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Introduction to Residential 
Pricing changes 
Session 3 – BAT in action 
 
Facilitator Guide – 21 November 2025 

 
 
 

This session is Part 3 of a 4-part series: 
 

• Session 1 – Setting the Scene 
• Session 2 – Introducing BAT 
• Session 3 – BAT in action 
• Session 4 – Additional Information  



 

Facilitator Guide – Introduction to Residential Pricing changes - Session 3 – BAT in action 

Page 2 of 37   

Facilitator Notes 
The four sessions can be delivered as one or in separate sessions to allow for discussion and reflection on the material. 

Delivered as separate sessions 

Session 1 
Setting the Scene 

Session 2 
Introducing BAT 

Session 3 
BAT in action 

Session 4 
Additional Information 

Delivered as two sessions 

Session 1 - Setting the Scene 
Session 2 - Introducing BAT 

Session 3 - BAT in action 
Session 4 - Additional Information 

Delivered as one session 

Session 1 - Setting the Scene                                                      Session 3 - BAT in action 
Session 2 - Introducing BAT                                        Session 4 - Additional Information 

A summary of each of the sessions is as follows: 

Session 1 - Setting the Scene - Introductory session, designed to give background related to changes that have occurred and 
are occurring in relation to DSS, including the findings and recommendations of the 
Independent Review. 

Session 2 - Introducing BAT - Background related to the Band Allocation Tool, including why and how it was developed and 
tested. Guidelines are provided on how to access, as well as explaining where the BAT fits in 
with other tools and processes. 

Session 3 - BAT in action - A hands-on demonstration of the BAT tool using an exemplar scenario for demonstrating best 
practice, exploring the layout (Purpose, Plan View and List View) and functionality (Help, text 
boxes etc). The session includes explaining how to access the tool, using information from the 
BAT in Socrates, and how to ultimately determine the appropriate band. 

Session 4 - Additional Information - The final session discusses the process related to dealing with exceptional rates. It provides 
information on how to access training and support material, as well as describing what 
resources are available to support the use of the BAT and GPT tools. 

 

  



 

Facilitator Guide – Introduction to Residential Pricing changes - Session 3 – BAT in action 

Page 3 of 37   

Introduction 
Introduction to Residential Pricing changes - Session 3 – BAT in action – is focussed on a hands-on demonstration of the BAT tool using 
an exemplar scenario for demonstrating best practice, exploring the interface layout (Purpose, Plan View and List View) and functionality 
(Help, text boxes etc). The session includes explaining how to access the tool, using information from the BAT in Socrates, and how to 
ultimately determine the appropriate band. Additional information, such as how to deal with exceptional rates, will be discussed in the 
fourth and final session. 

 

Audience 
All end users of the BAT. This will be predominantly NASC Service Assessors and Service Coordinators across the NASC network as well 
as Budget Advisors within Mana Whaikaha (Midlands). 

 

Duration 
1 hour and 15 minutes. 

 

Learning Outcomes 
By the end of the session, learners will be able to understand: 

• How to access the BAT tool, ready to enter information 
• The Purpose, Plan View and List View tabs and when best to use each tab 
• The ways in which you can enter information into and share information in the BAT 
• What information in the BAT needs to be transposed into GPT and into Socrates 
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Agenda 

DURATION TOPIC 

5 mins  Welcome and Objectives 

5 mins Setting the scene – Conversations with the disabled person and their whanau 

3 mins Accessing the Facilities List 

6 mins Accessing and saving a BAT tool copy 

6 mins Exploring the Purpose, Plan View, and List View tabs 

22 mins Plan View - Entering and sharing information 

10 mins List View - Entering and sharing information 

10 mins Entering information into GPT and Socrates 

8 mins  Wrap-up 

1 hr. 15 mins  Total 
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Training collateral for this session 
• Facilitator Guide (PDF) 
• PowerPoint Presentation (PPTX) 
• BAT Training Example.xlsm 
• A copy of the GPT tool 
• Facilities List 
 

Facilitator prompts 
• DO: An instruction to the Facilitator about something they need to do (e.g., DO: Display slide 1). 
• SAY: The script for the Facilitator. 
• ASK: A prompt to the Facilitator to ask a question and get responses from participants. 
• CLICK+SAY: An indication that the Facilitator needs to click the slide to have something appear/occur before reading the next 

part of the script. For example, you may be prompted to CLICK+SAY as parts of an animation are revealed on a slide. 
• Facilitator Note: A note specifically for the Facilitator that may be a suggestion, guidance, warning etc. 

(e.g., Facilitator Note: Welcome people as they come online to the session and ask them to put their mic on mute.) 

Note - Text contained in the Notes section of PowerPoint slides, such as “[IMAGE CREDIT Photo by Marissa Grootes on Unsplash]” is 
there to simply credit the image used and does not need to be mentioned in the presentation.  
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Welcome and Objectives 
Purpose – This first section introduces the topic and the learning objectives. It also gives an overview of what learners will be doing in 
the session. 

IF THIS SESSION IS BEING DELIVERED ONLINE AND YOU INTEND TO RECORD IT, YOU SHOULD START 
RECORDING NOW. MAKE SURE TO INFORM PEOPLE AND GIVE THEM THE OPTION TO DECIDE IF THEY WANT TO 

TURN THEIR CAMERAS ON. 

