
 

 Page 1 

 
Creating a Housing Prioritisation Profile 
 
Log into SHIP and select the client you wish to add the Prioritisation Profile record to. 

 
 

 
 

Click on the button  
 
Select the Profile Type “Prioritisation Profile” 

i  
 
Click on the Save button. 

 
 



 

 Page 2 

How to create a SHIP Prioritisation Record cont. 
 
 
You have just created a New Client Prioritisation Profile Record. 
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To take a client off the prioritisation list, you need to close the Prioritisation Profile. Enter a 
close date in the Date Closed field: 
 

 
 
 
Once a Prioritisation Profile record has a Date Closed entered, the linked fields will no 
longer update. 
 
If the client re-presents to your agency at any time in the future and you need to place them 
back on the prioritisation list, create a new Prioritisation Profile for them.  
 
Do not re-open the closed Prioritisation Profile. Look Up Fields (See page 5) will not update 
as SHIP keeps the history for all closed dated Prioritisation Profiles. 
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• How to Access the Prioritisation List 
 

Click on the  tab on the left hand side of the screen. 

 

 
 

Now click on the  button to display the Housing Prioritisation List. 
 
The Housing Prioritisation List should now be displayed. 

 

 
 
By default, first time users will have a standard number of default fields displayed. In order to 

select or unselect more, click on the   button. 
 

Online Help is available via the  button on the top of the Housing Prioritisation List page. 

 
You can also access the Help from the SHIP Web site itself on http://srs-
support.infoxchangeapps.net.au/profile_lists

http://srs-support.infoxchangeapps.net.au/profile_lists
http://srs-support.infoxchangeapps.net.au/profile_lists
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Summary of Look Up fields in Prioritisation Profile 
 
This table summarises the areas from where the information for the Look Up fields in the 
Prioritisation Profile is taken from, in SHIP. 

 
Living Arrangements Taken from Status and/or Support period 

OoH Application Status Taken from Housing Application Profile 

No in Presenting Unit Taken from Status and/or Support period 

Last Contact Date Taken from Notes 

Family Violence Profile Taken from Family Violence Profile 

Indigenous Status Taken from Client profile 

Youth Taken from Client profile 

Interpreter Required Taken from Client profile 

 
 

Living Arrangements 
 
The value displayed in this field is sourced from the Living Arrangements field on the latest 
Monthly Status record. 
 

 
 
If no living arrangements value has been recorded in the Monthly Status record then the value 
is sourced from the Living Arrangements field in the Presenting tab in the Support Period 
record. 
 

 
 
If no value is present for this field in either of these two locations then the Living 
Arrangements field in displays Unknown. 
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OoH Application Status 
 
The information displayed in this field is sourced from the Application Status field in the 
Housing Application Profile. If there is no information recorded in this field then the OoH 
Application Status in the Prioritisation profile will display Unknown. 
 
Note: If there is more than one Housing Application profile for the client then the information 
will be sourced from the most recent Housing Application Profile, i.e., the most recently saved 
profile.  
 

 
 
 

No in Presenting Unit 
 
The number of people in the presenting unit is calculated from Include in PU checkbox in the 
most recent Support Period record. 
 
 

 
 
If there is no support period in place for a client then the No in Presenting Unit field in the 
Prioritisation profile displays zero. 
 

 
Last Contact Date 
 
This field displays the details (Date and username) of the most recent contact (note) in the 
Notes tab. 
 
If there are no notes then the Last Contact Date field in the Prioritisation profile displays 
Unknown. 
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Family Violence Profile 
 
The value displayed in this field (Yes/No) is calculated from the response to Assessed Level 
of Risk field in the most recent Family Violence Risk Assessment Profile. 
 

 
 

Response Calculated value 

Requires immediate protection Yes 

Elevated Risk Yes 

At Risk Yes 

Not at risk No 

Not applicable No 

 
If Assessed Level of Risk is left unanswered then the Family Violence Profile field displays 
Unknown.  
 
