Verify or reject a Worker Screening Check

1. Login to the Portal as the Registrant or Worker Screening Officer role.

Portal entry point

Access an account

To access an account in the portal:

1. Select the Account name
2. Select a Role then 'Continue'.

Account name Role

Able Australia v Worker Screening Officer v -

2. If you have a pending verification request it will be shown on the Worker Screening tile, Select
Worker Screening. You will also get a notification to the NWSD inbox to the nominated email

address.

NDIS Quality
and Safeguards Change role / Manage access  Notifications 0 Switch to myplace

Commission

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
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3. Under Pending verification requests, select Actions > Respond > Reject or Verify.

i WIS Qualty
and Sofeguards 0
i o od sefspar Change role / Manage access  Notifcations

Home  Applications ~  Myregistration +  Tasks ~  Worke

creening - Participants +

Worker Screening Screening verification requests

The NDIS Worker Screening Check assesses a worker's elgibilty to provide supports or services to people with disabiliy.

f i i i begin working) f th i
Seresning, tion requests, . A person applying or the NDIS Worker Screening Check mflsl nominate an employer who ca!\ ven'yAwh.emer the person ».’ g (or is expefted 1o begi more of these cohorts. Provide
ertfica y ploye ¥ can ppl . This found on the page ‘About my role as an employer in the left navigation. Once
¥ they've nominated you and submitted their application, you will receive a screening verification request.
orkers
W Pending requests
About my role as an employer
As the nominated employer, please respond to each request by indicating if the person identified will provide these services for you or your organisation. Ensure you provide a response by the expiry date. Once
Screened workers audit report

responded the request will be displayed as a ‘Past request below.

By verifying, this worker will be added to "My workers' and you willreceive 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.

1f you accidentaly reect a request, hen you may choose to link o the worker by
1. Copying the detail recorded in the past reques, including the ‘Application Idand ‘Last name’ f available)
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 s successful, then you will be able to link to the worker. Once y the link, their application will

Note, the automatic not the

g request’ page. their status ch

If a worker requires employment verification but the verification request s not listed below, navigate to the "My workers' lst, find the worker and verify their employment by selecting the ‘Verify employment action
button.

Application Id First name Last name Date of birth Date requested Request expiry date

Select Format, Press Export, and Save Download

Format: | Tab Separated “|| export

4. There will be a pop- up with the option to verify or reject. If this is NOT your employee, please
reject.

w  Pending requests

Screening verification request X

are

As the nominated employer, please indicate if the person below will provide the identified supports/ services for you. By verifying, this worker will be added to ‘My our
workers' and you will receive notifications if their status changes.

Name: Date of birth:

5. Process end.
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