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Welcome to the Disability Maintenance Instrument: Frequently Asked Questions
Guide.
This Guide has been written for people associated with business services – from
support staff, to managers, to Board members.
As the title suggests, the purpose of this Guide is to address the key questions,
issues and concerns that have been raised by business services about the
Disability Maintenance Instrument (DMI), the tool that is used to collect
information about a client’s needs for support in the workplace.

What’s in it?
The Guide is essentially a series of questions and answers about the DMI. The
questions have been grouped into the following topic areas, to make it easier to
find information.
1 The DMI
2 The Assessment
3 The Evidence
4 The Domains
5 The Score
The questions provide background information about the DMI, and also cover
some of the key issues about its implementation. In the answers you’ll find
facts, advice and examples. The examples are used to clarify issues and identify
possible solutions/options.
You may like to follow up some of the resources listed at the end of the Guide, to
extend your knowledge and understanding of the DMI.

How should I use the information?
It’s important to remember that this Guide provides general information and
advice about the DMI.
Business services differ in size, structure, location and clients – and so the way
each one approaches the DMI is different. However, a key aim of this Guide is to
provide basic and practical information – a ‘this is what you need to know and
here are some examples of what you could do’ resource, as opposed to ‘this is
what you must do’.
The background information about the DMI explains what it is, why it’s important,
and what role these factors may have in meeting the DMI requirements.
The examples given throughout the Guide may assist in setting up and/or
reviewing the systems in your organisation, so that you approach the DMI
requirements in a practical and more streamlined way. When you are going through
change, it’s always useful to see ideas or examples of other systems. Even if you
only take away one idea that helps you do what you do even better, it’s worth it.


DMI Frequently Asked Questions | Implementation Guide

The DMI
An introduction to the DMI
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What is the DMI?
In the 2002/2003 Federal budget, the Commonwealth Government announced
significant disability service reforms. These reforms included a commitment
to replace block funding arrangements with case based funding. Case based
funding is:
‘a fee-for-service arrangement where fees are paid to providers to assist job
seekers with disabilities to find and keep employment, and the fees are based
on the job seekers’ support needs and their employment outcomes.’
Commonwealth Department of Family and Community Services, Factsheet, Budget 2003/2004
http://www.facsia.gov.au/internet/facsinternet.nsf/via/budget2003-04/$file/wnwd_a1overview.pdf)

In other words, the funding that providers (such as business services) receive is
determined by the support needs of the clients they are assisting, on a ‘case-bycase’ basis. So, in the move to case based funding a new administration tool was
required – a tool that would somehow measure the ‘support needs’ of a client,
and match this with an appropriate level of funding.
After extensive research, consultation, field testing and review, the Disability
Maintenance Instrument (DMI) was developed. It’s a computer-based
administration tool that’s designed to:
1 assess the amount of support a client requires to keep employment
2 translate this assessment into a funding level.

How does the DMI work?
Basically, the DMI is like a questionnaire. There are nine parts (domains) to
the questionnaire – each focusing on a specific behavioural or functional area
where a client may require assistance (for example, Vocational Assistance,
Communication Abilities, Social and Behavioural Assistance).
Within each of the domains is a series of questions (assessment items). Each
question covers a specific task or functional area that may affect the level of
assistance a client may require.
The questions (assessment items) collect data on the level of assistance required
by using a rating system. Each question (assessment item) has a corresponding
rating category – a rating must be selected for each question (assessment item),
based on the evidence that is collected about the client over the previous three
months.
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9 domains
(parts)

Assesment
items
(questions)

Rating
category
(level of
assistance)

Score
(computer
generated)

Funding
level

Social and
behavioural
For example, level of
assistance provided to enable
a client to:
Cognitive

q Manipulate objects.
q Move objects around.
q Lift and move objects.

Vocational

Physical and
personal care

q Move around the
workplace … and so on.

For example:
q No assistance provided.
q Some assistance provided.

Communication

q Moderate level of
assistance provided.
q High level of assistance
provided.

Workplace
environment

Score
Special

Other

Variable

1

$

2

$$

3

$$$

4

$$$$
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Rating category

Description

No assistance provided

Worker consistently achieved
this with no prompts, reminders,
counselling or other support during
the past three months

Some assistance provided

Worker required up to three or
four prompts, reminders, or brief
(for example, up to 10 minutes
duration) counselling or role
modelling sessions during the past
three months

Moderate level of assistance provided

On average worker required weekly
prompts, reminders, counselling or
role modelling sessions during the
past three months

High level of assistance provided

Worker required frequent (for
example, daily) prompts, reminders,
counselling and/or other support
during the past three months

There are 126 questions (assessment items) in the DMI. When they have all been
answered, a total ‘score’ is automatically generated using a computer program.
This score is designed to reflect the level of assistance a client requires – the
higher the score, the greater the level of assistance required.
The final DMI score translates into one of four funding levels – and this is what
the provider will receive to support the client in maintaining their employment.
Level 1 is the lowest funding level and Level 4 is the highest.

Figure 1: The first part of the DMI is client certification.
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How do I access the DMI?
The only way you can create and submit a client’s DMI is online, via the FaCS
Online Funding Management System (FOFMS). FOFMS is an online system, used
by the Department of Families, Community Services and Indigenous Affairs
(FaCSIA) to manage funding arrangements with service providers.

Figure 2: Only authorised personnel have access to the DMI, via FOFMS.

Only approved service providers, such as business services, have access to
FOFMS – it cannot be accessed by the general public. In addition, only authorised
personnel within business services can log on to the system. That’s because
FOFMS and administration tools such as the DMI contain sensitive information
about clients. If you are authorised to access FOFMS, it’s important your login
and password are never shared.

