[bookmark: _Toc190874701][bookmark: _Toc213401335]Apply for access to the Database: Unregistered Providers
1. To obtain access to the database, navigate to the Commission’s website at www.ndiscommission.gov.au
2. Navigate to Portal Login > Applications portal login. 




















3. Once you get to the Applications Portal webpage, click Login 
[image: A white background with blue text

AI-generated content may be incorrect.]

4. Click Continue with Digital ID
[image: ]
5. Click Select myID
[image: ]
6. Enter your myID email and click Get code. If you don’t have an account, you can register for a Digital ID (myID).
[image: A screenshot of a login box

AI-generated content may be incorrect.]
7. A code will be generated.
[image: ]

8. Open the myID app on your phone and either accept the request or enter the code.


9. Please enter the required information and you will receive an email to confirm your details. You will then be directed to log back into the Applications Portal to complete your application. 


10. Read the Applications Portal conditions and click I agree. 











11. As an Unregistered Provider seeking access to the NWSD, select the tile Apply to become a Worker Screening employer. 
REMINDER: This is not an application for a NDIS Worker Screening Check. 










12. [image: Information about starting a new application is presented on the page. Located on the bottom right side of the application is a red arrow pointing to the "Start new application" tab.]Click Start new application to become a Worker Screening Employer to verify/link/unlink workers in the NWSD, and to view their Worker Screening status and eligibility to work in the disability sector.
[image: The text at the heading of the page reads "Start new application". Located on the bottom left side of the page is a red arrow pointing to the "Organisation" tab.]
13. To continue, select Organisation. 
14. You will then need to select if/when your organisation will be delivering supports or services to NDIS participants. Select your answer, then click Continue. If you select Not within the next 6 months your application will NOT proceed, as it is a requirement that employers deliver services within 6 months of application. 














15. Please fill in your ABN only and then select the Party type (select the same party type that is listed on the Australian Business Register) from the options provided. Once complete, select Prefill. 

Tip: It is recommended that you do not copy and paste your ABN, please enter it manually, without spaces.
Tip: If your organisation is a trust, please select Australian private company. 








16. Please ensure that you select the business name that is listed on the Australian Business Register. If you do not have a business name, use the Legal name (entity name) that is listed on the Australian Business Register. To do this you will need to select Enter a different business name. 








17. Enter the same Email address and Phone number that you used to register with Digital ID. Fax number and Website are not required. Select continue once entered. 








18. Ensure you read and understand the declaration before proceeding. Provide the same email address that you have been using for Digital ID and in the application. Then click I agree and continue. 












19. On the left-hand side of the screen, there are 6 sections that require your attention. The orange dots let you see the part of the form that requires action before you can proceed to the next page. Once you have completed a section, you can select Mark as complete and continue and proceed to the next step. This will provide you with a green tick indicating that this section is complete. You can also select Save as draft to return to the application at a later time. 
[image: Within the Worker Screening application banner, and under the heading of "Application details", the areas requiring attention are highlighted. ]Please note: The following Organisation details section is already pre-populated with information sourced from the Australian Business Register.
20. [image: The heading on the page states "Participation in the sector" followed by a red arrow pointing to the "Update" tab.  ]To complete the Participation in the sector page, you will first need to click Update to start the process.


21. [image: A red arrow points to the dropdown menu under the heading of "Is your organisation currently delivering supports or services to NDIS participants?". The two relevant options are highlighted within the menu. ]Select whether you are Currently delivering services or supports to NDIS participants or Planned in the next 6 months.
22. If you answered Currently delivering in the previous step, you will then need to answer the following questions. If you answered Planned in the next 6 months these questions will not appear for you. 






