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Overview

1. The NDISVorker 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-s@lhaged participantplanmanaged participartr their representative
must make an application (refer Quick Reference Guidé&SMP& PMP¢ Request access to the NWSTHe
LISNB2Y Y2YAYIFGSR Fa GKS Wt NAYINE O2ydalOGQ 2y GKS
58t S3aLasSQo

3. The Authorised Access IBgate will be able to add, remove and vary the access of other representatives of
the selfmanagedor planmanagedparticipant(representative¥ to the NWSD.

4. This quick reference guide provides information about how to update access to the NWSD andséet NW
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.
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Managing access to the NWSD

5. There are two ways in which a seifanagedor plannmanagedparticipant or their representative can manage
access to the NWSD for additional representatives:

1. 6 KS Wl dziK2NR&aSR ! O0Saa 5S8tS3aFiGdSQ OFy | RRI WBY20
2. NBLNBaASYyiGlIGADGS YIe NBldsSad 00Saa 2N I OKIFy3s
I 00Saa 5SfS3 GSQ gAff GKSYy O2yaARSNIIYR | LILINR@S

Both methods are described below.

Manage access as the Authorised Access Delegate
Update the access of an existing employee

6. [ 23 Ayil2 twhb5! | yR &St S Oi(thé #ifnaradetioN®dahiNhageaifarticiganNE & A

name will be included inthe lis)y R OK22 4SS (G(KS W! dziK2NAASR ! 00Saa 5

Q Tip 1 ¢ You must apply for ecess to the NWSD and register for a PRODA account before you can
log in. Refer toQuick Reference GuideSMP& PMP¢ Request access to the NWE&ID more
information.

Portal entry point

Portal login / Authorised Access Delegate login

Select the provider / role you wish to use within the NDIS Worker Screening Databass - ETEQL.

Provider name * Role

Authorized Access Delegate

7. {StSOG W aSN)II0O00Saa tAaiQ FTNRY (K SttaupdatsthevaSogsddork y R

User access list

L --I ml55s

Selected Status

All active users
Access requests list

User access list First name Last name Email

v

Work phone: Roles:
Mobile phone: Worker Screening for NDIS Participants, Authorised Access Delegate
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View employee details

Employee's details
First name - Last name :

Email address - Work phone © Mobile phone :

Participant's details
Participant First Name - Participant Last Name - Participant W5 ID -

Access status

Access Status - Active Stable Id -

3. Required user role(s) # I

Choose at least one user role from the options below.

¥ Worker Screening for NDIS Partidipants ¥ Authorised Access Delegate
Responsible for managing the participant's workers. Responsible for approving system access requests. Can also request system access on behalf of

staff within the organisation.

O worker Screening for organisations
Respensible for managing the organisation's workers.

Revoke access

Create access of a new employee

10.¢2 3IAGBS | VyYSs NSLMSaSyurﬂAQS FOOS&aa (2 AIRKSNIbyHYSSO
OK22a$S (KS W! dzZiK2NAaSR ! 00Saa 5StS3iSQ Nt So
11.{ St SO0 WbS¢é dzaSNJ NBljdSaiQo

Access requests list

e e m

Selected Status
Access requests list
Request dateftime First name Last name Email Status

User access list

Pending View
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Portal details access request

Before you begin

T ider Digital Access (PRODA) account to access the NDIS Worker Soreening Database - ETERS.
Provider Digital Access (PRODA) iz an online authentication system used to securely access government online services. Using a two-step verification process, the emplayee will only need a username and password to access
multiple online services induding the NDIS Worker Screening Database - ETEQL.

D i shich user

efs) for
Rezponsible for managing the participant's workers. Responsible for managing the organization's workers. Responsible for approving systemn access requests. Can also request

systemn access on behalf of staff within the organisation.

Portal access: How does it work?

1. Make sure the employee meets the pre-requisites for accessing the MDIS Worker Soreening Databasze - ETEQA (abowe) and iz aware of their user access responsibilities.

2. Click the I'm ready to request acoess button at the bottom of this page.

3. Enter the employee's details, the role(s) they need access to and your ac want in the spaces provided.

4. Once you have submitted the request for access, an email (containing a link) will be sent to the employee to complete the process. (In some cases, the Department of Social Services may perform secondary checks to ensure the
emplayes iz authorized to undertake the selected role)

5. When the employee completes the acoess request process they can use their PRODA account to access the MDIS Worker Screening Database - ETEQL.

