
 

 

 NDIS Quality and Safeguards Commission 1 

Quick reference guide: Manage NWSD access & email 
preferences 
Self-managed & plan-managed participants 

Contents 
Contents ............................................................................................................................................... 1 

Overview ....................................................................................................................................................... 1 

Managing access to the NWSD ..................................................................................................................... 2 

Manage access as the Authorised Access Delegate ..................................................................................... 2 

Update the access of an existing employee ............................................................................................ 2 

Create access of a new employee ........................................................................................................... 3 

Representative requests for access .............................................................................................................. 5 

Approve or reject a request for access (as the Authorised Access Delegate) ........................................ 6 

Managing email preferences ........................................................................................................................ 8 

 

Overview  

1. The NDIS Worker Screening Database (NWSD) is a national database which stores NDIS worker screening 

check information about workers who deliver NDIS supports and services.   

2. To gain access to the NWSD, a self-managed participant, plan-managed participantor their representative 

must make an application (refer to Quick Reference Guide ς SMP & PMP ς Request access to the NWSD). The 

ǇŜǊǎƻƴ ƴƻƳƛƴŀǘŜŘ ŀǎ ǘƘŜ ΨtǊƛƳŀǊȅ ŎƻƴǘŀŎǘΩ ƻƴ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ǿƛƭƭ ōŜŎƻƳŜ ǘƘŜ ŘŜŦŀǳƭǘ Ψ!ǳǘƘƻǊƛǎŜŘ !ŎŎŜǎǎ 

5ŜƭŜƎŀǘŜΩΦ 

3. The Authorised Access Delegate will be able to add, remove and vary the access of other representatives of 

the self-managed or plan-managed participant (representatives) to the NWSD. 

4. This quick reference guide provides information about how to update access to the NWSD and set NWSD 

email preferences. 

For further information please refer to the NDIS Quality and Safeguards Commission website - 
www.ndiscommission.gov.au/participants/worker-screening-self-managed-participants.  
 
Alternatively, contact the NDIS Quality and Safeguards Commission on 1800 035 544 or by email at 
nwsd@ndiscommission.gov.au. 

 

 

 

http://www.ndiscommission.gov.au/participants/worker-screening-self-managed-participants
mailto:nwsd@ndiscommission.gov.au
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Managing access to the NWSD 

5. There are two ways in which a self-managed or plan-managed participant or their representative can manage 

access to the NWSD for additional representatives: 

1. ǘƘŜ Ψ!ǳǘƘƻǊƛǎŜŘ !ŎŎŜǎǎ 5ŜƭŜƎŀǘŜΩ Ŏŀƴ ŀŘŘΣ ǊŜƳƻǾŜ ŀƴŘ ŎƘŀƴƎŜ ǘƘŜ ǘȅǇŜ ƻŦ ŀŎŎŜǎǎ ŀ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ Ƙŀǎ; or 

2. ŀ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ Ƴŀȅ ǊŜǉǳŜǎǘ ŀŎŎŜǎǎ ƻǊ ŀ ŎƘŀƴƎŜ ǘƻ ǘƘŜ ǘȅǇŜ ƻŦ ŀŎŎŜǎǎ ǘƘŜȅ ƘŀǾŜΣ ǿƘƛŎƘ ǘƘŜ Ψ!ǳǘƘƻǊƛǎŜŘ 

!ŎŎŜǎǎ 5ŜƭŜƎŀǘŜΩ ǿƛƭƭ ǘƘŜƴ ŎƻƴǎƛŘŜǊ ŀƴŘ ŀǇǇǊƻǾŜ ƻǊ ǊŜƧŜŎǘΦ  

Both methods are described below. 

Manage access as the Authorised Access Delegate 

Update the access of an existing employee 

6. [ƻƎ ƛƴǘƻ twh5! ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ΨtǊƻǾƛŘŜǊ ƴŀƳŜΩ (the self-managed or plan-managed participant 

name will be included in the list) ŀƴŘ ŎƘƻƻǎŜ ǘƘŜ Ψ!ǳǘƘƻǊƛǎŜŘ !ŎŎŜǎǎ 5ŜƭŜƎŀǘŜΩ ǊƻƭŜΦ  

 Tip 1 ς You must apply for access to the NWSD and register for a PRODA account before you can 

log in. Refer to Quick Reference Guide ς SMP & PMP ς Request access to the NWSD for more 

information.   