Who’s responsible for managing the DMI
in a business service?
The answer to this question depends on the systems used in your organisation.
In a larger organisation there may be two or three people responsible for
managing the DMI, but in a smaller organisation there may be only one person.
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The previous question mentioned that only authorised personnel can access
FOFMS and the DMI. In fact, there are two levels of authorised access on the DMI.
They are:
◗ DMI Creator
◗ DMI Authorising Officer.

DMI Creator
DMI Creator is the basic access level. People with DMI Creator access can:
◗ create a DMI
◗ enter data
◗ submit a DMI for authorisation
◗ print and view an authorised DMI.

DMI Authorising Officer
The DMI Authorising Officer has a greater level of access. They can perform all of
the functions of the DMI Creator, but are also responsible for:
◗ checking the content of the DMI before it is submitted
◗ submitting the DMI for scoring.
A DMI Authorising Officer can also delete a DMI, if required.
In smaller organisations, one person may be both DMI Creator and DMI
Authorising Officer. However, where possible, it’s recommended that these roles
remain separated. This will go some way to ensuring assessment decisions and
data entry are properly checked prior to submission.

Do all clients need a DMI?
Under the Programme Procedures, a DMI can only be completed once a client
obtains an ‘employment outcome’. A client will then have a DMI reassessment
every two years.
An employment outcome is defined as:
‘… employment for at least 8 hours per week for at least 13 weeks.’
Clause 17, Standard Terms and Conditions of Funding

This means you cannot complete and authorise a DMI until a minimum of 13
weeks after the client commenced receiving FaCSIA funded assistance from your
business service. The commencement date is taken from the Intake Completion
Date recorded in FOFMS.
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What is a DMI assessment?
The DMI is a tool that ‘measures’ the support needs of clients, and matches this
with an appropriate level of funding.
For the purposes of the DMI, ‘support’ or ‘assistance’ is defined as any
employment-related assistance or intervention provided. This includes:
◗ assessment
◗ training (social skills, on-the-job and other training)
◗ supervision
◗ interpreter assistance
◗ counselling
◗ case management
◗ attendant care.
Basically the DMI is like a questionnaire – there are set questions (assessment
items) that are ‘answered’ by selecting a rating category that best describes the
client’s support needs during the previous three months.
Before a DMI can be completed, the client needs to be assessed. The purpose
of assessment is to gather reliable information about the client, so informed
decisions can be made about their support needs. In other words, there needs to
be some information and evidence about the client so that the most appropriate
rating category is selected for each of the DMI questions.
Sometimes people think of assessment as having to complete a one-off ‘test’.
That’s not the case with DMI assessments. DMI assessments are about gathering
information and evidence about a client’s support needs in the workplace, for the
three months prior to completing the DMI. This means:
◗ you can use a range of observation and documentation systems to complete
the assessment – there’s no one correct way of doing it
◗ assessment occurs within a set period of time (over at least three months
prior to completing the DMI)
◗ assessment should be ‘authentic’. In other words, where possible you should
observe the client in their workplace
◗ you should focus on the level of support the client needs to do their job – it’s
not a general assessment of everyday support needs
◗ assessment needs to be planned, so that information and evidence is
collected against all the DMI questions (assessment items).

10
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Who’s responsible for undertaking DMI assessments?
There is no official requirement for assessments to be undertaken by qualified
‘assessors’. Particular people in your organisation may be responsible for
planning and coordinating DMI assessments (for example, developing
documentation systems, distributing observation sheets, overseeing data
collection, etc), however many people may be involved in the assessment
process in some way.
For example, a support worker may be asked to fill in an observation sheet about
a client each day for two weeks, to collect evidence for the DMI.
The DMI is directly linked to the funding a business service will receive to support
its clients – so it’s very important. If people are involved in the assessment
process in any way, they need to understand the purpose of the DMI and their role
in contributing to it. This will help to ensure information and evidence is collected:
◗ in the required format
◗ as objectively as possible
◗ within the correct timeframe.

How often are clients assessed?
A client’s first DMI must be completed after they obtain an ‘employment outcome’.
An employment outcome is defined as:
‘… employment for at least 8 hours per week for at least 13 weeks.’
Clause 17, Standard Terms and Conditions of Funding

After this, a reassessment is required every two years. In other words, every two
years another DMI is completed.
Note: You can request a DMI reassessment before the two year period is up, if a
client’s support needs change significantly. (See page 41 for more information.)
It’s important that DMIs are completed on time. Payments can be suspended
if they aren’t completed by three months after the due date. And if they aren’t
completed four months after the due date, the case will be exited from the
system. If payments are suspended or the case is exited you will not be backpaid. This can have a significant impact on the business service, and possibly on
the support a client receives.
Business services are responsible for monitoring DMI assessment and
reassessment dates – so you should have a system in place to manage this
information. However, to assist this process FOFMS has begun to auto-generate
reminders to authorised personnel of upcoming dates. (Remember that these
automated processes rely on case records being correct and up-to-date –
including the names and details of authorised personnel.)
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Do I involve clients in the DMI assessment?
Under the Commonwealth Privacy Act 1988, you are obliged to explain to the
client (or their advocate) their rights regarding the collection and use of personal
information.
With this in mind, you should have a policy of informing clients of the DMI
assessment, its purpose, and the anticipated assessment process. You should
also discuss the results of the DMI with the client.
How much a client is involved in the completion of the DMI is up to the
professional judgement of those undertaking the assessment.

Example 1:
A client has difficulty understanding the concepts covered in the questions. In this
case, the DMI process is briefly and simply explained verbally, but the client has no
other direct involvement in the assessment process.

Example 2:
A client has excellent cognitive capacity and communication skills. During some
on-the-job observations they are asked to describe any difficulties they have in
performing their job.

