Link a worker

1. Login as either Registrant or Worker screening officer. Only these roles can manage workers.
Select the Worker Screening tile.

NDIS Quality
v and safequords Change role / Manage access  Notifications ©  Switch to myplace

Home Applications ~ My registration ~ Tasks ~ Worker Screening ~ Participants ~

Welcome to the NDIS Commission Portal, Worker.

My applications My registration

Worker Screening Participants

Number of pending verification requests: 3

Tasks Inbox Email preferences

Number of tasks awaiting action: O Number of unread messages available: 2 5

2. On the left-hand side click My workers. Here you can see workers already linked to your
organisation. To link a worker, select Link to worker.

Home  Applications ~ My registration ~  Tasks ~  Works ing ~ Participants ~

Worker Screening My workers

Link to workers that have applied for an NDIS Worker Screening Check.
People listed to receive Worker Screening emails will be advised about changes to a worker's status.

Screening verification requests T
Pending action e P About linking to workers

I My workers I
About my role as an employer Fiter: | 1. All my linked workers Bl Acoy riteer

Screened workers audit report Search my workers Link

Worker Screening Id Name Date of birth Worker's status Expity. Eligible to work

e m
pis m
Yes

Select Format, Press Export, and Save Download

v v v w

Format: [ Tab Separated v|

Export
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3.

Enter the worker’s Last name and one ID Type, either Worker Screening ID or Application ID (8-
digit number) > Run search.

Worker Screening

Screening verification requests
Pending ction
My workers

About my role as an employer

Screened workers audit report

Link to a worker

As the employer, by linking to a worker you are indicating that this person will (or intends to) provide supports or services for you.

put ’s last name and Screening Id or Application Id.

Last name:*

Worker Screening Id:*

Clear search

Cancel search

4. Select the result by clicking Link worker.

5.

Worker Screening

Screening verification requests
Pending action
My workers

About my role as an employer

Screened workers audit report

Link to a worker

1d type:*

Worker Screening Id v

As the employer, by linking to  worker you are indicating that this person will(or intends to) provide supports or services for you.

Input the worker's last name and either their Worker Screening Id or Application Id.

Last name:*

Worker Screening Id:*

lear search

Cancel search

Results(1)
By selecting 'Link, you that will (or intends
status changes.
Worker Screening Id Name

1d type:*

or services for you. Once linked, you will be able to see their current status, eligibility to work and be advised if their

Date of birth

Here you can add Worker details relating to your organisation, this is optional. Click Save and
return, you will then be able to view the newly linked worker on the My workers page.

Worker Screening

Screening verification requests
Pending oction

IMywhus

About my role as an employer

Screened workers audit report

Update worker

Worker Screening Id Name: Date of birth: da/mm/yyyy
€
Worker's status: Eligible to work: Expiry:
Pencing
Worker details

Please record the worker's employment type and their work contact detais in your organisation.

Employment type: Worker email address:
Please Select v
My details for the worker: 2]
Location of work

Record the location(s) where the worker provides relevant supports/sevices (optional)

No Locations of work ore recorded.

Worker phone number

Discard changes and return
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6. To update a worker, navigate to the My workers page and select Actions > Update.

Worker Screening My workers
ink to workers that have appiied for an NDIS Worker Screening Check.
People st o receive Worker Screcning cmaits wil be adscd about changes (o 8 worker's staus.
Screening verfication requests
Pending action P About linking to workers
My workers I
Worker Screening Id Name Date of birth Worker's status Expiry ligil

v v v v

Link to worker tips

e You can filter the list of workers by selecting a Filter from the drop-down and Apply Filter
and/or sort the columns selecting the column heading.

e To ensure that your worker has a NDIS Worker Screening Clearance, check the Worker’s
status, Expiry date and Eligible to work status.

e If your worker has an Eligible to work status of Yes except in QLD, SA, and VIC. This means
their application is still pending assessment and they are not yet eligible to work in QLD, SA,
and VIC. However, they are still permitted to work during assessment in TAS, NSW, NT, WA,
and ACT.

e You will receive email notifications about your linked workers regarding their NDIS Worker
Screening status 90 days prior to when their NDIS Worker Screening Clearance is due to
expire.

If there is a NDIS Worker Screening Clearance status change (e.g. exclusion), you will receive an email
to the nominated email address and a message in the NWSD inbox.

7. Process end.
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Unlink a Worker

1. Login as either Registrant or Worker screening officer. Only these roles can manage workers.

Select the Worker Screening tile.

and Soteguords Change role / Manaoe access :':'sm:mO Silch 10 pvnlace » Logout

Welcome to the NDIS Commission Portal, Worker.

My applications My registration

Worker Screening Participants

Tasks Inbox Email preferences

Chage mie /Maraoe acvess Botcatons®  Saachomyoice | Logout

Worker Screening

spplind for an NDIS Workes Screering Check
er Scroervg emats wil be achvsed about Changes 10 3 worker's Stus.

Screening verification requests. .

Py cton P About linking to workers
Il. I
About my role 23 an employer Fier: [ 01, A my nked workers S
Screened worker auait report
Name Oute ofbith
PRT— somanoes

>
>
>
>

3. Process end.
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