 
7. {ŜƭŜŎǘ Ψ¦ǎŜǊ ŀŎŎŜǎǎ ƭƛǎǘΩ ŦǊƻƳ ǘƘŜ ǎƛŘŜ ƳŜƴǳ ŀƴŘ Ψ{ŜƭŜŎǘΩ ǘƘŜ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ȅƻǳ ǿŀƴt to update the access for. 
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8. ¢ƻ ŀŘŘ ŀŘŘƛǘƛƻƴŀƭ ŀŎŎŜǎǎ ŦƻǊ ǘƘŜ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜΣ ƛƴ ǘƘŜ ΨwŜǉǳƛǊŜŘ ǳǎŜǊ ǊƻƭŜόǎύΩ ǎŜŎǘƛƻƴ ǎŜƭŜŎǘ all the user roles 

ȅƻǳ ǿŀƴǘ ǘƘŜ ŜƳǇƭƻȅŜŜ ǘƻ ƘŀǾŜ ŀƴŘ ŎƭƛŎƪ Ψ{ŀǾŜΩΦ 

 Tip 2 ςSelf-managed participants, plan-managed particpants or their representatives should only 
ǎŜƭŜŎǘ Ψ²ƻǊƪŜǊ {ŎǊŜŜƴƛƴƎ ŦƻǊ b5L{ tŀǊǘƛŎƛǇŀƴǘǎΩ ŀƴŘκƻǊ Ψ!ǳǘƘƻǊƛǎŜŘ !ŎŎŜǎǎ 5ŜƭŜƎŀǘŜΩΦ ¢ƘŜ Ψ²ƻǊƪŜǊ 
{ŎǊŜŜƴƛƴƎ ŦƻǊ ƻǊƎŀƴƛǎŀǘƛƻƴǎΩ ƻǇǘƛƻƴ ƛǎ ŦƻǊ ǘƘŜ ǳǎŜ ƻŦ ǳƴǊŜƎƛǎǘŜǊŜŘ ǇǊƻǾƛŘŜǊǎΦ 

9. ¢ƻ ǊŜƳƻǾŜ ŀŎŎŜǎǎΣ ƛƴ ǘƘŜ ΨwŜǉǳƛǊŜŘ ǳǎŜǊ ǊƻƭŜǎόǎύΩ ǎŜŎǘƛƻƴ ǎŜƭŜŎǘ ǘƘŜ ǳǎŜǊ ǊƻƭŜǎ ȅƻǳ ǿŀƴǘ ǘƻ removed and select 

ΨwŜǾƻƪŜ ŀŎŎŜǎǎΩΦ 

 

 

Create access of a new employee 

10. ¢ƻ ƎƛǾŜ ŀ ƴŜǿ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ŀŎŎŜǎǎ ǘƻ ǘƘŜ b²{5Σ ƭƻƎ ƛƴǘƻ twh5!Σ ǎŜƭŜŎǘ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ΨtǊƻǾƛŘŜǊ ƴŀƳŜΩ ŀƴŘ 

ŎƘƻƻǎŜ ǘƘŜ Ψ!ǳǘƘƻǊƛǎŜŘ !ŎŎŜǎǎ 5ŜƭŜƎŀǘŜΩ ǊƻƭŜΦ  

11. {ŜƭŜŎǘ ΨbŜǿ ǳǎŜǊ ǊŜǉǳŜǎǘΩΦ 
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12. wŜŀŘ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǇǊŜǎŜƴǘŜŘ ŀƴŘ ƛŦ ȅƻǳ ŀǊŜ ǊŜŀŘȅ ǘƻ ŎƻƴǘƛƴǳŜ ǎŜƭŜŎǘ ǘƘŜ ΨLΩƳ ǊŜŀŘȅ ǘƻ ǊŜǉǳŜǎǘ ŀŎŎŜǎǎΩ ōǳǘǘƻƴΦ 

 
13. 9ƴǘŜǊ ǘƘŜ ǊŜǉǳƛǊŜŘ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ƛƴ ǘƘŜ ΨwŜǉǳƛǊŜŘ ǳǎŜǊ ǊƻƭŜόǎύ ǎŜŎǘƛƻƴΩ ǎŜƭŜŎǘΥ 

13.1.  Ψ²ƻǊƪŜǊ {ŎǊŜŜƴƛƴƎ ŦƻǊ b5L{ tŀǊǘƛŎƛǇŀƴǘǎΩ ǿƘƛŎƘ ǿƛƭƭ ǇǊƻǾƛŘŜ ȅƻǳ ǿƛǘƘ ŀŎŎŜǎǎ ǘƻ ǘƘŜ b²{5 ǘƻ ǾŜǊƛŦȅ 

ǿƻǊƪŜǊǎ ŀƴŘ ŎƘŜŎƪ ǘƘŜ ǎǘŀǘǳǎ ƻŦ ŀ ǿƻǊƪŜǊΩǎ b5L{ ²ƻǊƪŜǊ {ŎǊŜŜƴƛƴƎ /ƘŜŎƪΤ ŀƴŘκƻǊ 

13.2. Ψ!ǳǘƘƻǊƛǎŜŘ !ŎŎŜǎǎ 5ŜƭŜƎŀǘŜΩ ǿƘƛŎƘ enables you to manage who in your organisation has access to 

the NWSD e.g. approving or rejecting requests for NWSD access. 
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Representative requests for access 

14. If you are a representative of a self-managed or plan-managed participant seeking access to the NWSD, log into 

PRODA and ǎŜƭŜŎǘ ǘƘŜ ΨwŜǉǳŜǎǘ κ ǳǇŘŀǘŜ Ƴȅ ŀŎŎŜǎǎΩ ōǳǘǘƻƴΦ 

 Tip 3 ς You must register for a PRODA account before you can log in. If you are having trouble 

registering for PRODA contact the PRODA Helpdesk on 1800 700 199. 