Whatever the situation or capability of the clients, it’s important to note that you
must never ask clients to complete their own DMI assessment – it’s not their
responsibility, and could compromise the outcome.

What is the assessment process?
There are five key stages in the assessment process.
Determine
assessment
focus

Decide
assessment
method

Collect
evidence

Collate
data

Perform
assessment

1 Determine assessment focus
The first stage may seem obvious, but it’s extremely important. Before you
start, you need to be very clear about what you are assessing.

Example:
If you are assessing the level of assistance a client needs to understand and follow
simple instructions, the key words are ‘understand’ and ‘follow’ – that’s the focus of
your assessment. You need to collect evidence about the level of support the client
requires to ‘understand’ and ‘follow’ simple instructions.

12
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2 Decide assessment method
The next stage is deciding on the best way to assess. In other words, how do
you go about collecting accurate and reliable evidence?

Example:
You are determining the level of assistance a client needs to be punctual in starting
and finishing work. You decide the best way to do this is:
◗ ask the client’s work supervisor, over the course of two weeks, to note if any
assistance is provided to encourage punctuality
◗ look through the previous month’s administration records, to check if the client’s
timesheets indicate a punctuality issue, or if there are records of the client calling
in to say they were going to be late for work.

Asking the client’s work supervisor to observe and keep records is a good
way of collecting evidence for this assessment item. The work supervisor
will be well aware of when the client arrives and leaves for work, and will
also be directly involved in encouraging punctuality. Similarly, checking
administration records would also be useful, as they may reveal some
punctuality issues.
You would probably not ask the client’s parents or work colleagues for
information about the client’s punctuality. In this situation, they may not be
reliable sources of information. You need objective, documented evidence
– not hearsay or undocumented verbal opinions.

3 Collect evidence
Once you decide how you are going to assess or collect evidence, the next
stage is doing it. There are some important points to remember when you are
performing an assessment or collecting evidence.
◗ Make sure the client knows what you are doing – you’re obliged to explain
to the client (or their advocate) their rights regarding the collection and use
of personal information.
◗ Remain objective. You need to collect accurate evidence about what the
client’s needs are – not what you think the client needs.
◗ Keep the focus. You must follow the assessment method that’s been
selected, and only collect what’s relevant.
◗ Maintain the client’s privacy and dignity. Evidence should only be discussed
with authorised personnel or the client, and must be stored securely.

4 Collate data
The next stage is bringing all of the evidence together, and drawing out the
facts. This may mean counting how many times a client did something, or how
long they took with something. Or it may mean interpreting descriptions about
the client’s needs.
If there are any queries or you find conflicting data these need to be clarified. This
may mean going back to the source of the evidence, or collecting more evidence.
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5 Perform assessment
And finally, you need to make a judgement. This means looking at what the
evidence is telling you, looking at the rating category descriptions for that
particular question (assessment item) on the DMI, and then making an objective
judgement about which rating best describes the client’s needs. The judgement
is official when authorised personnel authorise the assessment in FOFMS.

What if I believe a client’s future support
needs may be different?
Example.
A business service has a client with a history of mental illness. Occasionally the client
has episodes of debilitating depression, which dramatically affects their capacity to
perform adequately in their job. Recently a support worker mentioned that she ‘can
feel’ another episode coming on.

What should the organisation do, in terms of the client’s DMI assessment?
The DMI can only be based on actual support required during the assessment
period (previous three months). It should not be adjusted to cater for
‘predictions’ about the future levels of assistance a person requires.
If a client’s support needs change significantly three months after their DMI was
completed, you can contact FaCSIA and request a DMI reassessment. Evidence
to support the need for a reassessment must be provided. It must show that the
client has experienced significant physical, emotional or behavioural change,
which has directly affected work performance or hours of work, and the level of
support required. (See page 41 for more information about reassessment.)

How do other business services assess clients?
It may seem overwhelming and time consuming to collect evidence against 126
questions (assessment items), particularly for smaller organisations. However,
there are systems you can introduce to streamline the process. An example of
good practice follows.

14
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Widehills Industries started by focusing on the nine domains in the DMI.

1 Social and Behavioural Assistance
2 Cognitive Assistance
3 Vocational Assistance
4 Physical Assistance and Personal Care
5 Communication Abilities

6 Workplace Environment Assistance
7 Special Assistance
8 Other Assistance

9 Variable Assistance
Then, against each domain they recorded sources of evidence they had already
developed or maintained for other purposes.
For example:
Domain

Source of evidence

Social and Behavioural Assistance

Professional assessments
Workplace assessment
Work reports
Positive Behaviour Support plan
File note records

The mapping of existing sources of evidence was useful to locate relevant data
for each domain. (Widehills Industries also modified its workplace assessment
template to include categories that aligned with the DMI domains – another way
of streamlining data collected).
However, because the DMI focuses on the three months prior to submission,
Widehills Industries decided to also develop and implement a simple evidence
collection tool, to gather data during this period. They created a ‘tick sheet’
system, where supervisors and other workplace personnel record assistance
provided to the client by ticking or recording small amounts of descriptive
information on the sheets developed for each domain. The tick sheets were
different for each domain to collect the specific data required to answer the
questions (assessment items) on the DMI.
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Physical Assistance and Personal Care

Move objects around and
complete gross motor tasks (eg
tasks involving movement and
coordination of arms and/or legs)

4
4

30.06.05

4
4

4 4
4
4

4
4
4

4
4
4

4
4

4
4

4
4

Lift and move objects
in accordance with the
requirements of work placement
and within safety limits

25.06.05

14.06.05

08.06.05

29.05.05

05.05.05

01.05.05

4
4
4

19.04.05

Manipulate objects and complete
gross motor tasks (eg tasks
involving dexterity of fingers)
relevant to work placement

10.04.05

How much assistance has
been provided to enable the
worker to:

30.03.05

Date and tick each time assistance is provided during the day, for each
assessment item. For example, if assistance is provided three times in one day,
place three ticks against the assessment item.

