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About this Guide

This guide is designed to assist Scout Leaders in their use of Consent2Go. It is designed
to evolve as new features are made available on this platform.

Consent2Go was developed to support Australian schools. The terminology used
reflects this school-focus. Consent2Go has committed to a gradual transformation to
reflect specific Scout needs. As these changes occur, new versions of this guide will be

published.

Scouts Tasmania’s website provides additional support here:
https://www.tas.scouts.com.au/consent2go/
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Care Management using Consent2Go (C2G)
User Guide

Introduction

Welcome to the Care Management System User Guide. This is designed to help users
carry out core functions to enable safe scouting. Whether you are a new user or seeking
a refresher, this manual will provide step-by-step instructions to streamline your tasks.

Why we use Consent2Go

Consent2Go is a critical safety system for Scouts Tasmania. Scouts Tasmania has a
duty of care to youth members and a responsibility to protect sensitive personal and
health information. Using Consent2Go correctly ensures:

health and emergency details are up to date and reliable

parents and carers control and maintain their child’s information

risks to youth members are reduced

Leaders and Scouts Tasmania are protected by sound safety and privacy
practices

System Overview

The Consent2Go (C2G) system is a comprehensive platform for handling member
health care records, supporting attendance records and communicating with
members. The system is accessible via web browser and two mobile apps (one for
Leaders, the other for parents/carers) and is compatible with most modern devices.

C2G replaces Operoo/Care Monkey which ceased operations in Australia in January
2026. For Operoo users, some of the core functionality will be familiar but for all the
interface will be new.

C2G has a broad range of capabilities but Scouts Tasmania is focussed on the
following:

e therecording and maintenance of youth member care profiles by
parents/carers;

e facilitating communications between Leaders and parents/carers;

e enabling access to critical care information to leaders to support safe activity
planning and conduct.
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Scouts Tasmania IT Systems

C2G is one of several systems designed to assist in the efficient management of
scouting in Tasmania. At this stage these systems are not automatically linked and
require key Leaders and officials to use data from a variety of systems to copy
information (usually from MyScout) to other systems. Key systems include:

1.

MyScout. MyScout is the official records system managing our membership.
Youth and Adult membership is managed in MyScout and this is the core system
Group Leaders will rely on for accurate information about members, particularly
when a member first joins.

C2G. C2G manages care information for our members. Its unique feature is that
carers/parents have direct access to the care profiles of youth members. This
ensures that information is always up-to-date. Leaders have the capability to
message carers/parents in emergencies or simply to update them about
programmes and events. Group leaders must ensure that new members in
MyScout are copied into C2G.

Terrain. Terrain is managed by Leaders and Youth members to record scouting
achievements, events and programmes. There is a one-way link between
MyScout and Terrain so that new members automatically appear in Terrain.

4. Xero. Xero is the Scouts Tasmania financial management system used to

manage billing, receipting and associated processes.

Important clarification
e While Consent2Go includes functionality that can be used to seek and record

approvals for activities, Scouts Tasmania is not using Consent2Go for approvals
at this time.

All approvals for Scouting activities continue to be managed through Scouts
Tasmania’s established risk and approval processes, including the completion
and approval of Activity Plans.

Getting Started

1.

Logging In: Access the system via the web portal or app. Enter your username
and password. If you forget your password, use the ‘Forgot Password’ link to
reset it.

Dashboard: After logging in, you will be taken to the dashboard, where you can
view system notifications, details for the group you are managing and care
information.
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Roles and Responsibilities

1. Group Leader/Leader in Charge: Each Group has its own C2G installation. The
Group Leader is able to administer the system to carry out a range of functions,
including:

e initial setup and configuration of the Group in C2G

ensuring Leaders have appropriate access and permissions

adding new youth members

adding new leaders/adult helpers

triggering a message to members to update care profiles

removing members who have left the Group

facilitating password resets

2. Leaders: Once a leader has been added to C2G, the leader is able to:
e importaterm/annual program
set up special activities (camps, field trips, events)
record attendance
message carers/parents to update them about individual events
access the care profiles for their unit/group
contact emergency contacts in emergencies.

3. Parents and Carers: Parents and carers are responsible for:
e entering and maintaining accurate care information for their child
updating medical and emergency contact details when circumstances
change

4. Others: Some groups might find it useful to add members of the Executive
(Group Treasurer, Chair or Secretary) from the Group Support Committee (GSC).
They can be assigned the ‘Committee_Exec’ role to carry out such functions as
membership invoicing or checking participation in activities. Note, all GSC must
be formally registered and must have met all mandatory training requirements.

