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Accessing the DHS Equipment Program – A Step-by-Step Guide
All information is available through our website https://equipmentprogram.sa.gov.au/
For additional information regarding the DHS Equipment Program refer to
· The DHS Equipment Program Summary 
· The DHS Equipment Program Funding Stream Summary

The Equipment Program is identified as the ‘EP’ within this document. 
This process is specific to the following Funding Streams – Disability AGED (Disability Support for Older Australians), Adults with Chronic Conditions (ACC) and Customised Mobility (CM) 
For processes and paperwork regarding the Advanced Palliative Equipment Response (APER), Medical Grade Footwear/Orthoses (MGF) and WIGS funding streams (WIGS), visit https://equipmentprogram.sa.gov.au/

Eligibility
Identify which funding stream your client will be accessing the EP through. 
Eligibility is specific to each funding stream:
· Check our website for the funding stream eligibility criteria.
· Review our Key Approval Criteria for Equipment or Key Approval Criteria for Home Mods which is applicable to all funding streams. 

Once you have identified the correct funding stream and initial eligibility, progress to reviewing available items and identifying the required Approved Prescriber. 

Available Items & Approved Prescribers
Review our Equipment or Home Modification In-scope lists. 
· Equipment-In-Scope-List
· Home-mods-in-scope

· Check that the item is listed in the left-hand column. If the item is not listed, it is not available through the EP. If unsure, contact the EP. 
· Applications must be made by the correct Approved Prescriber, for example, a physiotherapist for mobility aids. Identify the Approved Prescribers for the required item using columns ‘F to J.’ 
· Note which category (Cat 1 or 2) the item is by checking column ‘C’.
· Note if any additional forms are required – columns ‘L to O’ and second tab ‘Relevant Docs List’ 

Specific Eligibility Criteria
Some items have Specific Eligibility Criteria. If your item has specific eligibility criteria, review this document before proceeding, as the item is unlikely to be approved if criteria are not met. This document also identifies features provided and not provided by the EP. If unsure, contact the EP.
Once you are confident of the funding stream and that the client meets initial key and specific criteria (where relevant), identify the required forms to be completed by the Approved Prescriber. This is related to the item category and type. 
Submitting an Equipment request 
Cat 1 items (basic / readily available / off the shelf)
· In most cases, Cat 1 items will only require the Equipment-Request-Form-DHS-Equipment-Program (there are some exceptions, for example the electric bed)
· Most items are supplied by our contracted supplier – ALTER. Review their EP website at https://ep.alter.technology/ Please note this will have ‘Equipment Program’ in the top RHS. Do not confuse this with their Victorian website. 
· Find the appropriate item and add the item SKU code to the Equipment-Request-Form-DHS-Equipment-Program 
· Note Cat 1 items DO NOT have a Priority 1-12 score. Leave this column blank.
· If your Cat 1 item is not on the ALTER website, complete the Equipment Request Form without a code, and send within the body of your email, a webpage link or quote for the item you are requesting. This will assist the EP in identifying the item you wish to source for your client. Note if approved, there may be delays as it is not a contracted item with ALTER. 

Cat 2 items (complex / customised / higher cost / higher risk)
· All Cat 2 items require the Equipment-Request-Form-DHS-Equipment-Program and Delegate-Approval-Request-Form.docx and Risk-Rating-and-Priority-Scoring.docx or Priority Scoring Communication and Assistive Technology (for communication devices).
· A guide to completing the Risk Rating Priority Score document can be found at Priority Score Guidelines Adults Equipment
· Some Cat 2 items require additional forms identified on the second tab of the in-scope list, such as a screening tool or specification form. 
· The EP is developing email templates to assist Clinicians with identifying the required paperwork for complex items, for example Powered Wheelchairs. If unsure, contact the EP and request assistance. 
· If an item ‘type’ is available through ALTER, our program requires that this be trialled in the first instance, unless clinical justification can be provided as to why the available item is not safe or suitable for the client to trial.



