Worker screening for unregistered providers

Generate an employer ID document

1. Click on the box Worker Screening.

end Sofeguords R 0
Commission Change role / Manage access Notifications

Home My organisation

Welcome to the NDIS Worker Screening Database,

My account Worker Screening

mbder of pending verification requests: 0

Inbox Email preferences

Number of unreod messoges availadle: O

2. Select the About my role as an employer menu option.

Worker Screening Screening verification requests

The NDIS Worker Screening Check assesses 2 worker's eligibility to provide supports or services to people with disability.

z o A person applying for the NDIS Worker Screening Check must nominate an employer who can verify whether the person is currently working for is

Screening verification requests & " " & o 2
expected to begin working) with one or more of these cohorts. Provide your employer details to your workers so they can nominate you as an
employer on their application. This information can be found on the page ‘About my role as an employer’ in the left navigation. Once they've
nominated nd submitted thei ication, I v reenin fication t.

My workers ominated you and submitted their application, you will receive a screening verification reques

About my role as an employer w  Pending requests

As the nominated employer, please respond to each request by indicating if the person identified wiill provide these services for you or your
organisation. Ensure you provide a response by the expiry date. Once responded the request will be displayed as a ‘Past request’ below.

By verifying, this worker will be added to "My workers' and you will receive notifications if their status changes. If you reject their request, then this
person won't be listed as your worker and you won't receive notifications if their status changes.

If you accidentally reject a request, then you may choose to link to the worker by:

1. Copying the details recorded in the past request, including the "Application Id" and "Last name
2. Navigate to "My workers’ via the left navigation

3. Select ‘Link to worker' then enter their "Application Id’ and ‘Last name’

4. If the search is successful, then you will be able to link to the worker. Once you confirm the link, their application will automatically be verified.

available)

Note, the automatic verification will not be refiected on the ‘Screening verification request’ page. You will receive notifications if their status changes.

If 3 worker requires employment verification but the verification request is not listed below, navigate to the "My workers’ list, find the worker and
verify their employment by selecting the "Verify employment’ action button.

There are no pending verification request records.

w  Past requests

Verification
id First name Last name Date of birth request status Decision date

Select Format, Press Export, and Save Download

Format: | Tab Separated vll Export |
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3. Select Generate document

Worker Screening About my role as an employer

Screening verification requests The NDIS Worker Screening Check is a national check that can be used to screen a person who works or seeks to work with people with disability. The
NDIS Worker Screening Check will assess whether the person poses an unacceptable risk to people with disability.

My workers About the Worker Screening process:

* When applying for the NDIS Worker Screening Check, a worker is required to nominate an employer who can verify their application. Provide the
"My employer details’ below to your workers so they can nominate you on their application.

Once they have nominated you and applied for the NDIS Worker Screening Check, you will be notified about a new screening verification
request that requires your response. This will be available as 3 pending request on the ‘Screening verification request page in the left navigation.
Verify the request by the expiry date to progress their application to be screened.

You can use the My viorkers’ page in the left navigation to link to your workers, as well as view their current Worker status and eligibility to work
with people with disability. If you manually link to a worker who has recently applied for the NDIS Worker Screening Check then their application
will progress to be screened. Note, the verification will not be refiected on the ‘Screening verification request page. Any workers you link to will
be listed on the My workers' page and you will be advised if their status changes.

About my role as an employer

My employer details

A person applying for the NDIS Worker Screening Check must nominate 2n employer who can verify whether the person is currently viorking (or is
expected to begin working) with 2 person with disability.

Provide the details below to your workers so they can nominate you as an employer on their application. You can generate a document of "My
employer details’. Once generated, you may download the document and provide it to your workers so they can nominate you as an employer on
their application. After your worker has nominated you and submitted their application, you will receive a screening verification request.

Generate document

Employer Id: Employer sector:

Disability

Business name:

Legal name:
-
Business address:
a
-

Attachments

There are no generated documents

4. Select Download

Document Production X

Generate document:

Success

Attach to record:

Success

Create history record:

Success

Download
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5. Select Download button. This will download a PDF of your Employer ID document to your browser
downloads, which can be saved for future reference.

Document Production X
Generate document:
Success
Eile Bownload x T
Attach to record: Please click the ‘Download’ button to continue

downloading the file.
Success

....................................................................

Create history record:

Success

6. This document can be printed or saved to your computer to be sent to your workers, it will also be
available in the Attachments section below your employer details once it has been downloaded.

Attachments
Name Date uploaded Type Size

’ NQSCMyEmployerDetails_4- 29/11/2024 pdf 141,106 Download
GMG556P_29-11-
2024_152547_pdf

7. Provide this document to your workers so that they can accurately nominate your organisation on their
NDIS Worker Screening Check application by using your Employer ID.
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