 

(5 minutes) 

 

What we will cover 

2. DO: Display slide 1 

3. DO: Welcome everyone as they join the session. Instruct them to put themselves on mute if they 
are joining a virtual training session. 
 
Facilitator Note: You could insert a waiting activity of your choice as you wait for people to come 
online. 

4. DO: Start the session and introduce yourself. You may wish to start with a karakia.  

5. ASK: If they are all ready to begin by using the ‘Thumbs-up.’ 

If the session is 
not being 
delivered 
online, adjust 
some of the 
instructions 
you use. 

 

What we will cover 

6. DO: Display slide 2 

7. SAY: In this session, I’m going to be showing you a hands-on demonstration of the BAT tool using 
a fictional scenario. The BAT tool is intended to support you to capture the information needed to 
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price residential care packages appropriately.  
 
The BAT file that I will use has some of the information related to a scenario already in it, but we 
are going to explore the layout of the tool whilst I add in additional information. I’ll show you useful 
features in the BAT tool such as inbuilt Help information. I’ll then conclude the session by showing 
you how to also make use of the Global Pricing Tool to determine a band allocation, and how the 
information for the disabled person is stored in Socrates. 

 

What we will cover 

8. DO: Display slide 3 

9. SAY: Here's what this session is going to cover: 

• How to access the Facilities List, as well as the BAT tool, ready to enter information 
• More information on the Purpose, Plan View, and List View tabs in the BAT, explaining their 

differences, their intended use and when best to use each tab. 
• Entering information via the Plan View and how that information is saved into the List View 
• Sharing information that you enter in the Plan View text boxes with a disabled person 
• Using the List View to enter, edit and review information 
• Sharing information from the List View with a disabled person 
• Taking information in BAT and using it in the GPT tool 
• And explaining the Data String for Socrates and how you add it into Socrates 
 

 

 

Learning Goals 

10. DO: Display slide 4 

11. SAY: At the end of this session, you will be able to understand: 

 



 

Facilitator Guide – Introduction to Residential Pricing changes - Session 3 – BAT in action 

Page 8 of 37   

• The reasons for using the BAT tool and GPT. 
• How to access the BAT tool, ready to enter information 
• The Purpose, Plan View, and List View tabs and when best to use each tab. 
• The ways in which you can enter information into and share information in the BAT 
• What information in the BAT needs to be transposed into the GPT tool and Socrates 
 

 
 
 

Setting the scene – Conversations with the disabled person and their whanau 
Purpose – This section discusses how the BAT tool fits into the conversations that are to be had with the disabled person and their 
whanau. 

(5 minutes) 

 

1. DO: Display slide 5 

2. SAY: Before we look at the BAT tool, let’s discuss just why the tool has been created and how it 
supports conversations with the disabled person and their whanau. 

 

 

3. DO: Display slide 6 

4. SAY: Through the service specification, disabled people are provided with a number of choices 
about how a residential care arrangement will work for them. The use of the BAT tool is intended to 
assist you to explore those choices together. 
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5. SAY: Not all of these choices will play a direct role in pricing the service – but it is important that 
these choices are made clearly before moving to pricing, so that there are shared expectations of 
what will be delivered, and how. 

6. SAY: Planning supported by using the BAT tool, is intended to make clear up front what the 
disabled person and their family are looking for in a residential care arrangement, and what the 
provider is committing to support through entering into or renewing an arrangement. 

7. SAY: It is also intended to support you to capture the information needed to price residential care 
packages appropriately. 

 

8. DO: Display slide 7 

9. SAY: The Band Allocation Tool supports you to capture and summarise service needs, before that 
information is entered into GPT to generate a daily rate. 

10. CLICK+SAY: The Band Allocation Tool of itself does not include price information, instead it 
captures information on: 

• The location, size, and support arrangements of the house a person may live in 
• The support requirements of the person in question, across: 

o the busy times of the day (morning and evening) 
o through the middle of the day, when they may be out and about, and 
o overnight. 

 

 

 

Accessing the Facilities List 
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Purpose – This section explains how to access the Facilities List 

(3 minutes) 

 

1. DO: Display slide 8 

2. SAY: Let’s start getting ready for the conversation with the disabled person. I have already had 
discussions with Peter (who I will mention more about in a moment) and his Aunty Sue, and they 
have indicated a place they have in mind in Auckland and they have been in contact with the 
provider concerning that facility. 
 
I’m going to show you where to find the Facilities List in Socrates, as it will help me confirm some of 
the data that I need to enter into the BAT. 

3. SAY: The point that you decide to look at this list will vary in every situation. It might be something 
that you do much later on in the process rather than at the beginning, but because Peter and Aunty 
Sue have a specific place in mind, I just want to carry out a check of the details.  

 

 

4. DO: Display slide 9 

5. SAY: The Facilities List is found on the Reporting Server, in a folder called Residential Pricing Model. 
It’s an Excel spreadsheet that I am going to show you now. I just want to check in this spreadsheet 
how many bedrooms are in the house that we have discussed and can confirm that it’s 5. 