23. [image: On the top left side of the page, a red box highlights the section on participant numbers. Directly below this, a red arrow points to a drop down menu to confirm consent. Below this, a red box highlights the section to fill when adding participant NDIS numbers. Below this, a red box highlights the section to fill when adding participant NDIS numbers. ]If you answer Yes to Does your organisation provide supports or services directly to participants? You will need to provide the NDIS numbers of up to 3 of your NDIS participants. Please ensure that you have consent from each NDIS participant. If you answered No these questions will not appear for you. 
24. Please complete the following questions, selecting all that apply to your organisation. Response to these questions is required for all applications. Once completed select Mark as complete and continue
Please Note: You need to be a Registered Provider to provide the following Supports and Services:
· Behaviour Support 
· Plan Management
· Restricted Practices
· Specialised Disability Accommodation
[image: A list of option buttons for several categories including age group, primary disabilities, types of NDIS supports or services to be delivered, and location. ]
25. Ensure the address provided is correct, if no changes are required, please Mark as complete and continue. If the information is incorrect, please select add and provide the correct address. 
[image: Under the page heading "Address", an arrow points to the "Add" tab. Directly below, another arrow points to the "Mark as complete and continue" tab. ]Your previous address will automatically be made inactive
26. [image: The page describes the responsibilities of the primary contact followed by a section below to complete details. ]Please add details of those who will have access to the Database (NWSD). It will include yourself as the Primary contact (the owner of the PRODA account, being used for this application.)
27. You can add key contacts, who are trusted persons within your organisation. 
The persons listed here are nominated contact persons that the NDIS Commission can speak with regarding the Database Profile/application, or other important matters if appropriate. 
Click Save and Return > Mark as complete and continue




28. [image: Under the page heading of "Contacts", an arrow points to the "Mark as complete and continue" tab.] If you have a worker who already have a NDIS Worker Screening Check, you can add them in this section. Click Add > enter the worker’s information > Mark as complete. 
[image: Under the page heading of "workers", an arrow points to the "Add" tab. Directly below this, another arrow points to the "Mark as complete and continue" tab. ]Please do not fill in the Worker Screening Section unless you have a worker whom you wish to add, that has already provided you their Worker Screening ID. 
29. Declaration
· Ensure that the email address and phone number you provided are correct before submitting. 
· Please take a note of the Application Reference Number (4-XXXXXXX) in the top left corner of the screen before submitting. 
· If you have any further questions, please quote the Reference number or alternatively your ABN in any emails you send to the NDIS Commission
· Submit the application.

30. [image: A notification is received once the application has been successfully submitted. The text states "Thank you for submitting this application. The NDIS Commission will review your application to become a Worker Screening employer".][image: At the bottom of the declaration, a red arrow points to the "Submit application" tab. ]Your application has now been submitted for assessment. If your application is successful, you will be notified by email to confirm and inform you of the next steps. If we identify an issue with your application, we will contact you by email. 
If you no longer wish to continue with your application, you can select Withdraw application
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You are now entering the Applications Portal.

Information contained on this system is subject to the Privacy Act 7988. Any unauthorised use or disclosure of information contained on this system may be a breach
of the Privacy Act 1988. The information may also be "protected Commission information" under the National Disability Insurance Scheme Act 2013. Protected
Commission information includes information that is held by the Commission about a person. An example of protected Commission information is information about
a worker on the NDIS Worker Screening Database. Unauthorised use and disclosure of protected Commission information is a criminal offence under the National
Disability Insurance Scheme Act 2013.

Itis a criminal offence for unauthorised persons or devices to connect to this system. Usage of this system is monitored. Evidence of suspected misuse may be used
ina court of law. By continuing, you are representing yourself as an authorised user of the Applications Portal.

You are advised that giving false or misleading information to the Commonwealth is a serious offence under section 137.1 of the Criminal Code Act 7995 (Cth).

By entering the Applications Portal, you are also agreeing to only access, use or disclose information contained on Applications Portal to the extent that this is
necessary for you to undertake your functions and responsibilities in connection with the National Disability Insurance Scheme Act 2013. The NDIS Commission may
revoke Applications Portal access rights for anyone who fails to comply with these requirements.
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Apply to become a Worker Screening employer

This is not an application for an NDIS Worker Screening Check. If you are a worker, to apply for an NDIS Worker Screening Check contact the relevant state
or territory agency (7.