4
4

Move around the workplace or
training environment freely and
safely
Set up and arrange own work
environment, equipment and
materials

4
4

4
4

Maintain required work pace
without tiring

4

4

4

See clearly to perform work
related activities (when wearing
glasses or contact lenses if
normally worn)
Attend to toileting and personal
hygiene needs
Prepare and consume drinks and
food at work or work preparation
setting
Manage own medication while at
work

4 4 4
4 4 4
4

4 4
4 4

4 4
4
4 4

4
4
4
4

4

4
4
4

4 4

Maintain personal comfort and
pressure area care (if unable to
walk)
Manage pain associated with
physical injury or illness

4

Transfer between wheelchair and
other seating and/or load and
unload from wheelchair transport

Any additional notes

16
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4

4

Special Assistance
Record date and duration of assistance, for each assessment item.

Over the past three months, has the worker
required any of the following types of special
assistance?

Date

Duration

Physical intervention by staff to prevent injury to
self or others (eg due to aggression or self-injurious
behaviour)

06.04.07

10 mins

Non-physical intervention by service staff to prevent
injury to self or others (eg verbal intervention,
behaviour management strategies)

05.0407
02.04.07
01.04.07

10 mins
10 mins
10 mins

08.04.07

20 mins

First aid treatment for episodic conditions such as
epilepsy or asthma or incidents such as falls or other
immediate threats to health
Counselling or other intervention for SEVERE mental
health-related episodes such as severe stress,
anxiety, panic attack, delusions or suicidal threat
Counselling for less acute issues such as grief,
behavioural issues

It would be time consuming to fill in the sheets every day over the entire three
month period. So, to get a good sample of evidence, it was decided that a
minimum of ten working days had to be covered for most domains over a three
month period. The exceptions were:
◗ Workplace Environment Assistance
◗ Special Assistance
◗ Other Assistance
◗ Variable Assistance
which were monitored over the entire three month period.
When it’s time to complete the DMI, Widehills Industries reviews the data
collected on the tick sheets, as well as cross checking this with other relevant
sources of evidence identified in their original mapping. With this evidence, they
are able to complete the DMI satisfactorily. All tick sheets are then stored in the
client’s file, as evidence for audit.
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The Evidence
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Why is evidence important?
Evidence is a crucial part of the DMI. For business services, it provides the facts
you require to complete an accurate DMI, and ensure appropriate funding for a
client’s needs. For FaCSIA, documented evidence ‘proves’ any claims you make
about the level of support a client needs. So, evidence determines the claim, and
supports the claim.

What evidence do I need?
The DMI has 126 questions (assessment items). You have to select a rating
category for each of these – so you are making a ‘claim’ against each question
(assessment item) about the level of assistance a client needs. This means
evidence is required for all of the questions (assessment items) in the DMI – to
determine and support the claims.
Evidence can come from a range of sources, including:
◗ workplace supervisors
◗ the client or their advocate
◗ the client’s family
◗ official workplace documents, such as employment plans, reports by
professionals, timesheets.
Remember that the DMI is not meant to be an entirely separate process from the
other work of the organisation. You already document and collect a significant
amount of evidence as part of your everyday processes and for accreditation
requirements. Where relevant, this evidence can also be used for the DMI.
The most valid (given it’s currency) evidence is collected in that three month
window before the DMI is submitted. However, you shouldn’t exclude valuable
and reliable evidence that’s been collected over the previous 24 months,
such as wage assessments. As best practice, there is usually a more intensive
assessment period in the three months leading up to completing the DMI, when
you capture the bulk of the evidence.
For more detailed information about evidence, read the Evidence Guide for
Business Services.

20
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Where do I keep evidence?
Your organisation will have its own systems to store evidence. It’s important that
evidence is stored securely for two reasons.

1 It maintains client confidentiality. Evidence about a client is not for public
display. It may contain sensitive information about the client and their needs.

2 It adheres to audit requirements. FaCSIA can conduct random audits in
relation to DMI claims. Part of the audit process is checking the evidence, to
ensure incorrect or intentionally fraudulent claims are not being made.
You can make notes on the DMI about where the evidence for each question
(assessment item) is held. This assists with sourcing records and information for
audits – both internal and external.

What’s the auditing process?
FaCSIA can conduct audits or checks in relation to the DMI at any time. This may
mean someone visits your organisation to inspect your processes and records.
Or you may be asked to send in copies of documentation to verify a claim. The
Department audits to monitor claims and identify any intentional fraudulent
activity.
Your organisation may also conduct internal audits from time to time. Internal
audits can provide useful feedback on the systems and processes you have in
place, and identify areas that need changing or improvement.
To be well prepared for internal or external audits it’s important you:
◗ collect evidence to support your claims
◗ store this evidence securely
◗ can retrieve the evidence easily if required.
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The Domains
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What are the domains?
The nine domains in the DMI are a way of categorising the questions. Each
focuses on a specific behavioural or functional area where a client may require
support. The nine domains are:
◗ Social and Behavioural Assistance
◗ Cognitive Assistance
◗ Vocational Assistance
◗ Physical Assistance and Personal Care
◗ Communication Abilities
◗ Workplace Environment Assistance
◗ Special Assistance
◗ Other Assistance
◗ Variable Assistance.
The following tables show the nine DMI domains, and the questions included
in them. Reading through them will give you an understanding of what each
domain covers.