I. Caution: Birthdays are important
C2G uses ayouth member’s birthday in some critical authentication processes (usually
whenever an attempt is made thorough the parent’s app). This is to provide a second
layer of security, protecting a youth member’s personal information. It is very important
to enter the correct date of birth as C2G will deny access to youth profile data in some
cases if the date is incorrect.
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Managing Member Records

1. Adding a New Member:
2. Editing Member Details:
3. Deleting a Member:

Communication Tools

1. Sending Emails: Use the built-in messaging tool to send individual or bulk
emails to members. Draft your message, select recipients, and click ‘Send’.
2. Notifications: Contact the families of specific youth members in emergencies.

Reporting
1. Generating Reports: Access the ‘Reports’ tab to create custom reports on

membership data, financials, and activity logs. Reports can be exported in PDF
or Excel format.

Support and Troubleshooting

1. Help Centre: Access the online help centre for FAQs and user guides.
2. Contact Support: For technicalissues, contact the supportteam .

Best Practices

e Regularly prompt families to review and update care information so records remain
accurate and current.

e Access care information only for youth members you are responsible for and use it
solely for Scouting purposes.

e Do not share health or personal information unless it is necessary to keep a youth
member safe.

e Log out of Consent2Go after each session to protect sensitive information.
Follow Scouts Tasmania’s record-keeping requirements.
Report any concerns about inappropriate access or handling of care information to
your Group Leader and, if appropriate, complete an Incident Report.
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How Do | - Get Started?

When you first log in, the Home page will be presented and ... it will be pretty bare.
Later, you will see a list of events/activities here when these are added.

If you click on Participants, Participant Groups or Staff, pre-loaded information will be
available.

There is also a grey cog wheel next to the ‘Need Help’ button. The cog wheel allows you
to customise settings for your Group — more on that in the ‘How do | set up my Group?’
section below.

We suggest that you browse through the Participants and Staff sections, noting any
anomalies you might spot (eg missing youth members, dated contact details).

The Participant Groups section is likely to be your key page. C2G for Scouts Tasmania
comes with a pre-configured page where every possible Unit (Joey, Cub, Scout,
Venturer, Rover, Group) is already shown. If you do not have some of these, you need to
do nothing with the redundant ones but they can be deleted by you later.

You also have the ability to add a new Participant Group (eg for a joint Joey-Cub

activity).

ConsentZGo %

Participants Participant Groups Scouts Tasmania - Group Name

+ A Pariant G Groeos

Js_ ~ Js_ ~ Js_ ] Js_ ] Js_ ] Js_ ] Js_ ] Js_ ]
) ) o ) o o o o

Test 1 Scout ... Test 1 Cubs Test 1 Scouts Test 1 Ventur... Test 1 - Rovers Test 1 - Group Test 1 - Holdi... Group Camp
Yr: Joey Yr: Cub Yr: Scts Yr: Vent Yrs: Cub,Joey... Yrs: Cub,Joey... Yrs: Cub,Joey...

e o||e 2| |e 2| 2| |e 2| |e 2| e e 2

You might now like to add youth members and staff (leaders/adult helpers) to the
relevant ‘Participant Group’. Do this by editing the group (click in the centre of the
square).

You will see participants (all youth members in your Group) on the left. Clicking on any
of them adds them to the group.
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Edit Participants

| FILTER BY: School Student List 3from 12 Team List Total: 2
\

Click Name to Add Move all > < Remove all Click Name to Remove

e search

Narr
Participants m AASTUDENTY, AATest1 CUB, Fred
Male AASTUDENT?2, AATest2 CUB, Mary
M Female AASTUDENTS, AATest3
Year Cub
22 Participant Atl Year Joey
Year Scts
Year Vent
First Name
Fred
Mary
Import from Student Unique Id Close

. Always look for a ‘save’ button near the bottom of the screen. If you make changes but do
not save them, they will disappear.

Once you have moved the youth members to the right group, repeat this for the Leaders/Adult
Helpers. Click on ‘Staff to access your leaders and then ‘Add Staff’.

Meeting Management mm

Participants Staff + Add Staff ¥ Send Message B Download Forms
@ Attendance ] [ Total Staff: 4 ] i List

Role First Name Last Name Email Participant Group Action

Test 1 Scout Group,Test 1 Cubs,Test 1 Scouts, Test 1 Venturers,Test 1 -
Rovers, Test 1 - Group, Test 1 - Holding

While you are on this screen, you can explore the ‘Send Message’ and ‘Action’ buttons and
change the layout to your preference.