Facilitator Note: Open the Facilities List spreadsheet and do the following: 

• Go to the Aggregated tab. 
• Filter the City column to Auckland only 
• Go to the Provider Name and select IDEA Services Limited 
• Point out IDEA – 15 Reybert Place (likely to be at the top of the spreadsheet now) as the 

location Peter and Aunty Sue have discussed with you and that it has 5 bedrooms. 
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6. DO: Display slide 10 

7. SAY: You should ALWAYS open the Facilities List from Socrates, every time you need to view it. 
Please do NOT save a copy on your computer. This ensures that if there are any changes made to 
it, you are always accessing the most recent version. 

 

 

 

Accessing and saving a BAT tool copy 

Purpose – This section explains how to access the BAT tool, ready to enter information into it. 

(6 minutes) 

 

1. DO: Display slide 11 

2. SAY: Next, I’m going to you how to access the BAT tool, ready to add information into it. 

 

 

3. DO: Display slide 12 

4. SAY: When you login to Socrates and come to the home page, click on CLIENTS. 

 

 

5. DO: Display slide 13 

6. SAY: This then loads the Client Search area, where you can search for the client. 
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7. DO: Display slide 14 

8. SAY: On the Maintain Client screen, click on Reports and Letters in the left-hand sidebar. 

 

 

9. DO: Display slide 15 

10. SAY: Next, click the drop-down menu to select a Letter type. 

 

 

11. DO: Display slide 16 

12. SAY: Then you would select Residential BAT from the drop-down menu. 

13. SAY: You might have noticed that the option below this is to generate (or create) a Residential 
GPT file. I won’t go through the process later because the process for generating a BAT file and 
creating a GPT file is almost identical. 

 

 

14. DO: Display slide 17 

15. SAY: Now that I have selected Residential BAT, I need to click on Generate Letter. 

 

 

16. DO: Display slide 18 

17. SAY: This creates a copy of the BAT stored in the Client Letters section, for that client. 
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18. DO: Display slide 19 

19. SAY: You should ALWAYS create a new copy of the BAT from Socrates, every time you need to 
create one. Please do NOT duplicate an existing copy that you might have on your computer. This 
ensures that if there are any changes made to the BAT tool or the GPT, you are always using the 
most recent version, and it also makes sure that you are not accidentally transferring private 
information into someone else’s file. 

 

 

MAKE SURE THAT YOU ARE USING THE FILE “BAT Training Example.xlsm” FROM THIS POINT. 

YOU ARE GOING TO BE USING THIS FILE FOR THE REST OF THIS SESSION AS PART OF THE DEMONSTRATION. 

 

Exploring the Purpose, Plan View, and List View tabs 

Purpose – This section introduces the Purpose, Plan View, and List View tabs, explaining their differences, their intended use and when 
best to use each tab. 

(6 minutes) 

 

1. DO: Display slide 20 

2. SAY: For the rest of this session, I am going to be using a BAT file that already has some 
information contained in it related to the fictional scenario I am going to work through. I want you 
to imagine that I am in the middle of a conversation with Peter Doe, a 24-year-old disabled person, 
who lives in Auckland. Peter sadly lost both of his parents when he was young, and his Aunty Sue 
has always played a significant role in his life and is always there for Peter. She is part of the 
conversation also. 
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3. SAY: I want to stress that scenario concerns a fictional person. It is not based on and does not 
intentionally reflect any known person. The scenario has been created as a way of demonstrating 
the BAT tool with some information already populated in it.  

4. SAY: Planning is intended to make clear up front what the disabled person and their family are 
looking for in a residential care arrangement, and what the provider is committing to support 
through entering or renewing an arrangement. 

5. DO: Open the BAT Training Example file. 

6. SAY: If the file is giving you any security or macro warnings, it is important to approve the 
warnings at this point. 

7. DO: Click on the warnings to dismiss them. 

8. SAY: Let’s look at the three different tabs again - the Purpose, Plan View, and List View.  

Facilitator Note: As you work through the following script, be sure to highlight what you are 
discussing on the spreadsheet. 

9. SAY: Purpose is like an ‘About’ page – It contains a reminder that you need be careful about storing 
and/or sharing this file because it will contain personally identifiable information. You’re unlikely to 
need to make use of the Purpose tab beyond taking a quick look at it when you open the file for the 
first time. 

10. SAY: List View and Plan View are one of two different ways to engage with the BAT tool during your 
conversation with the disabled person. 
 
Plan View is like a ‘mind map’, and contains boxes that allow you to capture points that are 
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important to the disabled person through the course of the conversation, plan for support 
requirements in order to achieve the goal of “a good quality of life in a place that feels like home”. 

11. SAY: You can see that the layout of the BAT tool in Plan View reflects the domains I introduced in a 
previous session, with home being at the centre of the disabled person’s life. 
 
I want to draw your attention to a few things here: 

• First, the language used in the BAT tool. You’ll notice that buttons and headings say things like 
“My Details,” “I’d like to summarise my support requirements” and “Being responsible for my 
home.” This language style is intentional and is designed to emphasise that planning is focussed 
on the disabled person and their needs. 

• Next, I want to point out that if you hover your mouse over each of the domain headings, you’ll 
see a little pop-up message, giving you guidance about each of the domains and the 
conversations that you should have with the disabled person and their whanau related to them. 

• Next, each domain that you see here has a text box below it, that allows you to record 
additional information, in order to build up a picture of the support requirements for the disabled 
person. You can see that I have already added some notes related to Peter in this BAT. 

