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[bookmark: _Toc179881230]Introduction
Welcome to the Disability Worker Screening Queensland Worker Portal (Worker Portal) User Guide. This guide will assist workers through the process of applying online for a Disability Worker Screening Clearance and it will also provide information about how to perform key functions.

In the Worker Portal you will be able to:

· Register for the Online Worker Portal
· Start a New Application 
· View the Status of your Application
· Update your Details
· Apply to Withdraw your Application
· Review or Update your Application
· Notify us of a Change in Engagement (Employer/Organisation)
· Notify us of a Change from Volunteer to Paid Employment 
· Request a Replacement Card
· Check if you are Eligible to Work (View the Status of your Clearance)
· Renew your Queensland Disability Worker Screening Clearance
· Application History



[bookmark: _Toc179881231]Navigation and Access

[bookmark: _Toc179881232]How do I navigate this User Guide?
The Contents page shows you headings for the key areas included in the User Guide. The Contents page is set up with internal links, so you can press the Control key + Click (for Windows) or the Command key + Click (for Mac based systems) on any section and you will be taken directly to that section in the User Guide.

We have also provided links to our website and other key reference material located on our website. There are also some internal links that will allow you to skip ahead. 


[bookmark: _Toc179881233][bookmark: _Hlk141281510]What internet browser should I use for the Worker Portal?
Our Worker Portal is supported by a number of internet browsers. We recommend you use Google Chrome, however browsers such as Microsoft Edge, Mozilla Firefox and Safari for Macintosh users are also supported. 


[bookmark: _Toc179881234]How do I access the Worker Portal? 
· If you are a first-time user of the Worker Portal, click here to Register for an Online Account. Then refer to the First step – Register for the Worker Portal section of the User Guide for more guidance.

· If you have already registered to use the Worker Portal, click here to Login to the Worker Portal. Then refer to the Login to the Worker Portal section of the User Guide for more guidance. 


[bookmark: _Toc179881235]How do I logout of the Worker Portal?
To logout of the Worker Portal, click on the Logout button at the right-hand side of the header at the top of the Online Services Home page.

[image: ]

· [bookmark: Register_for_the_Worker_Portal][image: ]You will be returned to the Welcome page once you have logged out successfully. 
[bookmark: _First_step_–][bookmark: _Toc179881236]First step – Register for the Worker Portal

· To access the Worker Portal, you must first Register as a worker. 

· After you click on the above link to Register, you will be taken to the Privacy Notice screen.  

Click on the link to read and then click on the tick-box to confirm you have read and understood the Privacy Notice and supporting Information Management Policy.  

Select Accept.  
[image: ]

[bookmark: _Toc179881237]Proof of Identity

· [bookmark: _Hlk67580125][bookmark: _Hlk67577422]You will then be taken to the Proof of Identity screen. 

We are partnering with Department of Transport and Main Roads (TMR) to deliver online 
proof of identity. 

Disability Working Screening applicants will need a TMR product prior to applying. 

The TMR product is used as part of our identity check and also enables us to print a photo on your Disability Worker Screening clearance card. To register for the Worker portal, you must have one of the listed TMR products. 

To find out more please refer to our Identity Verification fact sheet.
Note

If you already hold a valid clearance in another state or territory, you cannot apply for a clearance in Queensland. 


[bookmark: _Toc179881238][bookmark: _Hlk178603190]What information is required for your Proof of Identity?
You will need to have the following products handy so we can verify your identity. 

