Using the NWSD

You now have access to the database

Please note: The following procedure is the same Log in process for the below actions in the Worker
Screening Database:

Find your Employer ID number

To Verify Worker Screening Checks

To Link workers to your organisation

To Unlink workers from your organisation
To approve nominee access requests

To Update participant/nominee Information

View Inbox

1. Gotothe Homepage | NDIS Quality and Safeguards Commission

Once you have access to the Worker Screening Database you will select the below login option

Go to Portal Login > select NDIS Participants login

Commission

NDIS Qualit ) 1
‘ v NDIS Qually . 1800035544 & Comactus | Seach Q’ [ ®portat Login El

B Registered providers login

Rules and standards v Provider registration »»  Workforce v Complaints »v  Aboutus v & Applications portal login

£J Worker training portal login

Worker screening

Quality auditors login

Self-managed participants loginI
Home - Workforce - Worker screening :]

Government agencies portal login

Portal Quick Reference Guides
On this page:

What is a Worker Screening Check? Worker screening

National Worker Screening Database

Online training

How to apply (workers) modules

Help
Workforce Capability
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2. Click Log in

Commission

Rules and standards v Provider registration Workforce v Complaints v About us v

Unregistered providers portal login

‘ o ::;23;;;‘:}; s 21800 035 544 3 Contactus | Search Q] [ @ Portal Login v]

Home - Unregistered providers portal login

On this page:

Access the portal
Eirst time users
Help

Access the portal

Log in to access the Worker Screening Database, a national register of all NDIS workers who have
completed or applied for an NDIS Worker Screening Check.

ED ¢==

3. Youcan login to the Applications Portal by clicking either Login to PRODA or Continue with

Digital ID
’ o NDIS Quolity
ond Safequards
Commission

Worker Screening Employer Portal

Login

Unregistered NDIS provider

Log in to access the Worker Screening Database, a national register of all NDIS workers who have completed or applied
for an NDIS Worker Screening Check.
You need to set up the isational access in your

ip Authorisation Manager (RAM) first.

25

Continue with Digital ID

Digital ID is a secure, convenient and voluntary way to verify and reuse your ID online.

Do not have Digital ID and RAM? Set up Digital ID and RAM or continue with PRODA

Self-Managed Participant

Log in to access the Worker Screening Database, a national register of all NDIS workers who have completed or applied
for an NDIS Worker Screening Check.

Login with PRODA

Continue with Digital ID

Digital ID is a secure, convenient and voluntary way to verify and reuse your ID online.
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4. Select your Name, use the dropdown and select Worker Screening for NDIS Participants OR
Authorised Access Delegate role > Continue.

Please refer to roles on page 16

Australian Government
Department of Social Services

Portal entry point

My access requests

NDIS Worker Screening Database - NTE04
Portal entry point

Access an account

All fields marked with an asterisk () are required.
1. Select an account *

Account name A Account type Account sector

Disability
2. Select a Role then Continue

Role

| Worker Screening for NDIS Participants v Continue -

My access

‘Create a new request' to request access to an account or to request a change to your current access.

My access requests' contains a list of your access requests. You can update or withdraw a recent request if it is still active.

Create a new request Update my contact details

Exit application
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Read the declaration and click | Agree.

NDIS Quality
and Safeguards

Logging on to the NDIS Worker Screening Database

You are now entering the NDIS Worker Screening Database.
The NDIS Worker Screening Database is an Australian Government computer system managed by the NDIS Commission.
These are the conditions of your access to the NDIS Worker Screening Database:

« If you are an NDIS participant who manages their own NDIS Plan (self-managed participant):
You must only access, use and disclose information in the NDIS Worker Screening Database to the extent that is necessary for you to administer your self-
managed NDIS Plan, including in relation to NDIS Warker Screening checks for any workers you wish to engage; or

« If you are an unregistered Provider:
You must only access, use and disclose information in the NDIS Worker Screening Database to the extent that is necessary for you to satisfy yourself of a
NDIS Worker Screening check, which you have determined s necessary to be undertaken.

Information contained on the NDIS Worker Screening Database is subject to the Privacy Act 1988 Any unauthorised use or disclosure of information contained on this
system may be a breach of the Privacy Act 1988.

Information on the NDIS Worker Screening Database may also be “protected Commission information” under the National Disability Insurance Scheme Act 2013 (the
NDIS Act). Protected C i i ion includes it that is held by the C ion about a person.

Any person who has access to protected Commission information may only use or disclose it as authorised by the NDIS Act. Unauthorised use and disclosure of
protected Commission information is a criminal offence under the NDIS Act.

Itis also 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
in a court of law.

You should also note that giving false or misleading information to the Commonwealth is a serious offence under section 137.1 of the Criminal Code Act 1995 (Cth).

The NDIS Commission may revoke NDIS Commission Portal and NDIS Worker Screening Database access rights for anyone who fails to comply with the access
conditions or who contravenes the law as referred to above.

By continuing, you are representing yourself as an authorised user of the NDIS Worker Screening Database. You are also agreeing to the access conditions and
ing the legal requi and penalties for on as set out above.

6. You are now in the NDIS Worker Screening Database.

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

7. Process end.
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