Domain

Description

Social and
Behavioural
Assistance

Over the past three months, what level of assistance has this
service provided to enable the worker to:
a maintain friendly and cooperative relationships with others
b greet and interact with people confidently
c behave appropriately in interview, assessment, work experience
or work situations
d control anger and frustration appropriately
e cope with work-related stress and pressure appropriately
f

maintain a positive outlook and mood most of the time

g manage fear or anxiety about work issues
h display emotions appropriate to the situation
i

cope with change in the work environment

j

address attitudinal barriers, eg difficulty in dealing with authority
figures and difficulty accepting direction

k maintain personal hygiene, grooming and dress appropriate to
work environments.

24
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Domain

Description

Cognitive
Assistance

Over the last three months, what level of assistance has this service
provided to enable the worker to:
a learn complex tasks (eg involving three or more steps) relevant
to their current job after being shown or instructed in the task
once or twice
b learn simple tasks (eg involving one or two steps) relevant to
their current job after being shown or instructed in the task once
or twice
c solve problems and make decisions appropriate to current work
role
d understand and follow complex new instructions (eg involving
three or more steps)
e understand and follow simple new instructions (eg involving one
or two simple steps)
f

remember tasks or instructions for the remainder of the work/
training day after being shown or told

g remember tasks or instructions several days after being shown
or told
h concentrate on tasks without being distracted
i

plan and organise work tasks.
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Domain

Description

Vocational
Assistance

Over the past three months, what level of assistance has this
service provided to enable the worker to:
a undertake the full range of tasks required for current job
b understand the basic requirements of employment
(eg attending work, reporting to supervisor, complying with
instructions)
c demonstrate a level of work productivity and work quality
acceptable in the workplace (including under supported wages
system)
d work on task under the usual supervisory conditions for at least
30 minutes
e work on task under the usual supervisory conditions for at least
1 hour
f

understand time and be punctual in starting and finishing work
and scheduled breaks

g respond appropriately to instructions from work/work
preparation supervisor
h use initiative appropriately in the workplace (eg initiate work
tasks, move on to the next step, etc)
i

asks for assistance appropriately if required

j

comply with safety requirements in the workplace or work
preparation sessions

k attend at least 95% of work or work preparation sessions
l

give appropriate notification of any absences (eg due to
sickness)

m contact employer by telephone
n adapt to environment conditions in the workplace (eg noise,
heat, cold, humidity)
o travel to and from work independently (eg travel training or
assisting with transport bookings)
p develop awareness and acceptance of own abilities and
limitations in work activities and employment goals
q be motivated and enthusiastic about current employment.
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Domain

Description

Physical
Assistance and
Personal Care

Over the past three months, what level of assistance has this
service provided to enable the worker to:
a manipulate objects and complete gross motor tasks (eg tasks
involving dexterity of fingers) relevant to work placement
b move objects around and complete gross motor tasks (eg tasks
involving movement and coordination of arms and/or legs)
c lift and move objects in accordance with the requirements of
work placement and within safety limits
d move around the workplace or training environment freely and
safely
e set up and arrange own work environment, equipment and
materials
f

maintain required work pace without tiring

g see clearly to perform work related activities (when wearing
glasses or contact lenses if normally worn)
h attend to toileting and personal hygiene needs
i

prepare and consume drinks and food at work or work
preparation setting

j

manage own medication while at work

k maintain personal comfort and pressure area care (if unable to
walk)
l

manage pain associated with physical injury or illness

m transfer between wheelchair and other seating and/or load and
unload from wheelchair transport.

Domain

Description

Communication Assessors are ask to select the ratings category that best fits the
worker’s communication abilities for each item:
Abilities
a understanding language
b expressive language
c speaks another language
d hearing
e other language uses.
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Domain

Description

Workplace
Environment
Assistance

During the past three months, which of the following types of
assistance has your service provided or funded for the worker:
a workplace assessment (eg assessment of worksites for physical
accessibility and/or modification requirements)
b negotiating and arranging modifications to the workplace
environment (eg building modifications, ramps)
c job modification or redesign to match the capabilities of the
worker
d selection and procurement of adaptive equipment or technology
e training the worker in the use of adaptive equipment or
technology
f

training co-workers in the use of adaptive equipment and
technology

g supporting co-workers to adjust to the worker’s abilities and
workplace support needs
h supporting the employer to accommodate the worker’s abilities
and workplace support needs
i

not applicable – no workplace environment assistance.

Domain

Description

Special
Assistance

During the past three months, has the worker required any of the
following types of special assistance in the workplace or preparation
setting:
a physical intervention by staff to prevent injury to self or others
(eg due to aggression or self-injurious behaviour)
b non-physical intervention by service staff to prevent injury to
self or others (eg verbal intervention, behaviour management
strategies)
c first aid treatment for episodic conditions such as epilepsy or
asthma or incidents such as falls or other immediate threats to
health
d counselling or other intervention for SEVERE mental healthrelated episodes such as severe stress, anxiety, panic attack,
delusions or suicidal threat
e counselling for less acute issues such as grief, behavioural
issues.
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Domain

Description

Other
Assistance

During the past three months, which of the following types of other
assistance has your service provided or funded:
a advising or counselling the worker’s family regarding the
worker’s employment related issues
b assisting the worker in employment related matters involving
other agencies (eg declaring income to Centrelink)
c liaising with other agencies and treating professionals regarding
the worker’s disability, medical or psychiatric condition
d providing recognised pre-vocational training (eg training
towards a recognised vocational certificate or New
Apprenticeship)
e transporting the worker to and from work, training or other
employment related appointments
f

interpreter assistance for interviews and/or work orientation (eg
sign language interpreter or other language interpreter)

g English language and/or literacy training for the worker
h assisting the worker with career planning, development and
progression
i

not applicable – none of these items of assistance have been
provided or funded by the service in the past three months.

