circumstances.
These include:

* changes or an event that affects your suitability to be a registered provider
* changes that affect the suitability of any of your responsible persons

* changes in who your responsible persons are

* significant changes to your organisation or governance arrangements

* significant changes in the scale of the aged care services you provide

* changes in the types of services you provide

* specific changes to your associated providers

* specific changes to an approved residential care home

* specific financial and prudential matters.

@ You must complete the Change in circumstance notification (baseform) and the
form/s (subform/s) specific to the change/s you are notifying us about.

Disclaimer

We regularly update our processes to improve user experience. We will update
this document to reflect any changes we make. Please make sure you are using the
current version of these instructions found in our resource library.



https://www.agedcarequality.gov.au/registration-guidance/guidance-change-circumstance-notification
https://www.agedcarequality.gov.au/resource-library/instructions-how-find-and-submit-provider-registration-forms
https://www.agedcarequality.gov.au/providers/provider-governance/notifying-us-change-circumstances
https://www.agedcarequality.gov.au/resource-library/instructions-how-find-and-submit-change-circumstances-forms
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How to download and fill out your forms

You can find the Change in circumstance notification (baseform) and the form/s
(subform/s) specific to the change/s you are notifying us about on our website under:
Home > For providers > Provider registration > Applications, requests and
notifications > Start a form.

1. Click Aregistered provider, then Next.
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https://www.agedcarequality.gov.au/providers/provider-registration/applications-requests-and-notifications/start-form-download
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2. Openthe Guidance material in a new window to refer to when completing your form.

@ Tip: If you do not open the guidance in a new window, you may need to navigate back
to the start.

3. Click Change in circumstance notification, then Next.



https://www.agedcarequality.gov.au/registration-guidance/guidance-change-circumstance-notification
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4. Selectthe checkbox/s relevantto the change/s you're notifying us about. Click Next.
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5. Click Download your pack.

6. Theformswilldownload in your browser. Select Downloads to access your forms.
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7.

Fill out all forms. You must complete and submit all forms downloaded, all of
which are relevant to the change you're notifying us about. Don’t forget to use the
guidance material to help you complete the forms.

Tip: If you're adding 3 associated providers to your registration, you must complete
and submit 3 Add an associated providers forms.



https://www.agedcarequality.gov.au/registration-guidance/guidance-change-circumstance-notification

Instructions: How to find and submit Change in circumstances forms

How to submit and upload your forms

To submit your completed forms and supporting documents, go back to our website:
Home > For providers > Provider registration > Applications, requests and
notifications.

1. Click Submit a completed form.



https://www.agedcarequality.gov.au/providers/provider-registration/applications-requests-and-notifications
https://www.agedcarequality.gov.au/providers/provider-registration/applications-requests-and-notifications
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2. Enteryour details and read and confirm you have understood the Notice of
Collection. Click Submit.
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3. Youwill receive an email from <info@agedcarequality.gov.au> within 5 minutes.
If you do not receive an email, contact info@agedcarequality.gov.au.

4. The email from <info@agedcarequality.gov.au> will contain a unique link and a
submission code. Click the unique link to submit all your completed forms and
supporting documents.
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5. Answer the questions by selecting the checkbox/s to upload the correct forms.
Click Next.
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6. Answer the next questions by selecting the checkbox/s to upload the correct forms.
Click Next.
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7. Upload each form and supporting documents in the correct sections. Click Submit.
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8. Enteryour submission code from the email we sent you to confirm the submission.
Click Submit for review.
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9. You'll receive an email from us confirming that we've received the forms within
5 minutes.
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If you don’t submit completed forms or supporting documents to support your claim, we
may not be able to process your notification. You will receive a follow-up email telling you
why your submission has been rejected and what you need to do to fix the issue. You can

learn more on How to find and submit an application, request or naotification.

In the Change in circumstances guidance you will find the Evidence tab that lists the
supporting documents you need.
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Receiving your forms

Once we successfully receive your completed forms and supporting documents, we will
review them.

If we require additional information to process your notification, we will contact you.

@ Tip: Make sure you keep the email from us confirming the changes. Some changes
may take time to appear in the Government Provider Management System (GPMS).

More information

Find out more about Change in circumstances on our website:
For providers > Provider governance > Notifying us of a change in circumstances.
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https://www.health.gov.au/our-work/government-provider-management-system-gpms?language=en
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Learn more about finding and submitting forms, and use our tips to help you complete
your forms: For providers > Provider registration > Applications, requests and
notifications.
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If you need help finding, completing or submitting forms contact our customer contact
team on 1800 951 822, email info@agedcarequality.gov.au or complete an enquiry form
available 24/7: Home > Contact us.
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