User access responsibilities Security awareness
The MDIS Worker Screening Database - ETEDM iz an Australian Gowernment computer system managed by the Once the MDIS Quality and Safeguard Commizsion receives information from you via email or any other means,
Department of Social Services. the information is in & sacure environment. Your personal information will not be released unless the law permits

Dita contzined within the NDIS Worker Screening Database - ETED is subject to the Privacy Act 1988 (Act). Any i or your permission is grantsd.

unauthorized use or disclosure of data contained in the MDIS Waorker Screening Database - ETEQD may be a breach You need to be inher i i ission of i i i il and

of the Act. otherwise over the Internet.

It iz a criminal offence for unauthorized persons or devices to connect to this system. Usage of this system is If you have concerns in this regard, the NDIS Quality and Safeguard Commission has other ways of obtaining and
maonitored. Evidence of suspected misuse may be used in & court of law. By submitting this form, you are prowviding information induding mail, telephone and FilePoint. For advice about how to use FilePoint, please
reprasenting yourself as an authorized user of the NINS Worker Screening Database - ETEQ. contact the MDIS Quality and Safeguard Commission Help Desk.

You are also agreeing to: . .
Disclaimer

* only access data relating directly to your organisation's reponsibilities;

only access data necessary to perform approved activities relating to your arganisation's responsibilities. The Commonwealth accepts no responsibility for the accuracy or completeness of any material contzined on this

‘You are advised that giving fzlse or misleading information is a serious offence. document.
The NDIS Quality and Safeguard Commission may revoke MDIS Werker Screening Database - ETEDS access rights Additionally, the Commonwealth disclaims all liability to any person in respect of anything. and of the
for anyone who fails to comply with these reguiremeants. consequences of anything. done or omitted to be done by any such person in reliance, whether wholly or partially,

upon any information presented on this document.

Back

z z
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13.2. W1 dzi K2 NA a SR | O Cefablasyoh t6 méhahk whs i your Krjadigation has access to
the NWSD e.g. approving or rejecting requests for NWSD access.

I 3. Required user role(s) # |

Choose at least one user role from the options below.

Worker Screening for NDIS Participants Authorised Access Delegate
Responsible for managing the participant's workers Responsible for approving system access requests. Can also request system access on behalf of
staff within the organisation.

[0 Worker Screening for organisations
Responsible for managing the organisation's workers.
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Representative requests for access

14. If you are a representative of a seffanagedr planmanagedparticipant seekingccesdo the NWSD)og into

PRODAand St SOU GKS WwWwSljdzSad «k dzLRFGS Yeé F00SaaQ odzii

@ Tip 3 ¢ You must register for a PRODA account before you can ldgyiou are having trouble
registering for PRODA contact the PRODA Helpde&B@Mh 700 199

Portal entry point |

My portal access

Use this service if you are:
+ Anew user who needs access to the portal, or
+ An existing user who needs to:
- modify their portal access, or
- update your contact details such as your email address.

Request / update my access

15. Read the informationp@ Sy 4§ SR I YR AT @2dz I NB NBIRe (2 O2y(AydsS
16,9y G SNJ 6KS NBIJdZANBR AYTF2NXIGA2Y YR Ay GKS WwSlIj dzi N
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the NWSD e.g. approving or rejecting requests for NWSD access.

3. Required user role(s) #

Choose at least one user role from the options below.

Authorised Access Delegate
Responsible for approving system access requests. Can also request system access on behalf of

staff within the organisation.

Worker Screening for NDIS Partidpants
Responsible for managing the participant’s workers.

[0 Worker Screening for organisations
Responsible for managing the organisation's workers.

17.n0 KS WwwSljdzSad | 00Saa ( ND®Rat€igant whd
O

if you are the employee of an unregistered providerK Sy a St S bSEGQ®

3. Request access to which account? =

I'would like to reguest access to the account of an:

®  NDIS Participant who is registered for Worker Screening
2 Unregistered organisation in the disability sector who is registered for Worker Screening
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18.hy We¢KS 2NAFyAaldA2y GKI G @2 dzthe selNdanagedoNPanrhdnagedly S
participant that you work for.

& Tipd¢¢ KS W! dzi K2 NR 4 SR | Ohénagedorplarimarmdgedp&tiRipadtwill beK S 3
the person who considers your request for access to the NWSD.

| 4. The organisation you work for |

Search for 2 provider using one of the following figlds. We suggest searching by ABM.
Provider details

Legal Mame Trading Mame ABN

Provider address details

Address Line 1
Address Line 2

Suburb/Town State Postcode

Pleaze select

19. Your request willb@ dzo YA GG SR (G2 (GKS OdzZNNByd W! dzikK2NAaSR ! 00
an email once your request has been approved or rejected.

