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	Vulnerable people in emergencies policy

	Guideline 2 – Vulnerable Persons Register


1. Vulnerable People in Emergencies (VPE) Policy background
The VPE Policy Protocols have been developed to support the Vulnerable People in Emergencies Policy (the Policy), November 2012, by providing guidance for implementation and application of the Policy. 
Figure 1. Vulnerable People in Emergencies Policy Scope (see section 4.1 of the Policy).
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1.1 What are Vulnerable Persons Registers?
Vulnerable Persons Registers (VPRs) are housed as an additional module to MECC Central, the standard web based emergency management system used by municipal councils in Victoria.
VPRs have been developed to store local information about consenting, identified vulnerable people[footnoteRef:1], which will be directly entered by funded agencies and locally overseen by municipal councils[footnoteRef:2]. The VPRs are cloud-based and directly accessible to authorised representatives from Victoria Police (without having to contact the council or funded agency) to aid emergency planning and response, including potential evacuation. The information in the VPR can be filtered, mapped, and where necessary exported to reports for authorised purposes, according to the role and access rights of each organisation. [1:  Informed consent will be required before identified vulnerable people can be registered in a VPR. In keeping with the definition of a vulnerable person and the additional considerations the VPR should only list a small number of people, as per Diagram 1. More information about the identification and screening process for VPRs is available in Protocol 1: Emergency planning and screening. ]  [2:  64 councils covered by the Vulnerable People in Emergencies Policy, November 2012. ] 

1.2 Security and information privacy requirements
Details of individuals on the VPR are confidential and are only to be used for the specified purposes, which include emergency planning (including exercising and training), response and recovery. Business needs and privacy requirements should be carefully considered when allocating roles and access to the VPRs, due to the sensitive nature of information contained within VPRs. 
All access to, and activity in, VPRs is recorded for potential audit purposes. As such, each user must have an individual logon and must not distribute these details to other staff. 
There are two standard roles within the system for different organisations – a ‘coordinator’ and a ‘user’. ‘Coordinators’ will have an oversight role on behalf of their organisation and additionally be able to set and manage ‘users’ for the organisation. Business continuity should be considered when allocating roles. 
Any information viewed in, or drawn from, the system should be treated sensitively and confidentially in line with secure information practices and privacy requirements.	
1.3 Obtaining access to VPRs
Funded agencies[footnoteRef:3] [3:  This includes municipal councils providing funded services covered by the Policy. ] 

	Each agency should only register once. Funded agencies are asked to nominate one or more ‘Agency Coordinators’ to manage and oversee the account for that agency. Agency Coordinators can add and administer additional users for that agency


Identify an Agency Coordinator
Each agency will need to identify an Agency Coordinator to register the agency, provide oversight of the agency’s use of the VPR and manage the VPR users within the agency. One or more Agency Coordinators can be identified.
Registration is only required once per agency, therefore please check whether the agency has already registered before proceeding. 
Once registered, Agency Coordinators and users will be able to use a single logon to enter details for their clients across Victoria, and view client details for that agency only. 
Go to the VPR registration page
Please visit the Vulnerable persons register <https://www.vpr.mecccentral.com> and follow the instructions on screen to register your agency details.
Agency Coordinators will be asked to provide basic details about their agency, including details for Agency Coordinator/s and/or emergency contacts, where available.
Nominate an administering local government
Agency Coordinators will be asked to nominate a local government to administer their VPR account. This local government will review and approve or decline agency registration requests, and provide basic administration and oversight of the VPR for their municipality.
The nominated local government must be one of the 64 local governments covered by the policy[footnoteRef:4], and preferably located within the lead Department of Health or Department of Human Services region providing funding to the agency, where this is applicable. Other considerations in nominating a local government may include existing agency relationships with a local government or geographic proximity. [4:  See Vulnerable People in Emergencies Policy, November 2012: Appendix 1 - List of Municipal Councils in CFA Districts.] 

Submit the registration
Agency Coordinators should check the details entered and then submit the agency’s registration request. The Agency Coordinator will receive a confirmation email, and once approved, will receive logon details within 5 working days. 
Log in to the VPR for the first time
Agency Coordinators will receive an email containing their logon details (including username and password) and a link to the Vulnerable Persons Registers.
When the Agency Coordinator logs in to the VPR they can assign additional agency users and begin to enter details of consenting, identified vulnerable people.
1.4 Municipal councils
	Municipal council programs providing services covered by the Policy will register and access the VPR as a funded agency and should refer to section 1.3: Funded agencies


Identify a VPR Coordinator
Each municipal council will need to identify a ‘VPR Coordinator’ to provide basic administration and oversight of the local VPR, approve agency registrations and manage the council VPR access users. The VPR Coordinator may or may not be the same person who is currently the MECC Central Administrator. One or more VPR Coordinators can be identified for each council.
	VPR Coordinators and council VPR access users will be able to view the details of all vulnerable people listed within the local VPR for the municipality. Given the sensitive nature of this information, it is important to carefully consider the allocation of these roles