· Queensland Department of Transport and Main Roads (TMR) Customer Reference Number 
· TMR Registered Email Address 
· Legal Name Details 
· Date of Birth 
[image: ]
 








































Note:  Fields marked with * are mandatory


[bookmark: _Toc179881239]TMR Products

· Select a TMR product (i.e. driver’s licence) from the drop-down menu which appears when you click on the down arrow. You must have one of the listed TMR products to register online and apply for a Disability Worker Screening check:
· Drivers Licence
· Adult Proof of Age card
· Photo Identification card
· Industry Authority
· Marine Licence Indicator
· New Customer Notification Email
[image: ]
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· Complete your Proof of Identity details.
[image: ]


· Enter your TMR Customer Reference Number.  
[bookmark: _Hlk67579829][bookmark: _Hlk67580197]
This is located on the top right of your product i.e. driver’s licence (or other product) and should be a nine-digit number.  You can check if you have a Customer Reference Number (CRN) by visiting https://www.qld.gov.au/transport/crn. If you do not have a CRN, you can refer to our Identity Verification fact sheet to find out how to apply for one at no additional cost.
[image: ]





· Enter your TMR Registered Email Address. 
This is the same email address that you used when you registered with TMR (i.e. the email you provided when you applied for your licence).
[image: ]   

  


Note:  To verify and/or update your email address with TMR you can login to TMR Online Services by clicking on the question mark icon – see above image.  Once you login you can add/change your email address under My Details on the top right of your My Account page.

· Enter your Name and Date of Birth.
Press Register.
· You will receive a confirmation notification to advise your details have been successfully confirmed and a Worker Portal account has been created for you.  
Click Proceed to Login.
[image: ] 
[bookmark: _Toc179881240]What if I receive an error message on the Registration page? 
Unexpected Error

If an Unexpected Error is displayed after selecting the Register button, this means there has been an unexpected system error and you will not be able to proceed with your registration until the system is working again. You will need to wait 2 hours and then try to register yourself again. If you are still having difficulties registering for an account, contact the Worker Screening Unit. 

 [image: ]

[bookmark: _Hlk176782192]You already have a clearance!

[bookmark: _Hlk175058526]The system will recognise if you already hold a clearance in another state or territory. If you have attempted to register yourself and the system recognises you already hold a clearance that is not eligible for renewal, the below message will be displayed. 

You will not be able to register for an account in QLD unless your clearance is due for renewal (within 90 days of expiring). 

[bookmark: Login_to_the_Worker_Portal] [image: ]

[bookmark: _Hlk176782265]You already have an outcome!

[bookmark: _Hlk176782281]The system will recognise if you already have an outcome issued in another state or territory. The below message will be displayed and you will not be able to continue with your registration. 

[image: ]

[bookmark: _Hlk176782353]You already have an application in progress! 

The system will recognise if you already have an outstanding application in progress in another state or territory. The below message will be displayed and you will not be able to continue with your registration.  
[image: ]
[bookmark: _Hlk176782690][bookmark: _Hlk176782681]Contact Worker Screening Unit 

The below message will be displayed if national records show there may be more than one existing profile that matches the information you have provided. You will need to contact the Worker Screening Unit so this can be investigated further. 

[image: ]


[bookmark: _Toc179881241]Login to the Worker Portal
If you have completed all of the steps in the ‘First step - Register for the Worker Portal’ section, you can now login to the Worker Portal.  
1. You will be prompted to select your TMR product and enter your Customer Reference Number and Date of Birth 
(these will be the same details you used to register for the Worker portal).  [image: ]











2. [bookmark: _Hlk178605156]Select your TMR product type using the drop-down list
[image: ]










3. [bookmark: _Hlk178605470]Enter your TMR Customer Reference Number 
[image: ]
















4. [bookmark: _Hlk178605494]Enter in your date of birth details
[image: ]
[bookmark: _Hlk178605511]


5. Click on the tick-box to confirm you have read and understood the Privacy Notice and supporting Information Management Policy and select Login.  
[image: ]

[bookmark: _Toc179881242]Verification Code
6. When you have successfully logged in, a pop-up verification code box will appear on your screen requesting you enter a verification code.
7. Your secure verification code will be sent to your TMR registered email address.
(See the example below.)
[image: ]Important:
Your verification code will change each time you login. 
You will have 15 minutes to enter your code or you will need to login again.
y the NDIS Commission.