• Finally, when you click on buttons in this view (such as My Details) it gives you access to pop-
up windows that provide prompts to enter information relevant to the disabled person and the 
conversation that you are having. 

Facilitator Note: Don’t demonstrate the following (as you’ll do that later) but continue to 
highlight (point at) what area of the Plan View you are discussing. 

12. SAY: If I click (for example) on Add details of proposed house in Plan View, I can add in 
information concerning where the house being considered is, and the number of bedrooms it 
contains. When I click Okay, this information is sent to the List View. I’ll demonstrate that shortly. 

Facilitator Note: Move to List View. 
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13. SAY: List View has all of the question fields that are included in Plan View, laid out in a list and 
provides a summary on the resulting information that will be used to price the service. 

14. SAY: In practice, you might mix and match between using the two views in different circumstances. 
Which view you use in the Band Allocation Tool will depend on: 

• How the disabled person and their family prefers to be engaged (e.g. do they want to plan 
collaboratively through a process, or is their preference that ‘the paperwork’ be sorted out in the 
background) 

• What is right for the present situation - e.g. longer-term planning for a residential care 
arrangement may be best done in Plan View. Returning to the file, and urgent or short-term 
packages may most efficiently be done in List View. 

• List View is useful for review, and faster inputs or adjustments. 
• List View also allows for a reviewer within the NASC to make comments or notes based on what 

has been entered. 

 
 
 

Plan View - Entering and sharing information 
Purpose – This section demonstrates how to enter information via the Plan View and how that information is saved into the List View. It 
also includes advice on what to do if you need to share information that you entered in the Plan View, with a disabled person or (with 
their permission) other people. 

(22 minutes) 

 

1. DO: Display slide 21 

2. SAY: I’m going to return to the Plan View and we can start taking a closer look at this view and 
how you interact with it. 
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Facilitator Note: As you work through the following script, be sure to highlight what you are 
discussing on the spreadsheet and enter information related to the scenario. 

3. SAY: I’ll start by adding in some of the information related to the scenario that I have on hand, 
starting with the central area of Plan View - Being at home and home life. Usually this is the area 
of Plan View that you would start with.  

4. SAY: This box is an opportunity to capture things that are important to the disabled person about 
home life. Especially for those who are entering residential care for the first time, there can be 
some things for which assurance is sought. These can be ‘little’ things that make up what is familiar 
about home – habits and practices that help someone feel settled and comfortable – or they can be 
bigger things about activities or roles that are important to someone’s identity or connection with 
family and culture. 

5. SAY: I’m going to enter some information now by clicking on My Details, entering details such as 
name, NHI etc, and then clicking Okay. 
 
Facilitator Note: Enter: 

• First name – Peter 
• Last name – Doe 
• NHI – XXX123 
• Date of Birth – 01/01/2001 
• Date for plan – Use today’s date 

 
Press Okay 
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There is no format checking on the dates and NHI number when entered, so users need to be 
careful. You should suggest that the format DD/MM/YYYY is used for dates. 

6. SAY: I’m also going to enter information about the proposed house, by clicking Add details of 
proposed house. Before I enter the information however, I’m going to click on the Help button in 
this pop-up window. 
 
This gives me access to what is sometimes called context-sensitive help. Another way to put it, is 
that the help information that you see when you click on these buttons is always related to the area 
that you are working in. In this example, you can see some useful information related to why 
recording the size of the house is important, as well as giving some examples of situations you may 
come across and what you need to consider when answering the questions. 

7. SAY: I’m going to indicate that the proposed house is in Auckland and that there are 5 bedrooms in 
the house they are considering. 

Facilitator Note: Select Auckland for the house Peter is considering and 5 for the number of 
bedrooms in the facility. 
 
Make sure you click Okay to dismiss all the pop-up windows (to get back to the default Plan View) 
before proceeding. 

8. SAY: You might have noticed that the information I just entered has not appeared on the Plan 
View. However, this information has been sent to the List View. Think of the List View, not only as a 
different view, but the place you can go to, to see the output of the information that you entered 
via the Plan View buttons. 
 
However, as you see, you can also add more information into Plan View beyond simply using the 
buttons. If I want to add additional comments in the “Being at home” area or under any of the 
domains, I can double-click into the text box. 
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Facilitator Note: Double-click into the box below Being at home and home life. Copy and paste 
(or type) the following into it… 

My faith is important to me. I attend church and lead the blessing of our 
meals. 

I enjoy NZ culture and my family culture, especially celebrating special 
events and birthdays. I enjoy some regular traditions at home, like having 
a good strong coffee. I enjoy spending time with my aunt. She is someone 
I get on well with and she has big family gatherings that I enjoy being a 
part of. 

 

9. SAY: IMPORTANT – If you want to go down a line in this text box, make sure you hold down the 
‘alt’ key on your keyboard before you press the Enter key. 
 
This box is an opportunity to capture things that are important to the disabled person about home 
life. What practices are part of making home feel like home? Are there particular cultural or religious 
practices that are part of what home looks like for them? Are particular celebrations important to 
them? Are there particular activities or supports that they want assurance will occur or be in place? 

10. SAY: It’s important to note that the information that you type into these text boxes is not 
transferred to the List View. 