The NDIS Worker Screening Check is a national check that can be used to screen a person who works or seeks to work with NDIS Participants. The NDIS Worker
Screening Check will assess whether the person poses an unacceptable risk to people with disabilty. It is an important tool that that can be used to support
recruitment, selection and screening processes.

A Worker Screening employer is an Organisation or NDIS Participant in the disability sector that engages a worker's services.
By becoming a Worker Screening employer:

« Your workers will be able to nominate the Organisation or NDIS Participant as an employer when they apply for the NDIS Worker Screening Check
« You will be able to verify whether these workers currently work or intend to work for you (verifying a worker progresses their application to be screened)
« You will be able to link to your workers to view their current Worker Screening status and eligibility to work with people with disability.

Start an application to become a Worker Screening employer, if you are an:

« NDIS Participant o their representative
« Authorised representative of an Organisation in the disability sector.

If an application has already been started or completed, then you may link to the application.

Note for Registered NDIS Providers: Registered NDIS Providers are automatically considered Worker Screening employers and won't need to complete this
application. People authorised to represent a Registered NDIS Provider can login to the NDIS Commission Portal (7' to access Worker Screening functionality on
behalf of their Organisation. You should logout of this portal before logging into the NDIS Commission Portal.

Things to consider for this application:

« Applications you start or link to will be listed below so you can access them later.
« Each time you open the application the expiry date will be extended by 60 days from today's date. Ensure you submit this application by the expiry date
otherwise it may be deleted.

Information on Worker Screening and becoming a Worker Screening employer can be found on the NDIS Commission website (2.

Start new application Link to application
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Applicant details * required

For the purpose of this application, the ‘Applicant’ is the Organisation. If the application is approved, the Organisation will become a Worker Screening employer.

Firstly, enter the organisation's ABN and Party type then select ‘Prefill to load the organisation's information below.

Australian Business Number (ABN):* Party type:*

Please Select v
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For the purpose of this application, the ‘Applicant’ is the Organisation. If the application is approved, the Organisation will become a Worker Screening employer.

Firstly, enter the organisation's ABN and Party type then select ‘Prefill to load the organisation's information below.

Australian Business Number (ABN):* Party type:*

Please Select v
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Organisation business name

Select a registered business name from the list or you may enter  different business name. If you do enter a different business name it may result in a delay in
processing your application, as we will contact you to request documentation that confirms the alternate business name is associated with your ABN.

Enter a different business name

Registered business name

O Fabulously Flawless




image19.png
Organisation business name

Select a registered business name from the list or you may enter  different business name. If you do enter a different business name it may result in a delay in
processing your application, as we will contact you to request documentation that confirms the alternate business name is associated with your ABN.

Enter a different business name

Registered business name

O Fabulously Flawless




image16.png
Business contact details

Email address:* Phone number:* Fax number:

© “Email address” is a required field. Please enter a value for
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Entering the application * required

Initial declaration

| declare:

1 am the Applicant or have the authority to act on behalf of the NDIS Participant or Organisation for this application.
I acknowledge that 1 will be linked to this application.

1 acknowledge the application will be available from the ‘Apply to become a Worker Screening employer page.

I acknowledge that my name and email address will be recorded on the application.

My agreement to the Worker Screeni Collection Statement (7 which is available on the NDIS Commission website.

I acknowledge that the NDIS Quality and Safeguards Commission (NDIS Commission) may revoke system or application access rights for anyone who fails to
comply with the user access responsibilities &

By selecting 'l agree and continue’, you are stating that you understand and agree to the above declaration. You will then be linked to the application.

If you disagree with this declaration, then you will not receive access or be linked to the application. Any information entered will be discarded.

My work email address:*

I disagree and discard I agree and c
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If you disagree with this declaration, then you will not receive access or be linked to the application. Any information entered will be discarded.

My work email address:*

I disagree and discard I agree and c
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Application information

How to complete this application

For the purpose of this application, the "Applicant is considered the Organisation. If the application is approved, the Organisation will become a Worker Screening
employer.