Domain

Description

Variable
Assistance

The Variable Assistance Domain has three categories. Based on
your assessment, observations and other evidence collected over
the past three months, indicate the worker’s assistance needs in
the following categories:
a the frequency of variation in the worker’s assistance needs
b fluctuations in assistance needs
c evidence of any episodic conditions.
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Why are there so many questions?
In total, there are 126 questions (assessment items) in the DMI.
At first glance, it may seem unnecessary to have so many – and a huge task to
collect evidence for each of them. But it’s important to keep in mind that the aim
of the DMI is to measure the level of support a client requires to do their job.
There are many tasks or situations where a client may need support in the
workplace. The questions (assessment items) aim to capture that information,
so that a reliable and complete ‘picture’ of the client emerges. Each question
(assessment item) is designed to cover a specific task or functional area that may
affect the level of assistance a client may require.

What if I have trouble interpreting a question?
The questions (assessment items) in the DMI deal with a range of behavioural
and functional areas where clients may require support. Functional areas are
usually easier to interpret and ‘assess’, as they deal with what a client can do
– the tasks they can perform.

Example:
What level of support is required to assist a client with toileting and personal
hygiene? (Physical Assistance and Personal Care, assessment item C)
In this instance, the question is clear and measurable – does the client need
assistance with toileting. Those supporting the client would be able to identify and
describe the type of support the person requires for this task, such as assistance with
clothing, reminders to wash hands, turning on taps.

However, behavioural questions can sometimes appear more difficult to interpret
and ‘assess’. They deal with who the client is – their emotions, personality,
moods, behaviour. We all have ‘good’ and ‘bad’ days, different types of
personalities, different values, different cultural backgrounds, etc.

Example:
What level of support is required to assist a client to cope with work-related stress
and pressure appropriately? (Social and Behavioural Assistance, assessment item E)
This question may be open to some interpretation, as it’s dealing with an area that’s
more difficult to measure. Does it mean discussing stress reduction techniques
with the client? Asking how they are going if they appear stressed? Discussing and
implementing time management techniques? Or noting how many moments of anger
and frustration the client displays?

30

DMI Frequently Asked Questions | Implementation Guide

If you have any queries about questions (assessment items) in the DMI,
particularly ones relating to behaviour or communication, there are some options.

1 Select the ‘Information’ icon on the top right of the DMI screen.
2 Select the ‘View Rating Definitions’ link on the DMI, to have a look at the
rating categories in more detail. This may clarify what you need to look for, or
how to measure a question you’re finding difficult to interpret.

3 Contact FaCSIA for assistance. It’s better to discuss a query than take a guess
or simply make something up. Misinterpreting a question could have an
impact on the rating category selected, which in turn could impact on the final
score and funding for the client.

What are the rating categories?
Each question on the DMI needs to be ‘answered’ by selecting a rating category.
The rating categories are there to describe the different levels of support a client
may need for a behavioural or functional area.
There are different rating categories used throughout the DMI domains. You only
select one rating per question, unless asked otherwise.
The following information explains the rating categories used for each of the
domains. Reading through them will give you an understanding of each one. If
you have access to the DMI, you can also select the ‘View Rating Definitions’ link
on the DMI itself, to have a look at the rating categories in more detail.
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Social and Behavioural Assistance, Cognitive
Assistance, Vocational Assistance, and Physical
Assistance and Personal Care
The Social and Behavioural Assistance, Cognitive Assistance, Vocational
Assistance, and Physical Assistance and Personal Care domains have the same
rating categories.

Rating category

Description

No assistance provided

Worker consistently achieved this with no prompts,
training, counselling or other support during the past
three months.

Some assistance provided

Worker required up to three or four prompts,
reminders, counselling, additional training sessions,
or other support during the past three months.

Moderate level of assistance
provided

On average worker required weekly prompts,
reminders, counselling or training sessions, or other
support during the past three months.

High level of assistance
provided

Worker required frequent (eg daily) prompting,
reminders, counselling, training, or other support
during the past three months.

Figure 3: Assessment items in the Social and Behavioural Assistance domain.
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Communication Abilities
The Communication Abilities domain contains five items, some of which have
further sub categories:
a Understanding language:
◗ understands complex language
◗ understands simple language
◗ difficulty understanding language.
b Expressive language:
◗ uses complex language
◗ uses simple language
◗ difficulty speaking.
c Speaks a language other than English.
d Hearing.
e Other language use issues.
For each of the above, there is a selection of descriptive ratings to choose from.
Only one rating is selected for each, except in the ‘Other language use issues’
item – more than one rating category can be selected here.

Figure 4: Descriptive ratings for the Communication Abilities domain.
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Workplace Environment Assistance
and Other Assistance
In the Workplace Environment Assistance and Other Assistance domains, more
than one rating can be selected, depending on what applies. When you select
categories for these domains, you need to consider whether your business service
has provided or funded any of the listed types of assistance to the client.

Figure 5: Assessment items in the Other Assistance domain.

Special Assistance
When you rate the five items in the Special Assistance domain there are three
steps. First, you need to select the yes/no rating to indicate whether assistance is
required. If ‘yes’ is selected, you then select one of the following rating categories
to indicate how often the assistance has been required:
◗ not required in the past three months
◗ required once in the past three months
◗ required more than once in the past three months (but not every week)
◗ required at least once each week.
And finally you select one of the following rating categories to indicate how long
assistance was required for on each occasion.
◗ Not applicable – has not occurred in the past three months.
◗ Assistance for less than 10 minutes.
◗ Assistance for between 10 and 30 minutes.
◗ Assistance for more than 30 minutes.
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If assistance was required on more than one occasion, the length of time should
be averaged.