 

Indigenous Status 
 
The value is sourced from the Identifies as field in the client’s Primary Details: 
 

 
 
If Identifies as is left unanswered then the Indigenous Status field displays Unknown.  
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Youth  
 
This value (Yes/No) is calculated based on whether the client is under or over 24 years of 
age. Age is calculated from the Date of Birth (DOB) field in the client’s Primary Details. 
 

 
 
Yes/No is calculated as follows: 

• If under or equal 24 then Yes 

• If over 24 then No 

• If DOB not recorded then Unknown 
 
 

Interpreter Required 
 
This value (Yes/No) is sourced from the Interpreter Required field in the client’s Primary 
Details. 
 

 
 
Note: The Interpreter Required field is only displayed if the Language at Home is not 
English. 
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Data Migration – Options: 
 
In relation to data migration (Moving clients off the CMS Prioritisation List and into the SHIP 
Housing Prioritisation List) we have two options. 
 

Option A: If your client is NOT receiving direct support, you can create a Prioritisation 

Profile record. You must enter the required fields manually. 
 
You also have the ability to create both Family Violence Risk Assessment and Housing 
Application profiles to populate the information within the Client’s Prioritisation Profile. 
 
You are allowed to create “Notes”, “Payments”, “Accommodation” and “Support 
Periods” before the 01/07/2012.  You will only be required to complete a Status Update for 
services that have taken place during and after July 2012. 
 
Example: 

 
 

Now create a Prioritisation Profile for this Client. Click on the  button 

and select the “Prioritisation Profile”. Then hit the “Save” button. 
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Your Prioritisation Profile Record should now be displayed. Please update the 
fields displayed as per the information you have.  
 

 
 
 

Please make sure you  this record. 
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Option B: If your client IS receiving direct support or is receiving ongoing support at the 

end of June 2012, you can create a Support Period with the Date Commenced being the 
actual date support was first given to the client.  
 
You can create “Notes”, “Payments”, “Accommodation” and “Support Periods” records 
for any date. You will only be required to complete a Status Update for services that have 
taken place during and after July 2012. 
 
Example: 

 
 
 

Add a Support Period. Click on the  button. 
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Update all the required fields on the Support Period pages/tabs. When you update the 
“Living Arrangement” field, it will also be updated on your Prioritisation Profile record as 
well.  
 
Please “Save” the Support Period. 

 
 

Now create a Prioritisation Profile for this Client. Click on the  button 

and select the “Prioritisation Profile”.  

 
Then hit the “Save” button. 
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Your Prioritisation Profile record should now be displayed. Please notice that the “Living 
Arrangements” field now has the “Lone Person” populated from the current Support Period. 

 

 
 
 

Please make sure you now  this record. 
 
This Support Period will now stay open and services can be entered. 
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Use of the prioritisation grid to record Interim Response 1 and 
2 clients supported by homelessness support services in the 

North & West Metropolitan Region 
 
 

In order to create a prioritisation list for IR 1 and 2 clients, click on ‘select columns’ and select 
the list items identified below. This will create a consistent IR data set across the LASN. 
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Use of ad hoc fields to record key information about IR assistance 
 

 
 
The prioritisation profile contains three ad hoc fields.  Please use the ad hoc fields as follows: 

• Ad hoc 1:  Identify whether diversion or crisis intervention 

• Ad hoc 2:  Record primary IR task (preferably in five words) 

• Ad hoc 3:  Record outcome (preferably in five to ten words). 

 
Identifying and reporting on current and past IR 2 clients 
 
The column ‘current profile’ provides the options of selecting: 

• Yes – this option provides a list of all current IR 2 clients 

• No – this option provides a list of past IR 2 clients 

• Neither (blank) – this option provides a list of all current and past clients. Clicking on the 
words ‘current profile’ will sort the list into current and past clients. 

 

 
 

In order to print a report of this list, click on the excel link at the bottom of the list: 
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