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Link a worker 
1. Log in as either Registrant or Worker screening officer. Only these roles can manage workers. 

Select the Worker Screening tile.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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.  
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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.  

4. Select the result by clicking Link worker.   
 

 

 

 

 

 

 

 

 

 

5. 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.  
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6. To update a worker, navigate to the My workers page and select Actions > Update.  

 

 

 

 

 

 

 

Link to worker tips 

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

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

• If your worker has an Eligible to work status of Yes except in QLD, SA, and VIC. This means 
their applica on is s ll pending assessment and they are not yet eligible to work in QLD, SA, 
and VIC. However, they are s ll permi ed to work during assessment in TAS, NSW, NT, WA, 
and ACT. 

• You will receive email no fica ons 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.  

 

  



 

38 

 

Unlink a Worker 
1. Log in as either Registrant or Worker screening officer. Only these roles can manage workers. 

Select the Worker Screening tile. 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

2. To unlink a worker, navigate to the My workers page and select Actions > Remove.  

 
3. Process end.  