Allocate the VPR Coordinator 
The MECC Central Administrator will need to allocate the VPR Coordinator in MECC Central.
Log in through MECC Central
For VPR Coordinators and council VPR access users, the local Vulnerable Persons Register can be accessed through the link located in MECC Central.
Review and approve or decline agency registration requests
Funded agencies will submit registration requests via the agency registration web page. VPR Coordinators will receive email notifications of these requests, and will review the requests via the ‘New Agencies’ counter in the VPR.
VPR Coordinators are asked to approve or decline a registration request within 5 working days. Approval should be given once funded agency details are confirmed through:
checking details against those previously provided by the funded agency as per the Vulnerable People in Bushfire Risk Areas Policy 2011-12
existing relationships with, or knowledge of, the agency within Council
discussion with Department of Health and/or Department of Human Services regional contacts.
Duplicate agency registration requests should be discussed with the agency and declined.
Basic VPR administration and oversight 
In addition to managing Council VPR users and providing administration of agency registration requests, VPR Coordinators will be responsible for basic administration and oversight of the local VPR, including:
receiving periodic notifications of activity within the local VPR
assisting agencies with basic queries.
Department of Health and Department of Human Services regional contacts are available to assist with queries relating to the Vulnerable People in Emergencies Policy and funded agency requirements.
1.5 Other users
Victoria Police
Authorised Victoria Police officers will be able to view all VPRs across Victoria (with a single logon) for the purpose of emergency planning and response. Victoria Police Coordinators will be responsible for assigning all Victoria Police users. 
Department of Human Services
Authorised officers from the Department of Human Services will have access to the VPRs for the purpose of reporting and for support relating to funded agency activity, where required. All users will be assigned internally by the Department of Human Services Coordinator.
2. Creating and managing client information
2.1 Client information 
To create a client record within the VPR, consent is required (see Protocol 1: Emergency planning and screening). The information requirements for a client record include:
Personal identification information – client name, date of birth, gender and address (based on residence). 
Contact information – client and emergency contact details (where these are available). Even if emergency contacts are not located locally, they may be able to provide additional information in the event of an emergency. 
Emergency considerations – information about identified vulnerable people that would be relevant to emergency services officers, if they were to attempt to provide assistance to the client in an emergency; see Table 1.  
Table 1: Emergency considerations for Vulnerable Persons Registers 
	Mobility
	Access and security
	Equipment, critical medication and pets
	Communication or cognitive

	Wheelchair
Walking aids 
Weight-related mobility aids
Stretcher required
Mobility aids
	4WD required
Side access
Rear access
Behaviour
Dangerous animals
	Home ventilator
Oxygen
Dialysis
Parenteral nutrition
Ventricle assistance device
Critical medication 
Service animal
Pets[footnoteRef:5] [5:  While pets may be listed, it is important not to raise expectations about emergency response capacity to assist in the relocation or evacuation of pets. ] 

	Hearing
Sight
Speech
Dementia
Mental health
Cognitive disability
Alcohol or other drugs
Non English speaking


When entering information for a client record you are asked to tick appropriate items. Where they do not apply or if you do not know the answer to these questions, please leave them blank. 
The Vulnerable Persons Registers also include a small free text box where funded agency users can include additional details that would be crucial for emergency services officers to know. This may include:
Will the client need special consideration before being approached by uniformed police or other emergency services personnel, should an evacuation be recommended? 
Is there a known strategy to deal with complex behaviour that could assist police in evacuation?
Will specialist support be required to evacuate the client safely?
Are there specific directions that could assist access to the property?
Note: clients will be able to request access to this information. 
2.2 Shared clients
It is acknowledged that some people identified for the VPRs may receive services from multiple funded agencies. The VPRs allow only one agency to enter and edit client details to prevent duplication of clients in the system. Client and agency details are visible to all agencies associated with a client record.
For the purposes of administration of VPRs, the following terms are used:
Primary Agency:  The first agency to create a client record in the VPRs will become the Primary Agency for that individual. They have responsibility for obtaining informed consent[footnoteRef:6], and for updating and maintaining information in the VPRs. [6:  Consent is required to create a client record within the VPR, and agencies will be prompted during the process of adding a client. ] 

Secondary Agency: An agency can check whether a client record already exists within the VPR, prior to obtaining consent. By logging in to the system, and entering the name, address and date of birth in the ‘New Client’ section, the system will show potential duplicates. 
Where a client is already entered, the system will link the new agency to the client record as a Secondary Agency and show the Primary Agency details and client information. A secondary agency will receive notifications if the Primary Agency edits or removes the client record. Secondary Agencies will be expected to:
remove their agency from the record if they no longer have a relationship with the client
confirm their ongoing status as part of the verification process twice a year
take on the role of the Primary Agency, where the Primary Agency is removed or no longer providing services.
	As informed consent has been obtained, agencies are able to discuss shared clients. If a Primary and Secondary Agency wish to swap roles, the Primary Agency can reassign the role through the client removal screen, see 4.4 Reassigning client records


2.3 Updating information
It is important that information held in the VPRs is up to date[footnoteRef:7]. A status is shown against each client record in the VPRs: [7:  Victoria Police and emergency services organisations will rely on up to date VPR data during emergencies that require evacuation, therefore details in the VPR should be as accurate as possible.] 