Klaus Felsche klaus.felsche @ couts.com.au Action ~

Ready to go?
You can now start some serious work: uploading activities, messaging members,

reminding members to update their care profiles, etc.

We suggest that you start with the basics - Consent2Go will be gradually enhancing the
platform to make it more ‘Scout’! Scouts Tasmania will provide news about upgrades.

How Do | - Get Help?

A small team has been set up to provide hands-on assistance. They have only had a few
days to test out the system so please be patient if they cannot give you an immediate
solution. You can lodge a help request with our support team.
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How Do | - Set up my Group?

Access Group Settings

1. Login to Consent2Go
2. Click Settings (gear icon or left-hand menu)
3. Select School Settings

Core School Setup (do these first)
1. School (Group) Details

School name (Group Name)

Address

Contact phone & email

School logo (used on forms and emails)
Click Save after changes
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Option 1: Message Families by Student Group

Best for year-level, class, or team-wide messages.

Go to Participants

Open Participant Groups

Select the group (e.g. Joeys, Venturers)

Click Message Families (the letter icon)

Write your message

Select ‘Players’ to include in the messages. Note that most Scouts do not have an
email address in C2G so ‘Guardians’ and ‘Staff” are the common selections.
Add attachments as needed.

8. Send Message

S

~

+ Add PartiCipant GO
Send Message To Test 1 Venturers |

‘K_ N , Players: Yes m Guardians: | Yes m Staff:  Yes m Service Providers: | Yes m
o} <

Test 1 Scout ... e e = . i
o Subject (leave blank for default |

® | |2 @BIUS XX AL --EE == |e¢pE=rmmemmBi dhR

Add
Participant
Group

Add Attachment 0 @® Preview Close Send Message

Option 2: Message Families via an Event

Use this when the message relates to an activity.
Go to Events
Open the event (eg Group Camp)
Select Messages or Invitations
Choose Parent Communications
Select recipients:
o All invited families, or
o Only families who haven’t responded, approved, or declined
6. Type your message
7. Click Send
Message goes to the parent/guardian email(s) linked to the youth member.

MRS
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Option 3: Message an Individual Family

Go to Participants

Search for and open the participant profile
Go to Parents / Guardians

Click Message (or email icon)

Write and send

MRS
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How Do | - Import a Term Program?

Here we get a little tricky!

C2G allows for the bulk import of sporting fixtures and we suggest you use that feature.
We can put our term/annual programme into the template provided (note the dash in
the ‘Away Team’ and ‘Away School’ columns.

A B e D E F G H 1
1 \ This templateis to upload a list of fixtures for a specific team
2 | Fieldsin green are Mandatory
3 Examples arein italics and this row will not beincluded
4 } Consent@ Empty away school and team will imply a training session
sl
6 |
7 Date Start Time End Time Venue Address Away School Away Team IsHome? Notes
8 | 05-02-2026 18:30 20:00 Cubs-Boating 5 Marieville Ave Sandy Bay - - yes Bring Wet Gear
9 | 12-02-2026 18:30 20:00 Cubs-Construction 5 Marieville Ave Sandy Bay - - yes Uniform
10 | 19-02-2026 18:30 20:00 Cubs-Boating 5 Marieville Ave Sandy Bay - - yes Bring Wet Gear
11 | 26-02-2026 18:30 20:00 Cubs-Construction 5 Marieville Ave Sandy Bay - - yes Uniform
12 | 05-03-2026 18:30 20:00 Cubs-Boating 5 Marieville Ave Sandy Bay - - yes Bring Wet Gear

You can then import all of the ‘fixtures’ in bulk:

Consen%o ? Scouts Tasmania - Group Name
Sgouts

Participants Participant Groups Scouts Tasmania - GI’OUP N4

Participant Group Management 1ag | Results

+ Add Activity + Import Activities

o A Import From Excel
The template required to import your fixtures can be downloaded here )
12 Feb e
18:30 - 20:00 J LB
Home Import Your Excel File Uploaded
Choose File  no file selected
No Risk
13 Feb Scolit Hall 5 Mariavills Ava Sandv Bav

Each ‘fixture’ can be amended later and you can message all of the group if there are
any changes.

The “fixtures’ appear in the C2G calendar together with events (see the next section).
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There is a difference between an ‘Event’ and an “Activity’ in Consent2Go.
@® Activity: A specific happening like abseiling, rowing, etc.
@® Event: can consist of multiple activities,

Events are generally major activities such as a weekend camp, a one day bush-walk, a
weekend sailing, a District Scout Camp, etc.