Submitting a Home Modification request 
Cat 1 Home Modifications require the Home Modification Request and Agreement Form 
Cat 2 Home Modifications required the Home Modification Request and Agreement Form  and Delegate-Approval-Request-Form.docx and Risk-Rating-and-Priority-Scoring.docx
· Ensure the client/carer reads the Major Home Modifications Client Information Sheet prior to planning or starting major home modifications
· Ensure the request includes relevant templates/diagrams/photos
· Ensure the client/carer and property owner have read, understood, and accepted the EP Terms and Conditions of Installation of Home Modifications and EP Information for Provision of Home Modifications
· Where significant changes are required to what is detailed on the original request and agreement form, new signed drawings indicating final requirements must be submitted prior to work commencing
· If a building consultant is involved, a scope of works will be completed and must be signed by all parties 

All Equipment or Home modification requests must be made by the Approved Prescriber and Forms are submitted to the DHSEquipmentProgram@sa.gov.au 

Delegate review
The EP Delegate will review the request for approval. If approved, the EP will order the equipment item from the ALTER website OR review for a match from our EP owned stock (not visible online).
If an item is not available through ALTER or our own stock, the EP will collaborate with the Approved Prescriber to approach an alternate supplier. Items can potentially be trialled if the option is available through a supplier. This will be reviewed on a case-by-case basis and is at the discretion of the EP. 
Any purchased loan item is assetted and remains the property of the DHS Equipment Program and we retain responsibility for the ongoing repair, maintenance, or replacement of that item. The client and Approved Prescriber will be required to complete an Equipment Selection Agreement Form

Equipment Modifications
Modifications are considered Category 2. Approved Prescribers should complete the following:
· Equipment-Request-Form-DHS-Equipment-Program 
· Delegate-Approval-Request-Form.docx
· Risk-Rating-and-Priority-Scoring.docx

Ensure the Equipment Request Form includes the Equipment Asset Number which is a nine-digit number on a silver EP or yellow DES sticker. Forms should be submitted to the DHSEquipmentProgram@sa.gov.au 
An EP Delegate will review the request and inform the therapist if approved to proceed. A quote from a supplier for the modifications will be requested from the Approved Prescriber. 

Demand Management
Demand management processes exist for all requests made to the DHS Equipment Program. Where an item has been approved however cannot be purchased immediately for the client, the EP will inform the Approved Prescriber of the outcome and send a confirmation letter to the client. 
Should the client’s situation change and the risk priority increase, the Approved Prescriber can request a review of the item by submitting an updated Risk-Rating-and-Priority-Scoring.docx to the EP. 

Not Eligible
Where a client is not eligible for an item provided by the EP, the Approved Prescriber will be informed of the outcome and a confirmation letter sent to the client. 

Follow Up
Follow-up of equipment provided is mandatory to ensure that the item issued to a person meets their needs and can be used appropriately and safely. A review may be completed by the Approved Prescriber by phone or in person, depending on the complexity of the item provided. 

Review
Regular equipment reviews are encouraged and help identify any problems with the equipment or how the person is using it, or if the item needs replacement. Problems may result from changes in the person’s condition, their ability to use the modifications, a change in the living situation, or deterioration of the item. Prescribers are encouraged to undertake regular reviews and identify any risks before an incident occurs. 

Collection
Collection of equipment items no longer required by the client, can be requested via phone 1300 130 302 or via email. Prescribers may wish to complete the Equipment Collection Request Form with their client, and forward to the DHSEquipmentProgram@sa.gov.au 
Once installed, home modifications are the responsibility of the owner, and are not removed or collected by the EP. 

Transferring Equipment Ownership
People moving to / from interstate can apply to have the ownership of their loan equipment transferred to/from the respective state funding program. Relevant documents can be found at Transferring Equipment Ownership

Helpful Website Links
The DHS Equipment Program website has the following pages to assist Approved Prescribers with their clinical assessments.