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

20. When arepresentativeubmitsa® lj dzS&a 4 F2NJ | 00Saa G2 (GKS b2{53 GKS
an email. Click the link in the email to view the access request.

21.,[ 23 AyG2 twh5! FyR aStSOG GKS FLIWNZLNRFGS Wt NRGJA
Select!/ 2y G Ay dzSQd

Portal entry point

Portal login / Authorised Access Delegate login

Select the provider / role you wish to use within the NDIS Worker Screening Database - ETEDL.

Provider name * Role

Authorized Access Delegate
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Access requests list

C: --I oSee

Selected Status
Ir ) Pending requests
Access requests list
User access list Request date/time First name Lastname Email Status

Pending View

23.WwWSPASs GKS WwSIdzZANBR dzaASNJ NRfSoavQ GKFG GKS F LILI
ticked.

View portal access request

Employee's details
First Name : Last Name :

Email Address : Work Phone - Muobile Phone :

Participant Employer's details

Participant Name ; Participant W5 1D :

Access request status

Status - Pending Status Date -

3. Required user role(s)

Choose at least one user role from the options below.

[ Worker Screening for NDIS Participants O Awthorised Access Delegate
Responsible for managing the participant's workers. Responsible for approving system access requests. Can also request
system access on behalf of staff within the organisation.
| | Worker Screening for organisations

Respansible for managing the organisation's workers,

Back Approve

“
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Managing email preferences

25. To manage email preferencdeg intoPRODA and accett® NWSDThena St SOG Wb5L{ t I NIA

Portal entry point

Portal login / Authorised Access Delegate login

Select the provider / role you wish to use within the NDIS Warker Screening Database - ETE04.

* *
Provider name Role
Worker Screening for NDIS Participants ~ Continue

Home NDIS Participant details Worker Screening ~

Welcome to the NDIS Worker Screening Database,

NDIS Participant details Worker Screening

Number of pending verification requests:

26.hy (KS Wpgli{ RBEENIT aQ & Gk Soyitact whdnifl rEcivie ertibll p&aes abdut the
status of workers linked (e.g. those who provide NDIS supports and services) to theasgédor plan
managedparticipant
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NDIS Participant details * required

NDIS Participant number: Name: Date of birth:

Gender: Email: Phone:

Participant WS Id: Account status: Is the NDIS Participant the primary
contact?:

My contacts

These contacts will receive email updates about status changes for linked workers. However, a contact may choose to unsubscribe from these emails.

Receive email
Primary First name Last name Email updates? Date added Last updated

SO0 W' LIRIGSQ (2 OKFIy3aS GKS SYIFAf FRRNXaa 2N
-y Ftaz2 YF1S I 02y Gl OdG I LINRARYLF NE O2mayirecéie o @&
correspondence from the NDIS Commission about various matters.

NDIS Participant details * required

NDIS Participant number: Name: Date of birth:
Gender: Email: Phone:
Participant WS Id: Account status: Is the NDIS Participant the primary
contact?:
My contacts

These contacts will receive email updates about status changes for linked workers. However, a contact may choose to unsubscribe from these emails.

Add
Receive email
Primary First name Last name Email updates? Date added Last updated
Make primary
Update
1800 035 544 Support Feedback Remove

Accessibility | Copyright & Disclaimer |  Privacy information

30. If you have made a contact the primary contact, but you want to change the primary contact backstifthe
managedor planmanagedLJ: NIi A OA LIUpdateR Than§ S 6§ S i W W, tBaaNDIS Pafticipakt $he WL 2
LINRYI NBE O2yil OGKQ FTAStRO®
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NDIS Participant details * required

NDIS Participant number: Name: Date of birth:

Gender: Email: Phone:

Participant WS Id: Account status: Is the NDIS Participant the primary
contact?:

Update Participant WS details * required

Participant WS Id:

Title: First name: Middle name: Last name:

Gender: Date of birth: dd/mm/yyyy

Contact details

Email:* Phone: Is the NDIS Participant the primary contact?:*

hd

Discard changes and return Save and return

3.hyO0S &2dz2Q@S YIRS (4KS NBIldZANBR OKIy3aSaz asStsSoOoid w{l
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