At this stage, the process in Consent2Go does not replace the standard Scouts

Tasmania planning process - see Activity Plans. It is, however, very comprehensive as
you can see from the categories below:

Excursion Planning - Joey Scouts Term 1 Program

Summary

s 4 u u aluin u
(3]
5 Activity and Emergency Itinerary
o Transport
. n [ o m [
) o P o £
uy - -
o
8 Participants Staffing and Transport External Parent
o Supervision Management Providers Communication
| | |
: S = I [
=
o
g Settings Budget Document Risks Approval
=]
(7]

. This event requires multiple steps to complete, including activity risks.

Events are normally entered from the ‘Home’ screen. Click on ‘New Event’ and you will
see the following options:
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Add New Excursions and Events

c Recurring

Single Day Incursion or Excursion. Repetitive activities that occur every
week or on non-sequential days with
the same participants

(g, Overnight

Activity requires participants to stay overnight. E.g. intrastate, interstate,
international.

@ Low Risk

Planning and approval not required. Only to be used subject to club
policy.

Close

Selecting ‘Low Risk’ presents additional choices”

@® ‘Incursion’ -ie alow-risk ‘Hall’ activity such as craft work, knots etc

@® ‘Incursion - requiring parents’ permission. This is usually for activities outside
the term programme. Most Groups will seek permission for all in-
Hall/Surrounding area activities on a Term basis, making this redundant
providing that the activity has already been subject to Scouts Tasmania Term
Activity Plan processes.

@® ‘Excursions’ may be included in the Term Activity Plan (eg swimming carnival)
but care needs to be taken to identify potential higher risk (eg a day-long bush
walking activity is not usually ‘low risk’ and would normally require a separate
risk assessment.

Selecting any other activity will:

@® Collect arange of information about the activity, and
@® Require the use of an ‘approval stream’. Approval streams are set in the Group
configuration and indicate what formal sign-off is required for an activity. We
suggest keeping it simple and have one level of sign-off (the GL) for the time
being.
! Note, this process does not replace the current planning processes for Adventurous
Activities!

Page 14 of 22



Scouts Tasmania
Scouts

How Do | -Mark Attendance?

For a ‘fixture’, click on the fixture and mark those who attended.

Consen%o v Scouts Tasmania - Group Name
Sents

+ Add Activity + Import Activities

Test 1 Scouts vs - Nl

12 Feb Cubs - Construction 5 Marieville Ave Sandy Bay -
18:30 - 20:00 Guidelines
etz [ @ Edit Game J { & Send Fixture J [ Attendance ~ J Uploaded

@ || O

John Susan
Scout Scout

Page 15 of 22



*““ig Scouts Tasmania

Scouts

TASMANIA

How Do | - Send out Term Program/Permission Requests?

To get parents/guardians to consent to an event in Consent2Go, you need to send an
event invitation with consent enabled. Here’s the step-by-step process.

Step 1: Create (or Open) the Event

1. Go to Events
2. Click Create Event
(or open an existing event)

Fill in the key details:
e Event name
e Date & time
e Location
e Supervising staff
e Risk information (if required)

Step 2: Enable Parent Consent

In the event setup, make sure:
e Consent required is turned ON
e The correct consent type is selected (Approve / Decline)
e Any medical or additional questions are added
! If consent is OFF, parents cannot approve the event.

Step 3: Select the Participants

1. Choose Participant Groups, Classes, or Individual Participants
2. Add them to the event invite list
3. Check that each youth member has at least one parent/guardian email linked

Step 4: Send Invitations to Parents

1. Go to the event’s Invitations tab
2. Click Send Invitations
3. Review the email message (edit if needed)
4. Click Send
Parents will receive an email with a secure approval link — no login required.

What Parents Do

Parents:
1. Open the email
2. Click Approve or Decline
3. Confirm medical details (if prompted)
4. Submit the response

Page 16 of 22



3 Scouts Tasmania

Scouts

TASMANIA

Their response is saved automatically in Consent2Go.

Step 5: Follow Up (Very Important)

To chase approvals:
1. Open the event
2. Go to Invitations / Responses
3. Filter by No Response
4. Click Message Families or Send Reminder

. Common Problems & Fixes
Parents not receiving emails
e No guardian email on participant profile
e Email went to spam
e Invitation not actually sent
Approve button not showing
e Consent not enabled on event
e Event status still in draft
Parent says they already approved
e Check for multiple guardians (one may have approved)
e Refresh responses page
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How Do | - Prompt Care Profile Updates?