8. Retrieve your verification code from your TMR registered email and enter the Verification Code into the field.  
[image: ]

Note:  You may need to check your Junk/Spam mail for the email from the Worker Screening Portal if you cannot find it in your Inbox.
9. You have now successfully logged in to the Worker Portal. 
10. If your TMR photo was taken more than 5 years and 3 months ago, please read the next section. Otherwise, please continue by viewing the Online Services Home Screen section.

[bookmark: _Toc179881243][bookmark: _Hlk141281678]What if my TMR photo was taken more than 5 years and 3 months ago?
If your photo in TMR’s records was taken more than 5 years and 3 months ago, after you login to the portal for the first time, you will see an error message instructing you to update your TMR photo before you continue to register online and apply for a clearance card. 

[image: Graphical user interface

Description automatically generated]



You will need to visit a TMR Customer Service Centre (or third-party service delivery location) for a new photo at no additional cost. Once you have updated your photo, you may need to wait up to 48 hours before registering and proceeding with the identity check through the worker portal. You can find out more information in our Identity Verification fact sheet. 

[bookmark: Online_Services_Home_Screen][bookmark: _Toc179881244]Online Services Home screen (for first-time login)
After you have successfully logged in for the first time you will be taken to the Online Services Home screen.  

At this stage, you have three functions you can perform:

· Start New Application
· Update My Details
· Application History 

[bookmark: _Hlk176785497][image: ] You must use the same TMR product and email to login that you used in the registration process.

 
Please see the Key Functions in the Worker Portal section for further information about the key functions you can perform.Note:
After you have submitted an application, you will have more functions available to you on your Online Services Home page. 



You can return to the Online Services Home screen at any time by clicking on the Home button in the header.
[image: ]

[bookmark: _Toc179881245][bookmark: Start_a_New_Application]
Start a New Application
You can lodge a new application for a Disability Worker Screening Clearance (NDIS Worker Screening or Queensland Disability Worker Screening), including a combined application for a Working with Children Check (Blue Card or Exemption Card).

1. To start a new application, click on Start New Application.
[image: ]
2. You can see the 7 different sections of the application that you must complete at the top of your screen. You can see your progress here as you make your way through the application. 
[image: ]

[bookmark: _Toc179881246][bookmark: Section_1_Application_Initiation]Section 1 – Application Initiation 
3. Application Initiation is the first section of the application that you must complete.
[image: ]
4. Select your correct Application Type and answer the Eligibility Requirements questions. 
5. After you have answered all questions, click on Save and Proceed and continue with Section 2.
Note
If you are applying for a Disability Worker Screening AND a Working with Children Check (Blue Card/Exemption Card), you may be asked additional questions during the application process that are not included in this guide.


[bookmark: _Toc179881247][bookmark: Section_2_Personal_Details]Section 2 – Personal Details
6. Click on the pink down arrow or use the next button in each Personal Details section to add your information. 


















7. When you are finished, click Save and Proceed and continue with Section 3.
[bookmark: Section_3_Assessment_Details]


[bookmark: _Toc179881248]Section 3 – Assessment Details
8. Complete details about your Purpose and Role, Previous Checks and Roles. 
[image: ]
9. Click on Save and Proceed and continue with Section 4.




[bookmark: Section_4_Disclosable_Information]
[bookmark: _Toc179881249]Section 4 – Disclosable Information
10. Answer the Disclosable Information questions.  
[image: 
]
11. Click on Save and Proceed and continue with Section 5.


[bookmark: _Toc179881250][bookmark: Section_5_Employer_Details]Section 5 – Employer Details

12. Click on the Add Employer/Sole Trader/SMP button.

Note: You must add at least one Employer before continuing to the next section.
[image: ]
13. A pop-up screen will appear so you can enter your Employer Details.  
[image: ]

14. Select the correct Employer Type.
15. In the field, either enter your employers ‘Employer ID’ (if known) or start typing the name of your employer. Select the correct employer name from the drop-down suggestions. 