11. SAY: Next, I’m going to go to the Having my space and making a space mine domain and click 
on I’d like to summarise my support requirements. 
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Facilitator Note: Complete this domain as you discuss it. 

12. SAY: Part of home is having ones’ own space, controlling what happens in that space, and taking 
responsibility for it. In this section, you might discuss what’s involved with: 

• Having objects and other things that represent who they are in their personal space. 
• Making choices about who does and does not enter personal spaces, when and on what basis, 

and 
• Keeping the personal space clean and tidy, to a standard that might be expected of any tenant 

or housemate. 

13. SAY: Peter and his aunt have indicated that it takes about an hour of Peter’s week to keep his 
space tidy, so I’m going to select that. And that he requires someone supporting me to 
understand or complete a few tasks, so I am going to select that from the drop-down options 
also. 

Facilitator Note: Do NOT click Okay at this point. 

14. SAY: Questions about tasks, activities, or responsibilities generally involve two questions: 

• Time taken – the first question for most indicators is how much time an activity might take a 
disabled person. 

• Exclusivity – the second question in most indicators is what kind of support might be required, 
ranging from ‘someone being available just in case’ through to ‘2 people supporting me with all 
tasks’. This supports pricing by determining the potential (or not) for some of the support to be 
shared. 
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These two things taken together, supports the estimation of an appropriate amount to pay for 
the work that is done exclusively with the person, and work that is shareable with other people. 

SAY: This pop-up window also introduces a new aspect of Plan View – The It’s important that you 
know that button. 
 
Facilitator Note: Click the It’s important that you know that button. 
 
The focus of the BAT is on understanding and planning for someone’s aspirations for a good quality of 
life in residential care. Alongside the sliding scales for support, there are a number of ‘yes/no’ indicators 
included, to identify the presence of particular kinds of requirements or risks. 
 
This reflects that, as well as general levels of support required, there can be specific risk or 
requirements that disabled people or their families can be anxious for assurance, that the system is 
taking into account. 
 
The It’s important that you know indicators provide space to capture the presence of some common 
risks and requirements that influence what is required to deliver support safely and effectively. 

15. SAY: In this domain, the It’s important that you know that indicator relates to whether the 
person requires support in repositioning themselves, making transfers, managing their balance to 
avoid falls, and/or access all parts of their home. 
 
If this is the case with this person, just tick the box and click Okay, but for Peter, this is not the 
case, so I am going to leave that unticked.  

16. SAY: I want you to notice what happens when I click Okay to close these pop-up windows. 
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Facilitator Note: Wait for the message to appear saying that the ratings have been transferred to the 
List View tab. 

17. SAY: For each of the domains that surround Home at the heart of this BAT, you will get feedback 
confirming that the information has been transferred to the List View. Let’s take a quick look to 
confirm that what we just entered is now in List View. 

Facilitator Note: Dismiss the pop-up window. Go to List View and highlight: 

• That there is a dedicated section in the List view for all of the It’s important that you 
know that values. Find the one that you just entered in Plan View (I require support to 
reposition myself, make transfers, manage my balance to avoids fall, and/or access 
all parts of my home) and show that the value you selected has been stored. 

• In the Specific Support Requirements section of List View, find the section on Having my 
space and making a space mine, and highlight that the values you selected in Plan View 
have been transferred here. 

Facilitator Note: Return to Plan View. 

18. SAY: I’m going to go to the Feeling safe and being safe, day-to-day domain. 

19. SAY: Home should be somewhere that we feel safe and are safe. Effective and proportionate risk 
management is part of delivering quality care. This domain contributes to giving effect to - “People 
will live in an environment that safeguards them from abuse and neglect and ensures their personal 
security and safety needs are met.” 

20. SAY: You might discuss what’s involved with: 
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• The things that need to be in place for me to manage ordinary hazards in the home 
• Managing contact with strangers safely 
• Expressing myself in a way that is safe for me and for others, and 
• Managing emergency situations 

21. SAY: Peter has significant vision impairment, so the first thing I am going to do is enter some 
additional information that we have discussed into the text box for this domain. 

Facilitator Note: Double-click into the box below Feeling safe and being safe, day-to-day. Copy 
and paste (or type) the following into it… 

Significant vision impairment. 

My behaviours are not significant and are currently being well managed, with 
effective strategies and techniques being used by staff. 

Due to my limited vision-walking around can be difficult for me at times. It is 
safest when I have support from a staff member when going up and down 
steps and stairs; they provide verbal prompts and physical support, when 
necessary, especially when there is a step coming. 

I need the physical support of one person, with transfers in and out of vehicles. 
I am always accompanied by a friend or staff member when going out into the 
community. I can walk around the garden at home and if I familiar with areas 
and I know where I am going. 

 

22. SAY: I’m now going to complete the rest of this domain, using the buttons available to me. 
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Facilitator Note: Click on I’d like to summarise my support requirements in this domain and 
enter the following values: 
 

• Without appropriate support I occasionally explore beyond where people might expect me to 
be or otherwise get into situations that are unsafe. 

• These events occur mostly when I am out during the day. 
• I may require someone supporting me to understand or complete many tasks to support 

me to be safe. 
• Without appropriate support, I never or almost never require support to understand the 

intentions of others and to understand and make choices about friendships, relationships, and 
boundaries. 