Verified: Client details are up to date
Re-validate: The client details are due for review by the mandatory revalidation date
Unverified: The client details require urgent review and verification/action.
Regardless of the status, client records will be visible at all times in the VPRs, until they are removed, which will archive the record in the system.
The Primary Agency has responsibility for reasonably maintaining and updating VPR records. This is particularly important where there is a change in the client’s situation, such as where the client moves into a facility or is now living with family, or where a client is deceased.
Secondary agencies should review records for clients they are linked to, and are encouraged to contact the Primary Agency where updates to information are required. 
	Embedding into practice
Agencies are encouraged to consider possible updates required for client details in the VPR when undertaking client reviews and updating processes


Agencies are asked to re-verify records at least twice per year by the mandatory re-verification dates: 31 October and 30 April. Email reminders will be automatically generated in advance of these dates. 
One month in advance of these dates, the status of all clients will be set to ‘re-validate’. During the month all clients will need to be re-verified. If re-verification of records does not occur by these mandatory dates then the status of these client records will change to ‘unverified’ and notification emails will be sent to the VPR Coordinator. In addition to these mandatory re-verification dates, agencies are encouraged to regularly update client details, particularly if there have been changes to the client’s situation.
2.4 Reassigning client records
	Where a client’s situation has changed and the client is no longer required to be listed on the VPRs, please refer to Removing Clients


Changing Primary and Secondary agencies in the VPRs
Primary and Secondary agencies may change roles in the VPRs where appropriate. This option is only available when a secondary agency is linked to the client record and is accessed through the edit function within a client record by clicking the ‘Remove’ button. This will open the ‘Reassign or remove client’ screen and by picking the ‘Change primary agency for client record’ the Primary Agency can then nominate a Secondary Agency to be the new Primary Agency.
Primary Agency is no longer providing services to the client
An agency no longer providing services to a client must remove their agency from the client’s record. A Secondary Agency may remove their agency from a client record at any time. 
Where a Primary Agency wishes to remove their agency from the client record because they are no longer providing services to the client, two scenarios may apply:
1. One or more Secondary Agencies are linked to the client record
The Primary Agency no longer providing service to the client will nominate a Secondary Agency to be the new Primary Agency from those listed in the client record. Where the Primary Agency does not proactively nominate a Secondary Agency, the system will select the first listed Secondary Agency by default. The new Primary Agency will be notified they are the now the Primary Agency, and this change will also be notified to any other Secondary Agencies and the relevant VPR Coordinator.
While the client record remains in the system, and consent technically remains valid, a new consent form should be completed by the new Primary Agency where this has not previously been obtained, preferably within one month.
2. No Secondary Agencies are linked to the client record
Where there is no Secondary Agency listed the record status will be change to unverified once the Primary Agency removes the agency from the client record. Client details will be referred to the VPR Coordinator, as there may be other agencies that can be identified or the client may need potential consideration as part of the process for people not receiving services. The record will remain visible temporarily in the VPR while it is being reviewed, which it is suggested should occur within one month where possible. 
Removing clients
A client record may be removed where someone no longer needs to be on a VPR (such as a change of situation or where they request removal). Removing a record will archive the record, and it will no longer be visible within the VPR or to emergency services organisations. 
Only Primary Agencies can remove client records from the VPR. When a Primary Agency wishes to remove a client record from the VPR they will be prompted to identify a ‘removal reason’. If a Secondary Agency believes a client record should be removed, they can contact the Primary Agency to discuss. 
Future functionality - under development
A number of features are currently under development. Notification will be provided through the VPR system when finalised and this protocol will be updated as required. Future features include:
Bulk update functionality.
Suspending records - Where a change of status is likely to be temporary, agencies will be able to suspend an account. This record will remain visible to emergency services.
Ability to attach the consent form to the client record.
Who should I contact for more information?
Within the VPR there is a Feedback & Support link on the top right of the page, where more technical questions or feedback on the VPR can be directed. 
Queries relating to registration and entering client information on Vulnerable Persons Registers or local emergency planning should be directed to the identified primary council (who provided log in details) in the first instance. 
Funded agencies are directed to regional contacts (or where this is not appropriate, the central office) in the first instance regarding any questions they may have about the Policy. 
	To receive this publication in an accessible format phone 9096 8849, using the National Relay Service 13 36 77 if required, or email Recovery <recovery@dhhs.vic.gov.au> 
Authorised and published by the Victorian Government, 1 Treasury Place, Melbourne.
© State of Victoria, Department of Health and Human Services, February 2018.
Available at Emergency preparedness <https://providers.dhhs.vic.gov.au/emergency-preparedness>
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