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Monthly Reporting on Authorised Restrictive 
Practices - PRN 

Use this guide to submit your monthly report for a PRN (as needed) regulated restrictive practice in 

the new NDIS Commission Portal. 

Before you get started 

● Make sure you are logged in to the new NDIS Commission Portal using myID or PRODA. You 

will need access permissions to complete monthly reports (Restrictive Practice Reporting 

Officer). If you haven’t yet logged in, follow the instructions in Registered Providers Portal login 

page. 

● The portal automatically generates all monthly reporting task to be completed after the 

Behaviour Support Plan (BSP) has been lodged, accepted by the implemented provider and the 

evidence of authorisation has been uploaded. For instructions, refer to Uploading evidence of 

restrictive practice authorisation.  

● A report is required for each month from the authorisation start date to the authorisation end 

date. If the restrictive practice is used when it is not authorised, the use must be reported as a 

reportable incident. Refer to Report an unauthorised restrictive practice.  

● Gather details: You will need to know the dates, start times, end times, and the name of the 

staff member who used the PRN. 

● Report anytime: You can add PRN usage on the day it happens, or add them all at the end of 

the month. 

● See additional guidance on Reporting restrictive practices.  

 

Instructions  
 
1. Select the Behaviour Support tab from the top menu, then click the Monthly reporting button. 

 

https://www.ndiscommission.gov.au/registered-providers-portal-login
https://www.ndiscommission.gov.au/registered-providers-portal-login
https://www.ndiscommission.gov.au/portal-quick-reference-guides#paragraph-id-5535028
https://www.ndiscommission.gov.au/portal-quick-reference-guides#paragraph-id-5535028
https://www.ndiscommission.gov.au/portal-quick-reference-guides#paragraph-id-5518932
https://www.ndiscommission.gov.au/portal-quick-reference-guides#paragraph-id-5535035


 

 

 

 NDIS Quality and Safeguards Commission 2 

 
 

2. Use the search bar to find monthly reports for a participant. You can use the NDIS number or the 

participant’s name.  

 

3. Find the PRN practice you want to report on and click Open. 

 

 
 

4. If you used the PRN restrictive practice click on the Usage drop-down menu and select Individual 
usage.  
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5. Enter the Date, Start time, and End time.  

 
6. Type the name or worker screening ID of the staff member in the search box to select them. If 

they do not appear, make sure they are linked as a worker to your organisation. Refer to Link or 
unlink a worker. 

 

 
 
 

7. Choose Yes or No to confirm if the use followed the protocol in the Behaviour Support Plan. 

 

8. Click the Add PRN usage instance button. Repeat steps 4 to 7 for every time the PRN was used 

that month. 

 

9. If you did not use the PRN that month select one of the other options that apply.  

 

https://www.ndiscommission.gov.au/portal-quick-reference-guides#paragraph-id-11216
https://www.ndiscommission.gov.au/portal-quick-reference-guides#paragraph-id-11216


 

 

 

 NDIS Quality and Safeguards Commission 4 

• Note: During the month, only the ability to report usage is available. At the end of the 

month all other options are available e.g. ‘Not used’, ‘Eliminated’, ‘No service provided’, or 

‘Service provision has ceased’.  

• ‘Used as per plan’ and ‘Varied use’ are NOT available for PRN restrictive practices.  

 

10. At the end of the month, click Submit report to close the month’s report. 

 

 
 

• Note: reports cannot be changed after they are submitted. If you make an error maintain 

the correct information on your own records. A future portal release will allow amendments 

to be made.  

 
Check your list  

Reports for PRN restrictive practices will be ‘Open’ from the start of the month. They will change to 

‘Due’ at the end of the month. Use the ‘Report status’ filter to select ‘Open’ reports. 

When you submit a report, it will disappear from your “Due and Overdue” list. You can change the 

filter to “Submitted” if you want to see it again.  
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