• These events occur not at all. 
• I may require no support to support me to be safe. 
• The way I express my emotions is usually in a way that is safe for me and for others. 
• These events occur through the day or night. 
• I may require someone being available just in case. 
• The way I manage my emotions or interact with others poses no safety concerns for living 

with others. 

23. SAY: This domain has four It’s important that you know indicators attached to it. Answers in 
other domains may also be relevant, however. 

Facilitator Note: Click on It’s important that you know to show the options. You are going to make 
an intentional mistake next, which we will fix later in List View. 

24. SAY: In Peter’s case, only one of the indicators applies to him, so I am going to leave all of them 
unticked except I like to explore my environment, and may wander beyond where you 
expect me, and then click Okay twice and OK, and finish this domain.  
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25. SAY: As mentioned before, a lot of other information related to the scenario has been entered into 
this BAT file already. 

26. SAY: We’re going to look at List View in a moment, but to finish our exploration of Plan View, I’m 
going to show you how you can share a copy of the information that you have entered into the text 
boxes with the disabled person if they request it. 

Facilitator Note: Make sure you are looking at Plan View and no pop-windows are being displayed. 

27. SAY: The plan contained in the BAT is the disabled person’s own information – it can be requested 
by them, and shared by them, with whomever they choose. 
 
Much of the information contained in the BAT would form a useful basis for discussing with a 
provider what would be involved in supporting a disabled person. It may also support ongoing 
review with a provider of how different elements of a service are performing for the disabled 
person. 
 
Where part or all the BAT has been shared with a provider, and they have made available additional 
information, NASC must form a view of whether or how it is reasonably taken into account. 
Nevertheless, as a pricing tool, the BAT needs to reflect the NASC’s independent view of what is 
required to support the disabled person. 
 
Facilitator Note: Demonstrate the following (use CTRL-P on the keyboard) 

28. SAY: The Plan View has been set up to share an A3 copy of the view, using the Print option on 
your computer. When you select Print, you can choose to print the view out to a printer or save it 
as a PDF and share the resulting PDF file. 
 
This print-out will only contain information you have entered into the text boxes, as all other 
information is now stored in List View. 
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Once you share the print out, if you saved it as a PDF file, you should delete it from your computer, 
for privacy reasons. 

 

Questions 

29. DO: Display slide 22 

30. SAY: Does anyone have any questions related to what I have shown you so far? 

Facilitator Note: Take questions related to what you have just demonstrated. If the questions are too 
complex or you are unsure of the answer, take note of the question and say you’ll get back to the 
person later. 

 

 
 

List View - Entering and sharing information 
Purpose – This section demonstrates how to enter information via the List View. It also includes advice on what to do if you need to 
share information that has been entered in the List View, with a disabled person or (with their permission) other people. 

(10 minutes) 

 

1. DO: Display slide 23 

2. SAY: As mentioned, List View is a useful view for review and faster inputs or adjustments. 
 
IMPORTANT 

3. SAY: If you are reviewing a previous BAT file, you will need to look at the List View for any 
information that has been entered previously via buttons in Plan View. This is because if you go to 
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the Plan View, it will show you information entered into text boxes, but it will NOT show you 
information you entered previously via the buttons. 

Facilitator Note: As you work through the following script, be sure to highlight what you are 
discussing in the List View of the spreadsheet and enter information related to the scenario. 

4. SAY: When you arrive at the List View, the first area you see is the Summary area, containing 
information about the resulting support levels, and information that will need to be put into the GPT 
to create a residential price in the Inputs for GPT section. 

Facilitator Note: Make sure you highlight the section Inputs for GPT. 

5. SAY: Running down the right-hand side of the List View, are note fields. These are areas where you 
could write additional notes, such as justifications for entries in the area concerned. These boxes 
are also useful for the person conducting a review of the BAT, that we discussed in the previous 
session, and we will come back to later. 

6. SAY: Following on from the Summary section (which we will look at again) is the It’s Important 
That You Know section that brings we have already discussed in Plan View together. Viewing this 
section in List View is a useful way to check which of these you entered information into across the 
Plan View. Alternatively, you can come directly to this section, review and adjust each of the values 
here instead of using the buttons. 

7. SAY: I’ve just realised that I made an error with the value for I like to explore my environment, 
and may wander beyond where you expect me when I was working in Plan View, so I am going 
to adjust that to No. 

Facilitator Note: The option is one of the last in this section. 

8. SAY: The next section in List View relates to Specific Support Requirements. This section sets 
out the specific support needs captured in the plan and factored into the price. 
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I realise that I didn’t complete the Plan View version of Preparing myself for my day, my way, 
but my discussions with Peter and his aunt, mean I’m going to do that here in List View, so I don’t 
need to jump back. 
 
Facilitator Note: Select the following values for Preparing myself for my day, my way: 

• It takes me maybe three quarters of an hour to get ready in the morning. 
• I may require someone supporting me to understand or complete a few tasks 

9. SAY: The next section in List View is Data string for Socrates. We’re going to look at how you 
use this information with Socrates later, but this section of the List View is something that you 
should not try and adjust. The area is set to be non-editable and the code that is within it is for 
Socrates specifically. There’s no need to try and interpret this code and there is no real reason to 
share this section of the List View with the disabled person. More on this later. 