Ensure you submit this application by the expiry date otherwise it may be deleted. You can return (o this application any time during this period. Each time
you open this application the expiry date will be extended by 60 days from today's date.

* Use the left navigation menu as a guide of progress.

* You can access tnis page as well as any ‘Available' and ‘Complered pages in the left navigation.

 Complete any ‘Available sections. Once you've completed a section and confirmed the Information provided is true, correct and accurate, mark t as complete
and continue to the next page

You will be able to submit this application once you have completed all the relevant pages. Please be aware that your application is considered a draft unil t s
‘completed and submited. After submission, you will be able o download a copy of your completed application.

You can withdraw this application while it s Draft’or ‘Submitted'. However you won't be able to withdraw it once the NDIS Commission has assessed it.

Withdraw application
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Sharing this application

Provide the below deralls to anyone who requires access and needs to edit this application,
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Application reference number: £-69E€T3U

Application status: Draft
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15 your organisation currently delivering supports or services to NDIS participants?

Currenty delivering

Please answer the following questions about your organisation's current NDIS supports or services.

Does your organisation provide supports or services as 3 subcontractor to a registered provider?

Does your organisation provide supports or services directly to participants?

What are the age groups of the NDIS participants that your organisation supports? Please select ll that 2pply.
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How many NDIS participants does your organisation currently support?

“Tne NDIS Commission needs to veriy that organisations are genuinely providing NDIS supports and senvices, Providing the NDIS particioant numbers of some of your participants can
help with tis valdation process.

| confirm that | have received consent from each NDIS participant to provide their
participant number to the NDIS Commission:

Yes

Please provide the NDIS numbers for up to 3 of your NDIS participants

NDIS number 1:

NDIS number 2:

NDIS number 3:
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Application reference number: 4-9408ALD

Application status: Draft
ABN: 33974761912

Business name: ABC123
Expiry date: 11/11/2025

Application type: Provider Worker Screening

Application details

Application information

MUIE

Update participation in the sector * required

The NDIS Commission will assess the suitability of the Applicant to operate as a Worker Screening employer (unregistered NDIS provider) in the disability sector.

Allfields are required. You can save incomplete responses as a draft.

Is your organisation currently delivering supports or services to NDIS
participants?*

Planned in the next 6 months v

Please answer the following questions about your organisation’s plan to deliver NDIS supports or services.

Organisation details v
Complete Will you provide services or supports as a subcontractor to a registered
provider?
Participation in the sector . =
ot Please Select
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omplete
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Compete <
Workers v ‘What are the age groups of the NDIS participants that your organisation supports? Please select all that apply.
Complete
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Declaration
Unavalable a 00 7-16years
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[0 over6s years
What are the primary disabilties for the NDIS participant groups that your organisation will provide supports or services for? Please select all that apply.
O Acquired brain injury
O Aged care
O autism
O Dementia
O intellectual disability
O Mental health
[ Physical disability including sensory disability
O spinal injury
[ Ventilator dependent
‘What types of NDIS supports or services will your organisation deliver? Please select all that apply.
[ Allied health supports and services
[ Aassistance animals
[ assistance wiith and development of daily living life skills
[ Assistance with travel/transport arrangements
[ Assistive products, technology and equipment
[0 Behaviour Support: A registered plan for restrictive practices to
address behaviours of concern.
[ coordination of supports and services
O early childhood supports
[ Group and centre based activities, including day activities
O Hearing services
O Home modification design and construction
[ interpreting and translation
[ Participation in Community and social acti
[ Plan Management
9
[ Restrictive Practice: Practice restricting rights/ freedom of movement
of a person with disability.
O specialised Disability Accommodation
[ specialised driver training
[0 supported employment and education
O vehicle modifications
[0 None of the above
‘What types of additional services will your organisation deliver? Please select allthat apply.
[0 Advocacy services
[ education provider (RTOs, TAFE, University)
[0 Recruitment (Agency labour hire)
O None of the above
Where will your organisation deliver NDIS supports or services? Please select all that apply
[ Australian Capital Territory
O New South Wales
O Northern Territory
O queensland
O south Australia
O Tasmania
O victoria
[ Westem Australia
Does your organisation deliver services in other sectors? Please select all that apply
O Veterans
[0 Aged care
O child care
O None of the above
Discard changes and retum Save as draft Mark as complete and continue
1800 035 544 Feedback