 
15. Read the information preǎŜƴǘŜŘ ŀƴŘ ƛŦ ȅƻǳ ŀǊŜ ǊŜŀŘȅ ǘƻ ŎƻƴǘƛƴǳŜ ǎŜƭŜŎǘ ǘƘŜ ΨLΩƳ ǊŜŀŘȅ ǘƻ ǊŜǉǳŜǎǘ ŀŎŎŜǎǎΩ ōǳǘǘƻƴΦ 

16. 9ƴǘŜǊ ǘƘŜ ǊŜǉǳƛǊŜŘ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ƛƴ ǘƘŜ ΨwŜǉǳƛǊŜŘ ǳǎŜǊ ǊƻƭŜόǎύ ǎŜŎǘƛƻƴΩ ǎŜƭŜŎǘΥ 

16.1.  Ψ²ƻǊƪŜǊ {ŎǊŜŜƴƛƴƎ ŦƻǊ b5L{ tŀǊǘƛŎƛǇŀƴǘǎΩ ǿƘƛŎƘ ǿƛƭƭ ǇǊƻǾƛŘŜ ȅƻǳ ǿƛǘƘ ŀŎŎŜǎǎ ǘƻ ǘƘŜ bWSD to verify 

ǿƻǊƪŜǊǎ ŀƴŘ ŎƘŜŎƪ ǘƘŜ ǎǘŀǘǳǎ ƻŦ ŀ ǿƻǊƪŜǊΩǎ b5L{ ²ƻǊƪŜǊ {ŎǊŜŜƴƛƴƎ /ƘŜŎƪΤ ŀƴŘκƻǊ 

16.2. Ψ!ǳǘƘƻǊƛǎŜŘ !ŎŎŜǎǎ 5ŜƭŜƎŀǘŜΩ ǿƘƛŎƘ ŜƴŀōƭŜǎ ȅƻǳ ǘƻ ƳŀƴŀƎŜ ǿƘƻ ƛƴ ȅƻǳǊ ƻǊƎŀƴƛǎŀǘƛƻƴ Ƙŀǎ ŀŎŎŜǎǎ ǘƻ 

the NWSD e.g. approving or rejecting requests for NWSD access. 

 
17. In ǘƘŜ ΨwŜǉǳŜǎǘ ŀŎŎŜǎǎ ǘƻ ǿƘƛŎƘ ŀŎŎƻǳƴǘΩ ǎŜŎǘƛƻƴ ǎŜƭŜŎǘ ΨNDIS Participant who is registered for Worker ScreeningΩ 

if you are the employee of an unregistered provider. ¢ƘŜƴ ǎŜƭŜŎǘ ΨbŜȄǘΩΦ 
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18. hƴ Ψ¢ƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴ ǘƘŀǘ ȅƻǳ ǿƻǊƪ ŦƻǊΩ ǇŀƎŜΣ ŜƴǘŜǊ ƛƴ ǘƘŜ ŘŜǘŀƛƭǎ ƻŦ the self-managed or plan-managed 

participant that you work for. 

 Tip 4 ς ¢ƘŜ Ψ!ǳǘƘƻǊƛǎŜŘ !ŎŎŜǎǎ 5ŜƭŜƎŀǘŜΩ ƻŦ ǘƘŜ ǎŜƭŦ-managed or plan-managed participant will be 

the person who considers your request for access to the NWSD. 

 

19. Your request will be ǎǳōƳƛǘǘŜŘ ǘƻ ǘƘŜ ŎǳǊǊŜƴǘ Ψ!ǳǘƘƻǊƛǎŜŘ !ŎŎŜǎǎ 5ŜƭŜƎŀǘŜΩ ŦƻǊ ŎƻƴǎƛŘŜǊŀǘƛƻƴΦ ¸ƻǳ ǿƛƭƭ ǊŜŎŜƛǾŜ 

an email once your request has been approved or rejected. 