! Important. When adding a new member please manually click the ‘Profile Update
Information’ option. This will force C2G to request a care profile from registered carers.

Scouts Tasmania - Group

Medical ¢ Participant Grou| ¢ Search:  Smiff C

First Name Last Name Year UniquelD Parent Updated
© Freddy Smiff Scts. 007 Actions V'
& Edit
Page 1 of11View 100 ¢ records | Found total 1 records & Profile Update Invitation

£ Permissions Update I |
Invitation

@ Ban from Events

S Assign to Team

© Timeline

Option 1: Prompt Updates via an Event (most effective)

Use this when you need medical or contact details updated for a specific activity.
Open the Event
Go to Invitations/Messages.
Select Message Families
Choose recipients (e.g. All or No response)
In the message, clearly ask carers to review and update their details
Send
When carers open the consent link, they’ll be prompted to confirm or update:
e Medical info
e Emergency contacts
e Carer details

S

Option 2: Send a General Update Request (No Event)

Best for start-of-year or mid-year updates.
1. Go to Participants
2. Open Participant Groups (e.g. All Participants / Year Levels)
3. Click Message Families
4. Ask carers to:
o Log in (or use their secure link)
o Review and update profile details
5. Send
Tip: Include a deadline (e.g. “Please update by Friday™).
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Option 3: Automatic Prompt During Consent

If enabled in School Settings, carers are automatically asked to:
e Review medical details
e Confirm emergency contacts

every time they approve an event
Check Settings — School Settings — Medical / Student Settings to ensure this is switched

on.

! Common Issues

e Carer email missing or incorrect > no prompt received

e Carer thinks details are “already correct” — encourage them to review and

confirm
e Multiple carers — only one needs to complete the update
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How Do | - Use the Maobile Apps?

Consent2Go provides two apps available for i0S and google:

® 2go: an application for parents/carers
e 2go-staff: an application for our Leaders.

2gJo
The app provides registered parents/carers with a view of the profiles for their youth
members. The functionality includes:

Completion of a youth member’s care profile
Update youth member profile

Fast contact to the Scout Group (phone)
View Scout Group activities

Parents must register using the email associated with their youth member(s).

2go-staff
The staff app provides the following functions:

View of upcoming scheduled activities (only three days in advance)
Groups (Scout Units) you have access to

Membership of your groups

Care profiles for youth members in your group(s)

Contact details for your youth member’s carers

Messaging (email) to your unit members’ carers

Nurse Mode - Leaders only

Leaders may have access to Nurse Mode. This is a special access view designed for first-aid
staff so they can quickly see health and medical information without accessing everything
else in the system. There is a toggle in the settings to change between event mode (normal)
and nurse mode.

If you have access to this mode, you can:

view student medical details

access health alerts (e.g. anaphylaxis, asthma, diabetes)
check medications and action plans

see emergency contacts

record or view medical notes (depending on permissions)
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How Do | - See Attendance for my Unit?

There is no downloadable attendance record (that we have identified) but you can see
attendance for youth members and staff on separate pages.

The best view is offered from the Participant Group you are managing:

Test 1 Cubs Sukal

Nacting Managemar: | Resuks

lEMH San Providers + Add Pardopam & Sond Meszage

Amendanss | Towd Padticiants: 3

=t Paidpam

QU1 A2 e e R ede 1ol 10NS 0 25NS (aNe NANE  TRME  2ane 2804 Total
Fred Cub o v 2
My Cub v \/ 2
Cundy Fubichu n
Total E 0 0 u u " u [N N ° o - o o

This is a powerful screen as you can record and amend the attendance record.
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How Do | — Add External Providers?

What is a ‘Provider’?

e A Provider in Consent2Go is an external organisations that might deliver some
services. Example are St John’s Ambulance offering First Aid training and the Royal
Sailing Club of Hobart offering advanced sail training.

e These providers are typically accredited to deliver specialist services (usually under
the Australian Qualifications Framework). Adding their details will allow them to be
shown in consent forms, programmes, etc.

e Providers can also provide venues or transport.

Add a Provider in Consent2Go

Log in as an Admin.
Go to Settings (gear icon).
Select Providers (sometimes called External Providers depending on your setup).
Click Add Provider.
Enter the provider details:
o Provider name

MRS

o Contact person (optional)

o Email address

o Phone number

o Any notes or reference info
6. Save.

Tip

e You only need to add a provider once — they can then be reused for multiple events.
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