10. SAY: Let’s imagine that I have now done a review of all the information here in List View, that I 
either entered in via Plan View or here in this view. Remember, with the exception of the text box 
entries in Plan View, all other values you enter, came through to this view. 

11. Let’s look at how you how you can share a copy of the information above the code for Socrates, 
that you have entered into the List View, if the disabled person requests it. 

12. SAY: You can share an A3 copy of the List View, using the Print option on your computer. When 
you select Print, you can choose to print the view out or save it as a PDF and share the resulting 
PDF file. 
 
Here’s how to print List View: 
 



 

Facilitator Guide – Introduction to Residential Pricing changes - Session 3 – BAT in action 

Page 29 of 37   

• Click (and hold the mouse button down) below the bottom-right Notes field and drag all the 
way up to the top-left of the screen. The area will indicate it’s selected by going slightly dark. 

• Go to the Page Layout tab and select Print Area – Set Print Area 
• Change the Width setting to 1 page. 
• Change the Height setting to Automatic. 
• Press CTRL-P on your keyboard. 
• You can then either print to PDF or to a printer. 

13. SAY: You should keep the BAT tool open at this point, as you are going to transpose some of the 
information from it into the GPT tool, as well as make use of that data string in Socrates. 

 

Questions 

14. DO: Display slide 24 

15. SAY: Before we move on to that, does anyone have any questions related to what I have shown 
you so far? 

Facilitator Note: Take questions related to what you have just demonstrated. If the questions are too 
complex or you are unsure of the answer, take note of the question and say you’ll get back to the 
person later. 

 

 

 

Entering information into GPT and Socrates 
Purpose – This section demonstrates how to take important information from the BAT tool and use it in the GPT tool, and how to 
transfer data from the BAT and GPT into Socrates. 
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(10 minutes) 

 

1. DO: Display slide 25 

2. SAY: We’re now going to start using different tools in this final section of the demonstration, 
specifically the GPT tool and Socrates. This is because information from the BAT needs to be added 
into the GPT, then information from the BAT and GPT needs to go into Socrates. 
 
It might sound or seem a little complex at first, but it’s actually a very simple series of steps that 
will take you around 5 minutes to do when you become familiar with the process. You just need to 
make sure that any information you take from one tool to another, is entered accurately in the new 
system. 

 

 

3. DO: Display slide 26 

4. SAY: All individual funding allocations must first be discussed and agreed with the Provider to 
ensure the Provider has the capability to support the person in a Community Group Home service. 

5. CLICK+SAY: Once the allocation is agreed, the NASC organisation or EGL site must enter a service 
allocation under Service Coordination in Socrates, ensuring that:  

• the service ID corresponds to the person's region, and GPT output,  

• the correct provider region is selected, 

• the BAT rationale is copied and pasted. 

6. CLICK+SAY: In client documents the following are saved: 

• the completed BAT and GPT files, 
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• the rationale for the allocated funding rate, including peer review, Quality Assurance and 

Review Panel outcomes. 

 

7. DO: Display slide 27 

8. SAY: Let me talk you through the steps, to give you an overview of the process, and then I will go 
back and show you some of the steps that happen in Socrates. 

9. SAY: Imagine you have a completed the BAT. The first thing you need to do is use information from 
the BAT to enter it into the GPT to get a rate to offer the provider. 

Facilitator Note: Focus on the PowerPoint slide at this point and explaining the process first, and 
then later this guide will indicate when you should demonstrate the steps.  

10. CLICK+SAY: You need to go into Socrates, generate a copy of the GPT in the same way you 
created a BAT file. 

11. CLICK+SAY: In the BAT, locate the Inputs for GPT data in the List View and copy the 
information from it into the GPT. This will generate the rate that should be reviewed by a peer. It 
may also require endorsement from the DSS Review Panel before it is offered to the provider for the 
service.  

12. CLICK+SAY: You then go into Socrates and allocate the service, choosing the appropriate Service 
ID based on the band allocation information. 

13. CLICK+SAY: You can then safely close the GPT that you had opened at this point. 
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14. CLICK+SAY: You need to get the Data string for Socrates from the BAT (that’s the complex, 
non-editable data at the bottom of the List View), copy it and paste it into BAT Rationale field in 
Socrates. 

15. CLICK+SAY: Next, close the BAT file and it will be saved into the Client’s profile in Socrates. 

16. CLICK+SAY: Later, you will need to return to Socrates, to update the disabled person’s address 
when the Service Provider has confirmed the Service Request. This is important to maintain, as it 
will be used for new reporting. 
 
If you need to come back to the completed BAT at any point, you can always open it from the 
disabled person’s profile in Socrates. 
 
All these steps are quite easy to do, so I am going to show you the process again in more detail. 

DO NOT DEMO THE PROCESS IN THE SOCRATES. 

YOU ARE WELCOME TO POINT OUT WHERE THE INFORMATION IS ENTERED, BUT 
YOU SHOULD NOT ADD OR UPLOAD ANY INFORMATION FROM THE SCENARIO INTO 

THE LIVE SOCRATES WEBSITE. 
 

