Link a worker

Role required: Worker Screening for NDIS Participants
Tip — If you have already verified the worker, they will automatically be linked to you.
1. Click on the Worker Screening tile.

Home Myaccount -  Worker Screening -

Welcome to the NDIS Worker Screening Database, Worker.

Participant details Worker Screening

Number of pending verification requests 0

Inbox

Number of unread messages available: 1

1800 035 544 Support. Feedback

Accessibility | Copyright & Disclaimer | Privacy information

2. On the left-hand side click on My workers then Link to worker.

Home My account ~ Worker Screening ~

Worker Screening My workers

D About linking to workers

Screening verification requests

L Filter: l 01. All my linked workers V| Apply Filter
About my role as an employer
Search my workers

Worker
Screening Id Name Date of birth Worker's status  Expiry, Eligible to work

’ - _ _ Pending Yes except in Actions
QLD, SA and VIC -

Select Format, Press Export, and Save Download

Format:

Tab Separated V|| Export |

Worker history

The list below contains a history of workers with your organisation. A history record is a short. point in time summary of the worker that is
created whenever a worker is unlinked. Note that history records only exist for workers unlinked after September 2024.

There are no de-linked workers.
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3. Enter the worker’s Last name plus an ID Type, either Worker Screening ID, or Application ID (8-
digit numbers) > Run search.

NDIS Quality
and Safeguords 0
v Commission Change role / Manage access  Notifications

Home My organisation ~

Worker Screening ~

Worker Screening 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.

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

Last name:* Id type:*
My workers

Worker Screening Id| v

Worker Screening Id

Application Id

About my role as an employer

Worker Screening Id:*

Clear search

1800035544  Support  Feedback

Accessibility | Copyright & Disciaimer |  Privacy infor

4. Select the result by clicking Link worker, then confirm.

NDIS Quality
ond Safeguards o
Commission Change role / Manage access  Notific:

Home My organisation ~  Worker Screening ~

Worker Screening Link to a worker

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

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

Last name:* Id Ll
My workers Lia
Worker Screening Id -

About my role as an employer
Worker Screening Id:*

Clear search

Results(1

By selecting 'Link', you are confirming that the person identified will(or intends to) provide supports or services for you. Once linked, you will be able
to see their current status, eligibility to work and be advised if their status changes.

Worker Screening_Id Name Date of birth

—

1800035544  Support  Feedback

Accessiviity | Copyright & Disclaimer

Privacy information
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5. Once linked you can Update or Remove (see Unlink process below.)

&, s & NOIS Quality

% ¥“ g:""‘fﬂal?g::m Change role / Manage access ions 0 Logout
Home My organisation ~  Worker Screening ~

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  worker's status.

Screening verification requests

D About linking to workers

My workers |

About my role as an employer . x
Filter: | 01. All my linked workers Rl Aeply Fiter

I Search my workers m
Worker Screening

Name Date of birth Worker's status ~ Expiry, Eligible to worl

> Clearance 12/05/2027 Yes

Remove

Format: | Tab Separated v I_Expon |

Select Format, Press Export, and Save Download

Worker history

The list below contains a history of workers with your organisation. A history record is a short, point in time summary of the worker that is created whenever
a worker is unlinked. Note that history records only exist for workers unlinked after September 2024.

There are no de-linked workers.

1800035544  Support  Feedback

Accessisility | Copyright & Disclaimer | Privacy inf

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.

e |f 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.

6. Process end.
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]
Unlink a Worker

Role required: Worker Screening for NDIS Participants
1. Click on the Worker Screening tile.

Home Myaccount -  Worker Screening -

Welcome to the NDIS Worker Screening Database, Worker.

Participant details Worker Screening

Number of pending verification requests: 0

Inbox

Number of unread messages available: 1

1800035544  Support  Feedback

Accessibility | Copyright & Disclaimer | Privacy information

2. Click on My workers, select the worker that no longer works for you. Click Actions > Remove >
Confirm.

2ts Oty

Mome  Myomansson + Workae Srvenng +

Worker Screening My workers

U0 O TRt e D0bed R0 0 NDIS Worker Streeneg Checc
D000 19203 10 10 WOrker Sreenag enbis il b VNS BSOUL CAMGHE 12 D wOANS TR

D About linking to workers

R -

Wackes Screeninld  Nome Dureatbionh Worbers sty Lroex

» Snance 120872027

SaectFormat. Sress Export 108 Save Downicas

] | Y

Worker history

The 551 Beiow CORAnE B NEROry Gf WKW MIM YOuT CGANLIZOR A TNy 10003 8 B EPOL POINT 11 1 Bummary Gf The WOALWN TPa¢ 8 A0S WAV B Grkar § uninied Noze that
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3. When using Search my workers > Enter First and Last name or Worker Screening ID > Run
search.

.
P NDIS Quality
B s and Safeguards Change role / Manage ac ifications 0 | Logout

Home My organisation ~  Worker Screening ~
Worker Screening Q search my workers
First name: Last name: Date of birth: dd/mm/yyyy
Screening verification requests )
My workers Worker screening Id: Work email address: Work phone number:
About my role as an employer
Employment type:
Please Select v
lear rch
1800035544  Support  Feedback
Accessioity | Copyrighs & Dislaimer | Brivacy information

4. In Results > Select the worker that no longer works for you > Click Actions > Remove.

Home Myaccount -  Worker Screening ~

Worker Screening My workers

P About linking to workers

Screening verification requests

My workers Filter:

01. All my linked workers v| Apply Filter
About my role as an employer

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

QLD, SA and VIC
Select Format, Press Export, and Save Download

Format: I Tab Separated VI ‘ Export ‘

Worker history

The list below contains a history of workers with your organisation. A history record is a short, point in time summary of the worker that is
created whenever a worker is unlinked. Note that history records only exist for workers unlinked after September 2024.

There are no de-linked workers.
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5. Confirm Remove Worker pop-up > Remove.

4| Q= o et [

Worker Screening Q Search my workers

st mame: Lant marmer Date of birtx dt/mevyyyy
Sresning venficmon requests E)
My warkers Worer wreemng id Wort e st Work g mmter
bt my roke 1 emvioyer

Erpoment hpe

Pawe fenct ~

Qoo

ey =1
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Watetsgemingly  Nome Qe ot prm Mharkers s (T EoRie 10 wack
‘ =
Confirm remove worker x|
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6. Process end.
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