Approve or reject a request for access (as the Authorised Access Delegate) 

20. When a representative submits a rŜǉǳŜǎǘ ŦƻǊ ŀŎŎŜǎǎ ǘƻ ǘƘŜ b²{5Σ ǘƘŜ Ψ!ǳǘƘƻǊƛǎŜŘ !ŎŎŜǎǎ 5ŜƭŜƎŀǘŜΩ ǿƛƭƭ ǊŜŎŜƛǾŜ 

an email. Click the link in the email to view the access request. 

21. [ƻƎ ƛƴǘƻ twh5! ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ΨtǊƻǾƛŘŜǊ ƴŀƳŜΩ ŀƴŘ Ψ!ǳǘƘƻǊƛǎŜŘ !ŎŎŜǎǎ 5ŜƭŜƎŀǘŜΩ ŀǎ ǘƘŜ ΨwƻƭŜΩΦ 

Select Ψ/ƻƴǘƛƴǳŜΩΦ 
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22. bŀǾƛƎŀǘŜ ǘƻ ǘƘŜ Ψ!ŎŎŜǎǎ ǊŜǉǳŜǎǘǎ ƭƛǎǘΩ ŀƴŘ ǎŜƭŜŎǘ Ψ±ƛŜǿΩ ƴŜȄǘ ŦƻǊ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ȅƻǳ ǿŀƴǘ ǘƻ ŀǎǎŜǎǎΦ 

 
23. wŜǾƛŜǿ ǘƘŜ ΨwŜǉǳƛǊŜŘ ǳǎŜǊ ǊƻƭŜόǎύΩ ǘƘŀǘ ǘƘŜ ŀǇǇƭƛŎŀƴǘ Ƙŀǎ ǎŜƭŜŎǘŜŘ ŀƴŘ ŜƴǎǳǊŜ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ŎƘŜŎƪōƻȄ ƛǎ 

ticked.  

 

 
24. {ŜƭŜŎǘ ΨwŜƧŜŎǘΩ ƻǊ Ψ!ǇǇǊƻǾŜΩΦ ¢ƘŜ ŀǇǇƭƛŎŀƴǘ ǿƛƭƭ ǊŜŎŜƛǾŜ ŀƴ ŜƳŀƛƭ ŀŘǾƛǎƛƴƎ ǘƘŜƳ ƻŦ ǘƘŜ ƻǳǘŎƻƳŜΦ  
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Managing email preferences 

25. To manage email preferences, log into PRODA and access the NWSD. Then ǎŜƭŜŎǘ Ψb5L{ tŀǊǘƛŎƛǇŀƴǘ ŘŜǘŀƛƭǎΩΦ 

 

 

26. hƴ ǘƘŜ Ψb5L{ tŀǊǘicipaƴǘ ŘŜǘŀƛƭǎΩ ǎŎǊŜŜƴΣ ǎŜƭŜŎǘ Ψ!ŘŘΩ ǘƻ add a contact who will receive email updates about the 

status of workers linked (e.g. those who provide NDIS supports and services) to the self-manged or plan-

managed participant. 
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27. !ƭǘŜǊƴŀǘƛǾŜƭȅΣ ȅƻǳ Ŏŀƴ ǎŜƭŜŎǘ ΨwemoveΩ to remove a contact so that they can no receive email updates.  

28. hǊ ǎŜƭŜŎǘ Ψ¦ǇŘŀǘŜΩ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƻǊ ŜƳŀƛƭ ǇǊŜŦŜǊŜƴŎŜǎ ƻŦ ǘƘŜ ŎƻƴǘŀŎǘΦ 

29. ¸ƻǳ Ŏŀƴ ŀƭǎƻ ƳŀƪŜ ŀ ŎƻƴǘŀŎǘ ŀ ǇǊƛƳŀǊȅ ŎƻƴǘŀŎǘ ōȅ ǎŜƭŜŎǘƛƴƎ ΨaŀƪŜ ǇǊƛƳŀǊȅΩΦ ¢ƘŜ ǇǊƛƳŀǊȅ ŎƻƴǘŀŎǘ may receive 

correspondence from the NDIS Commission about various matters.  

 

30. If you have made a contact the primary contact, but you want to change the primary contact back to the self-

managed or plan-managed ǇŀǊǘƛŎƛǇŀƴǘΣ ǎŜƭŜŎǘ ΨUpdateΩ. Then ǎŜƭŜŎǘ Ψ¸ŜǎΩ ƛƴ ǘƘŜ ΨLǎ the NDIS Participant the 

ǇǊƛƳŀǊȅ ŎƻƴǘŀŎǘΚΩ ŦƛŜƭŘΦ 
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31. hƴŎŜ ȅƻǳΩǾŜ ƳŀŘŜ ǘƘŜ ǊŜǉǳƛǊŜŘ ŎƘŀƴƎŜǎΣ ǎŜƭŜŎǘ Ψ{ŀǾŜ ŀƴŘ ǊŜǘǳǊƴΩΦ 

 

 

 