 

17. DO: Display slide 28 

18. SAY: I can’t demo this process for you in Socrates, as we shouldn’t enter any training information 
or upload material into the live Socrates website, so I’m going to show you the process with a copy 
of the GPT and in screenshots. 

19. SAY: You need to go into Socrates and generate a GPT file in the same way as you created a BAT 
file. Make sure you always go back to Socrates when you need to use the GPT rather than using a 
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copy you may have downloaded previously. 
 
But again, because I don’t want to interact with the live Socrates site, I am going to use a copy of 
the GPT momentarily. 
 

Facilitator Note: Show the BAT you have been using.  

20. SAY: Here’s just a brief reminder of the Inputs for GPT data in the List View of the BAT that I’m 
about to use. This will generate the rate that should be offered to the provider for the service. 
 
Even when the BAT indicates that the package sought is not likely to be within a banded 
rate, you should confirm this by entering the information into the GPT tool. 

Facilitator Note: Open your local copy of the GPT.  

21. SAY: For Peter: 

• I need to enter his First Name (Peter) and Last Name (Doe) 
• I select Auckland as the Town/City 
• For Care Hours, I select a ratio of 1:4 for the Core Shift and 1:5 for Assistance Shift 
• And finally, I set the No. of Bedrooms to 5 
• This indicates that the banded rate to offer the provider is Northern Band 1  

 

22. DO: Display slide 29 

23. SAY: Once you know which band they are on and the provider, you can then allocate the service in 
Socrates. 
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24. DO: Display slide 30 

25. SAY: Click Add New DSS Service. 

 

 

26. DO: Display slide 31 

27. SAY: Select the correct Provider and region, and Service ID. 

28. CLICK+SAY: Let’s take a closer look at the Service ID for a moment. 
 
There are 56 potential Service IDs, so it is important to select the correct one aligned with the BAT 
Output and Client. You can see that the Service ID includes information on the Group Home, 
region, disability, and the allocated band. 

29. SAY: “GH” refers to Group Home. “N” refers to the region (Northern, Midlands, Central, Southern). 
“P” or “I” refers to the disability, and then “1” relates to the band. 
 
Information about the Service ID is included in the BAT User Guide and as a separate Cheat Sheet 
document. 

Facilitator Note: Pause to allow time to review this image. 

 

 

30. DO: Display slide 32 

31. SAY: Then you can copy the Data Inputs for Socrates script from the BAT, into the BAT 
Rationale field. 
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32. DO: Display slide 33 

33. SAY: If you select an Exceptional Rate Service ID, additional fields will appear to be completed. 
Note that you must have received endorsement for the exceptional rate from the DSS Review Panel 
before you do this. 

34. SAY: You can then safely close the copy of the GPT that you had opened, and it will be saved into 
Socrates. 

 

 

35. DO: Display slide 36 

36. SAY: You should ALWAYS open the GPT from Socrates, every time you need to use it. Please do 
NOT save a copy to your computer. This ensures that if there are any changes made to the GPT, 
you are always using the most recent version. 

 

 

Questions 

37. DO: Display slide 37 

38. SAY: Does anyone have any questions related to what I have shown you in this session? 

Facilitator Note: Take questions related to what you have just demonstrated. If the questions are too 
complex or you are unsure of the answer, take note of the question and say you’ll get back to the 
person after the session. 
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Wrap Up 
Purpose – This section provides time for learners to ask final questions and to discuss the learning outcomes. It also encourages them to 
reflect on the most valuable take-outs from the session and identify what actions they can take. 

(8 minutes) 

 

Wrap up 

1. DO: Display slide 38 

2. SAY: We’ve reached the end of this session. 
 
It was designed to give you a hands-on demonstration of the BAT tool using a scenario that had 
been created. There is a copy of the file that I used in this session available in Socrates if you’d like 
to look at it. I’ll give you more information on where to find the file, the BAT and GPT in our next 
session. 
 
We explored the layout of the BAT tool, looking at the Purpose tab, Plan View and List View. We 
then took some of the information from the BAT into GPT and into Socrates. 

 

 

Learning goals 

3. DO: Display slide 39 

4. SAY: You should now be able to understand: 

• The reasons for using the BAT tool and GPT. 
• How to access the BAT tool, ready to enter information 
• The Purpose, Plan View, and List View tabs and when best to use each tab. 
• The ways in which you can enter information into and share information in the BAT 
• information in the BAT needs to be transposed into the GPT tool and Socrates 
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Questions 

5. DO: Display slide 40 

6. ASK: Does anyone have any questions, concerns or comments they wish to make currently? 

Facilitator Note: Take any questions from the participants and respond if you can. If you are unsure 
of the answers to any questions, indicate that you will note the question down and feed answers back 
later. 
 
Use your discretion as to how long to spend on this activity before moving to the final slide. 

 

 

Thank you 

7. DO: Display slide 41 

8. SAY: In the final session:  

• I’ll do a quick recap of the funding allocation process. 
• I’ll explain the process for dealing with Exceptional Rates 
• I’ll explain the training and support material that’s available to you. 
• I’ll talk about what’s next for you. 
• I’ll then wrap-up the training and try to answer any additional questions that you have 

Facilitator Note: It is now up to you, based upon how you have decided to run the training sessions, 
whether to take a break or move on to the next session. 

9. SAY: Thank you. 
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