Example:
A client required assistance on two occasions during the previous three months. The
first time was for a duration of 5 minutes, and the second time was for 25 minutes.
The average would therefore be 15 minutes – select the ‘Assistance for between 10
and 30 minutes’ category.

Figure 6: Assessment items in the Special Assistance domain, with three levels of categories.
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Variable Assistance Domain
The Variable Assistance domain contains three parts:
◗ Part (a) concerns the frequency of variation in the client’s assistance needs
– select one of five rating categories which range from fairly stable and
consistent to varying continuously.
◗ Part (b) involves the magnitude or size of fluctuations in assistance needs.
There are three rating options:
> negligible
> minor
> major.
Descriptions appear on screen.
◗ Part (c) asks if there is any evidence (such as a letter from a psychiatrist)
within the past two years that the worker has an episodic condition. The
response is a simple yes or no.

Figure 7: Assessment items in the Vairable Assistance domain.
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What if a client doesn’t ‘fit’ a rating category?
Example:
You are involved in a DMI assessment for a client with a significant hearing
impairment. You are not sure how to respond to some of the questions.
For example, the client is not taking any medication, so what rating should you select
for the question about the level of support required to manage own medication
while at work? (Physical Assistance and Personal Care, assessment item J)? Or in
the same domain, assessment items K, L and M which seem to only relate to clients
in wheelchairs, ie pressure area care, transferring from wheelchair to other seating,
managing pain associated with physical injury.

Remember that all questions in the DMI need to be answered, even if, like in
the example above, they appear to be completely irrelevant to the support
needs of a particular client, or the descriptive ratings – such as those used in
the Communication Abilities domain – don’t describe the client’s situation or
abilities exactly. So what should you do?
You need to select the rating that most closely describes the client’s situation. In
the example above, select the ‘no assistance required’ rating for the questions
(assessment items) mentioned, as this best describes the situation – the client
has no need for assistance in these areas. The same goes for descriptive ratings
– select the rating/s that best describe the client.

What if a client fits more than one rating category?
Some of the questions in the DMI allow you to select more than one rating – such
as in the ‘Other language use issues’ of the Communication Abilities domain. But
for many of the questions you are only able to select one rating.

Example:
A client interacts with people she knows, such as her work colleagues in the
organisation, very well. However, she tries to avoid talking to people from outside the
organisation, such as contractors.

On the one hand, it could be said that the client requires little or no assistance
in greeting people confidently (Social and Behavioural Assistance, assessment
item B); but on the other hand she requires a significant amount of support and
guidance in greeting people from outside the organisation.
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In the previous question, the message was to always select the rating that most
closely describes the client’s situation. The same message applies here. In this
situation, you would need to look at the evidence that’s been collected, and
select the rating that best describes the client’s support needs in maintaining
their employment. If they need to deal with outside contractors as part of their
employment requirements, then yes, they require support and guidance in
greeting people. How much? Go to the evidence collected, look at what the
evidence is telling you, and select the rating that best describes the situation.
If, however, the majority of the client’s interaction is with people they feel
comfortable with, the best rating would be ‘no assistance required.’

How do I know I’ve selected
the correct rating/category?
If you have followed the process correctly and applied the principles and
guidance contained in this manual, you’ll select the best rating category for each
assessment item.
Ask yourself the following questions.
◗ Do I have evidence to support my decision?
◗ Has the evidence been collected over the previous three months or more?
◗ Is the evidence about support needs to maintain employment (not general
support needs)?
◗ What is the evidence telling me about the amount of support provided?
(Remember, ‘support’ means any employment-related assistance or
intervention provided or funded by your organisation.)
◗ Based on all the evidence, does the rating category best describe the client’s
situation?
If you can confidently answer ‘yes’ to these questions, you have selected the
correct rating category. If you can’t, you need to go back and look at the evidence.
If there’s insufficient evidence, you may need to collect some more.
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The Score
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How is the DMI scored?
In total, there are 126 questions (assessment items) in the DMI. When all of
these questions have had ratings selected, a total ‘score’ is automatically
generated using a computer program – there is no manual processing or thirdparty interpretation.
How does the computer program do it? It’s a complex mathematical system,
that’s based on giving the domains and each question a certain weighting. They
are weighted differently in recognition that some items will have a greater impact
on employment assistance than others. These weightings are kept confidential
so that the system is fair for all business services.
This final score is designed to reflect the level of assistance a client requires
– the higher the score, the greater the level of assistance required. The final
score is not visible to business services.

How do DMI scores impact on funding?
The DMI score directly determines the amount of funding a business service
receives, so it’s vitally important that the DMI is completed correctly.
The final DMI score translates into one of four pre-determined funding levels
– and this is what the business service will receive to support the client in
maintaining their employment. Level 1 is for the lowest scores, and therefore is
the lowest funding level; Level 4 is for the highest scores, and therefore is the
highest funding level.
All personnel in the organisation need to understand the importance of the DMI.
Everyone may have some involvement in collecting evidence for the DMI – and
the evidence will ultimately determine the ratings selected, and the final DMI
score. There is no room for ‘guess work’.

