
 

 

GUIDE: How to create a new Restrictive 
Practice Service User 
1. Login to ODC using the provided Data Entry Operator username and password at 

https://secure.disability.qld.gov.au/ngo  
 

2. Click on Restrictive Practice in the left navigation menu, then click on [+] to expand the 
options, then click on Restrictive Practice Service User. 

 
3. Do a search to verify the Service User is not already in ODC. 

 
4. If the user is not in ODC, click on Add new Restrictive Practice Service User. 

 
5. Add Service User Details and Address Details, press Submit. An email notification will go 

to the Authorising Agency Officer advising that the service user details require declaring. 
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6. A new Service User Details section will be created, where you can submit a Form 6-4. 

 

Note: Implementing providers registered with the NDIS Commission are required to submit monthly 
reports to the NDIS Commission on the use of restrictive practices against the participant’s current/ 
active positive behaviour support plan. 

 