Accessibilty | Copyright & Disclaimer | Privacy i
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The primary contact

The person identified below has been nominated to be the primary contact (on the 'Key contacts' page). Please ensure they have the authority to
act on behalf of the Applicant. They will be the main point of contact following submission.

Subject to the NDIS Commission's approval, the primary contact will be provided with access to the Employer Portal on behalf of the
Organisation. They will then be able to give additional user access to the portal on behalf of the Organisation.

Confirm these details are correct and ensure that you have listed:

o Their current legal name, as shown on their identity documents
« The correct email address and phone number

If these details are incorrect, or if another person should be the primary contact, then navigate to 'Key contacts' and update the primary contact.

First name:

MARGARET

Email address:

email@email.com.au

Last name:

BISHOP

Phone number:

0400 400 400





image31.png
Contacts

Add
Primary First Name Last Name Email address Phone number Status
’ Yes MARGARET BISHOP email@email.com. 0400 400 400 Active
au

Select Format, Press Export, and Save Download

Format: | Tab Separated v‘

Export ‘

Mark as complete and continue




image32.png
Worker Screening application

TR ——)

Appicaton o

i

iy dat: 27032026
[N ———

Applcaton detals

Paricpaton|

daess

Keycontcs

Workers

st ® | Losout

Vit e 7y vl 10 rtrs h A sngages 1ol DI sugperssenices for 4 pricpant

800 st v oot o 0 OIS Wk s Chad oo v S99l 7 o0 sy ok s scton

T re oo et





image33.png
Application submitted

O Thank you for submitting this application. The NDIs Commission will review your application to become a Worker Screening employer.

You can download a copy of the submitted application when it's ready to download. Once available, it will be listed as an attachment towards the bottom of this page.
People with an active link to this application can return to this page at any time.

You can withdraw this application while it is ‘Draft’ or 'Submitted'. However you won't be able to withdraw it once the NDIS Commission has assessed it

Refer to the NDIS Commission website for information on Worker Screening .

Withdraw application
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I declare that:

« 1.am the Applicant or have the authority to act on behalf of the Applicant in relation to this application.
« The Applicant wil be or is currently directly involved in the delivery of NDIS supports and services to NDIS participants in accordance with their NDIS Plan.

Privacy collection

© I understand that the information on this application s being collected by the NDIS Quality and Safeguards Commission (NDIS Commission) for the purposes set out in the
Worker Screening Privacy Collection Statement (7' (Statement).

* I have read and understood the Statement and consent to the NDIS Commission collecting, using and disclosing my personal information and the Applicant's details for the
purposes and circumstances set out in that Statement, including for the purposes of the NDIS Commission undertaking statutory functions under the National Disability
Insurance Scheme Act 2013 (Cth).

© I have ensured that any other person whose personal information is included in this application has read and understood the Statement and they have also consented to their
personal information being collected, used and disclosed by the NDIS Commission for the purposes and circumstances set out in that Statement, including for the purposes of
the NDIS Commissioner undertaking statutory functions under the National Disability Insurance Scheme Act 2013 (Cth).

User access responsibilities

© I have read, understood and agree to abide by the user access responsibilities (7',

© I ensure that the Primary contact listed on this application has read, understood and agrees to abide by the user access responsibilities,
Accuracy of information

* Tothe best of my knowledge, the information provided in this application is true, correct and accurate,
* I understand and acknowledge that the giving of false or misleading information, knowing that the information is felse or misleading, to the Commonwealth is a serious
offence under section 137.1 of the schedule to the Criminal Code Act 1995.

By selecting 'Submit application’, you are stating that you understand and agree to the above declaration.

Submit application