How does the DMI score impact on the client?
The DMI score should not impact on the client at all. If the DMI has been
completed correctly, the final score will accurately reflect the level of support
the client needs to maintain employment – and therefore translate into an
appropriate funding level to maintain that support.
If the amount of funding received for a client is not enough to maintain the
required level of support, there could be two issues.
◗ The DMI wasn’t completed correctly in the first place – in which case your
systems may need review.
◗ The client’s situation has changed dramatically since the assessment – so you
may have a case for reassessment.
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What if I don’t agree with the final score?
When the DMI has been submitted, the final score is exactly as it says – final.
Scores cannot be changed or manipulated after the DMI has been submitted to
FaCSIA. That’s why it’s important to collect good evidence, and double-check the
ratings you select.
If you don’t agree with the final score, you should first go back and look at the
evidence. The evidence should have directly determined an appropriate final
score. If not, there may be issues with your evidence collection – and a review of
your systems may be required.
Remember, the DMI score is automatically generated. It reflects the information
that’s been fed into it.

What if a client’s support needs change after
their DMI score is determined?
If a client’s support needs change significantly three months or more after their
DMI was completed, you can contact FaCSIA and request a DMI reassessment.
You must provide evidence to support the need for a reassessment. It must show
that the client has experienced significant change which has directly affected
work performance or hours of work and the level of support required. Examples
include changes in:
◗ health status
◗ disability
◗ episodic symptoms
◗ personal circumstance
◗ behaviour
◗ workload – increase or decrease
◗ employment environment, for example, re-employment, re-skilling.
For more detailed information about the evidence required for reassessments,
in these circumstances see the DMI Reassessment Triggers Table on the pages
following.
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DMI Reassessment Triggers Table
Circumstance

Details

Evidence required

Change in
worker’s health
status

Significant change in the • Documentation from
worker’s health status,
an independent health
stamina or physical
professional demonstrating
capacity affecting work
the onset of the health
performance or hours
condition and describing
of work that results
the medium or long term
in changes support
impact on attendance and/or
requirements.
ability to continue work
at the required standard,
for example, a medical
certificate.

Change in
worker’s
disability

Profound change in
disability affecting work
performance or hours
of work that results
in changed support
requirements.

• Documentation from
an independent health
professional demonstrating
the change in disability,
for example, a medical
certificate.
• Documented observations
... demonstrating impact
on work performance and
support requirements.

Onset of new
episodic
symptoms

Onset of episodic
• Documentation from a health
symptoms not previously
professional, for example, a
factored into DMI
medical certificate.
assessment, with a
• Documented observations
pronounced impact
... demonstrating the
on work performance
appearance of symptoms in
or hours of work, that
the work place.
results in changed
• These observations should
support requirements.
indicate that the symptoms
were not accounted for in the
previous DMI assessment.
• Documented observations
demonstrating the impact of
the symptoms on the level
of maintenance support
required since the previous
DMI reassessment.
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Circumstance
Change in
personal
circumstances

Details
Significant change in
personal circumstances
affecting work
performance or hours
of work resulting in
changed support
requirements.

Evidence required
• Self reported information
from the worker, and/or a
communication from a carer,
advocate or family member,
... is preferable.
• Documented observations ...
that demonstrate the impact
on work and subsequent
impact on support
requirements.
• These observations should
indicate that the support
was not accounted for in the
previous DMI assessment.
• Documented observations
demonstrating the impact
of these symptoms on the
level of maintenance support
required since any previous
DMI reassessment.

Onset of
behavioural
problems

Onset of behavioural
• Documented observations
problems or significant
... demonstrating the
escalation in behavioural
occurence of symptoms in
issues affecting work
the workplace.
performance or hours
• These observations should
of work resulting in
indicate that the support
changed support
was not accounted for in the
requirements.
previous DMI assessment.
• Documented observations
demonstrating the impact
of these symptoms on the
level of maintenance support
required since any previous
DMI reassessment.

Increase or
decrease in work
loads

Employer increases or
decreases required work
loads of the worker or
hours of work resulting
in changed support
requirements.

• Documented observations
... describing the changes
in work load or hours of
work and impact on level of
support required.
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Circumstance
Change in
employment
environment

Details

Evidence required

If the employment
environment changes,
(eg re-employment or
re-skilling) which affects
work performance
or hours of work,
subsequently results
in changed support
requirements.

• Documented observations
... describing the changes in
the employment environment
and the impact on the level of
support required.

After: Department of Employment and Workplace Relations, 2006, Disability Maintenance
Instrument Guidelines (Draft).
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Summary of key points
◗ DMI stands for Disability Maintenance Instrument.
◗ The DMI is a tool that determines the level of funding a provider will receive to
assist a client in maintaining their employment.
◗ Only authorised personnel can access the DMI online, via the FaCS Online
Funding Management System (FOFMS).
◗ A DMI needs to be completed for each client who obtains an ‘employment
outcome’.
◗ The DMI consists of 126 questions, categorised into nine domains.
◗ Each question is designed to cover a specific task or functional area that may
affect the level of assistance a client requires.
◗ All questions need to be answered, by selecting the rating that best describes
the client’s situation.
◗ The DMI must only be based on the client’s actual support needs during the
three months prior to its completion.
◗ The final DMI score is automatically generated, using a computer program.
◗ The final score translates into one of four pre-determined funding levels.
◗ After a client’s first assessment, a reassessment is required every two years.
◗ If a client’s support needs change significantly three months after their DMI is
completed, the provider can request a reassessment.
◗ Evidence is crucial, as it provides the facts required to accurately complete a
DMI.
◗ Evidence should come from a variety of sources, and be collected from the
workplace.
◗ All personnel may be involved in collecting evidence.
◗ Evidence must be stored securely.
◗ Internal or external audits can occur at any time.
(For more information about evidence, see the Evidence Guide for Disability
Employment Service Organisations.)
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Useful resources
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Disability Maintenance Instrument Guidelines (Draft), Department of Employment
and Workplace Relations, March 2006, http://www.workplace.gov.au
◗ When you enter the website type ‘DMI’ in the search box.
Department of Families, Community Services and Indigenous Affairs
http://www.facsia.gov.au
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