Please ensure you select the correct employer as delays will occur if you choose the wrong one.
Note:
Using the Employer ID number is the most accurate way of ensuring you select the correct employer.

If you are adding a Self-Managed Participant (SMP) as your employer, you will need to have their NDIS participant ID number and their surname.
[bookmark: _Hlk150971351][bookmark: _Hlk150971352]If you are a sole-trader you will need to enter your Employer ID number issued by the NDIS Commission.












16. After you have selected the correct Employer, click on Add Employer.  

17. Enter any additional employers, using the same process. 

18. If you have made a mistake, you can click on the Update or Remove buttons.


[image: ]












Note:
If you are a sole-trader you will need to enter your Employer ID number issued by the NDIS Commission.



19. When all of your Employer details are correct, click on Save and Next. 
REMINDER 

Clearance holders and applicants must tell us if they start or stop working with an organisation/employer. 

Please see the Notify a Change in Engagement (Add a New Employer or Remove an Old Employer) section for further information.


20. Answer the working with children question which appears on your screen.
[image: This screenshot is an enlarged version of the question stated above: In your role with any of these employers, will you be working with Children? There are Yes and No buttons under the question.]
21. Press Save and Next and continue with Section 6.

[bookmark: Section_6_Declaration][bookmark: _Toc179881251][image: ]Section 6 – Declaration
22. Please read the Declaration and click on the tick box to indicate you agree that you have read and understood the information.  
Your name and the date will appear automatically. 
Click on I Agree.
23. A pop-up box will appear asking if you are sure you wish to make the declaration.  
[image: ]
24. [bookmark: _Hlk176786215]Click on the ‘I understand and agree’ box and proceed to Section 7. 

[bookmark: Section_7_Payment][bookmark: Renewal_Section_7_Payment]

[bookmark: _Toc179881252]Section 7 – Payment
25. [bookmark: _Hlk67313286]Select your preferred payment method and add the necessary details. There are three options for payment (see below).
[image: ]





















26. [bookmark: _Hlk67313291]To pay by credit or debit card using online BPoint – add your card details.
[image: This is an image of the Payment screen. Under the payment heading it says the application is not considered lodged until payment of the fee, and notes that fees are not refundable and subject to change in accordance with the consumer price index. Please contact us if you require help with a payment.
There is a Payment Amount section in the example image, and then under this is the payment methods section. There are 3 options to choose from. the top option is credit or debit card, VISA and Mastercard only, using BPoint payment facility. The second is Money order or bank cheque, please make payable to Department of Child Safety, Seniors and Disability Services. The third option is deferred payment using BPoint payment facility. This option is if your employer or another person has agreed to pay for your application.
In the example image the credit or debit card option has been selected, at the bottom of the screen there is an area to enter your card number, expiry date, year and CVN number. 
In the bottom left corner there is a back action button and in the bottom right is a pink complete action button.]



27. [bookmark: _Hlk67313295]To pay by money order or bank cheque.  Enter your email address and once we receive your money order or bank cheque and it has cleared, we will send a receipt to your email address.
[image: A screenshot of a computer

Description automatically generated]


28. [bookmark: _Hlk67313300]If you have an arrangement for your employer or someone else (a third party) to pay for your application – enter their email address. The Worker Portal will send an email with a link to the third party to allow them to make a payment via the online BPoint payment facility.
[image: A screenshot of a computer

Description automatically generated]


29. [bookmark: _Hlk67313307]Click on Complete to proceed.
Note:
After you have submitted your application and made payment, your nominated employer must verify your application. If this is not completed, your application will be withdrawn after 30 days.