Prescribing Equipment – by Document Type
This webpage is accessed via the DHS Equipment Program Documents webpage and includes 
· Checklists
· Clinical Considerations for Prescribers
· Criteria Screening Tools
· Fact Sheets
· Forms
· Procedures/Guidelines
· Prescription Reference Documents
· Templates
· Terms and Conditions

Prescribers can identify relevant forms by equipment type at Prescribing Equipment - by Equipment Type
Prescribers can identify relevant forms for Home Modifications by type at Prescribing a Home Modification - by Type

Checklist for Prescribers Submitting Cat 2 Equipment Requests
	Do not submit any documentation to the DHS Equipment Program until 
you answer yes or N/A to all the questions below

	Is the equipment item requested, an in-scope item on the  Equipment In Scope List?

Items that are not in-scope, will not be supplied by the DHS Equipment Program. If there are exceptional circumstances, discuss these with a DHS Equipment Program Clinician in the first instance to determine options.

	Y / N


	Does the requested item meet the  Key Approval Criteria for Equipment 
	Y / N

	Does the requested item meet the Specific Eligibility Criteria (if applicable)
See Equipment Program - Equipment Program Eligibility Documents

	Y / N
NA

	Have all less complex equipment or non-equipment options been trialed or explored with client?
	Y / N

	Have you completed all the information requested on the  Equipment Request Form 
	Y / N

	Have you attached the  Delegate Approval Request Form for Category 2 items?
	Y / N

	Have you attached the  Risk Rating and Priority Scoring Form for Category 2 items or for communication devices  Priority Scoring Communication and Assistive Technology 
	Y / N
NA

	Have you attached any relevant Specification Forms for the item being requested?
Equipment Program - Forms - Specifications

	Y / N
NA



All requests should be forwarded to the DHS Equipment Program for consideration via DHSEquipmentProgram@sa.gov.au 

Please note:
· If the request is approved, however funding is not available, the client will be sent a letter advising them that the request is being resource managed.
· If the request is not approved, the client will be sent a letter stating that they are not eligible for the equipment item.
· As the assessor, you will also be advised of the outcome.  




Checklist for Prescribers Submitting Home Modification Requests
	Do not submit any documentation to the DHS Equipment Program until  
you answer yes or N/A to all the questions below 

	Is the modification requested an in-scope item on the Home Modifications In Scope List? 
 
If no, have all in scope modifications been considered with the client and found not to be an appropriate alternative? 
 
Home modifications that are not in-scope will not be supplied by the DHS Equipment Program. If there are exceptional circumstances, discuss these with a DHS Equipment Program clinician in the first instance to determine options. 
	 
Y / N 
 
Y / N 
 

	Does the requested modification meet the Key Approval Criteria for Home Modifications 
	Y / N

	For major home modifications, does the requested modification meet the Key Approval Criteria for Major Home Modifications 
	Y / N

	Does the requested modification meet the Specific Eligibility Criteria (if applicable) 
See Equipment Program - Equipment Program Eligibility Documents 
	Y / N
NA

	Has the client received the  Terms and Conditions of Installation of Home Modifications  
	Y / N

	Have you completed all the information requested on the  DHS EP Home Modification Request and Agreement Form and obtained client and home owner (if different) signature/s.    
	Y / N

	For major home modifications, has the client/carers and homeowner (if different) read the  Major Home Modification Client Information Sheet   
	Y / N
N/A

	Have you attached the  Delegate Approval Request Form for Category 2 items? 
	Y / N
N/A

	Have you attached the  Risk Rating and Priority Scoring Form for Category 2 items? 
	Y / N
N/A

	Have you attached a home visit or assessment report? 
	Y / N

	Have you attached all additional specification forms and required diagrams/photos/measurements.  
	Y / N


All Home Modification requests should be forwarded to the DHS Equipment Program for consideration to DHSEquipmentProgram@sa.gov.au 

Please note:
· If the request is approved, however funding is not available, the client will be sent a letter advising them that the request is being resource managed.
· If the request is not approved, the client will be sent a letter stating that they are not eligible for the home modification.
· As the assessor, you will also be advised of the outcome. 
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