30. Please read the next section ‘What happens after I have submitted my application?’
[bookmark: _Hlk67313313]
























[bookmark: _Toc179881253]What happens after I have submitted my application

[bookmark: _Toc179881254][bookmark: Complete_Or_Almost_Complete_Initial_app]Complete or Almost Complete

31. A pop-up message will appear to advise if your application is complete or almost complete.
[image: ]

32. An email will also be sent to you confirming lodgement status.
[image: ]
[bookmark: _Hlk67313321]












33. If your application is Almost Complete you will receive a notification telling you about this, with further information. (Example below)
[image: ]
[bookmark: _Toc179881255][bookmark: Initial_App_Oustanding_Tasks_My_Tasks]Outstanding Tasks (My Tasks)

34. If you have any outstanding tasks, you will also receive an email outlining the outstanding tasks required to be actioned.
[image: ]







35. When you log into the Worker Portal, the Online Services Home screen will display a pop-up box that contains your outstanding tasks information. 
For example: If you (or your employer) have not paid for your application, you will see a message like the one below. 

[image: ]







You can either click on the link to make your payment or press close.
36. Your Online Services Home screen will display a My Tasks alert at the top of the screen that will list your Outstanding Tasks. (See an example below.) 
(If your payment is outstanding, this message will include a Make Payment link that directs you to the payment screen.)  
[image: ]


[bookmark: _Toc179881256]My Selected Employers
37. [image: ]The employers you added previously will be visible in the My Selected Employers section toward the bottom of the screen.

Note: 
The above ‘My Selected Employers’ only appears on your Online Services Home screen when you have started an application but not yet submitted it, or when you have submitted your application and it is awaiting verification by your employer.


38. If you wish to Add or Remove an Employer at this stage, please click on the ‘Update my Application Employer Details’ button and make the necessary changes. 
Please see the Notify a Change in Engagement (Add a New Employer or Remove an Old Employer) section for further details.
[image: ]



REMINDER

Clearance holders and applicants must tell us if they start or stop working with an organisation/employer. 


[bookmark: Key_Functions_in_the_Worker_Portal][bookmark: _Toc179881257][bookmark: _Hlk75270794]Key Functions in the Worker Portal 
[bookmark: _Toc179881258]Introduction
After you have submitted your application, your Online Services Home screen will display your application details and other key functions that are available to you.  

Note: What you see on your Online Services Home screen will change slightly, depending on the progress of your application. For some functions, you might need to click on a different button, depending on the progress of your application.

[image: This image displays an example home screen after an application has been made. It has the header Online Services Home with a sub heading on the top left called My personal Details. Under this is an example name and address as well as TMR customer reference number. A pink action button is located under this to Update my Details. 
Underneath this, is a header My Application Details with application details and status information, application type and status, Payment status and TMR image status. 
Underneath this section is the pink Application History button. The text below the button says, view all your application details. 
At the top centre is a pink action button titled Review or Update My Application. Text under this says review or update an existing application.
At the top right is a pink action button titled Apply to withdraw My Application with text underneath that says withdraw an application that has not been lodged or has been lodged but not yet finalised.]


[bookmark: _Toc179881259]List of Key Functions
· Register for the Online Worker Portal 
· Start an Application
· View the Status of my Application
· Update My Details
· Apply to Withdraw My Application
· Review or Update My Application
· Notify of a Change in Engagement (Add a new Employer or Remove an old Employer)
· Notify us of a Change from Volunteer to Paid Employment 
· Request a Replacement Card 
· Check if I am Eligible to Work (View the Status of my Clearance) 
· Renew my Queensland Disability Worker Screening Clearance
· Application History

The above list contains internal links. You can press Control + Click on any of the Key Functions above and you will be taken to that section of the User Guide where you can see detailed information.

[bookmark: _Toc179881260][bookmark: View_the_Status_of_My_Application]View the Status of My Application

In the My Application Details section of the Online Services Home screen, you may see a question mark to the right of your application status. 
[image: ]
When you hover over the question mark, a pop-up box provides additional information about what tasks need to be completed before you can proceed with your application. 
[image: ]
The My Tasks alert is updated each time you return to the home page.

[image: ]

[bookmark: _Toc179881261][bookmark: _Hlk176783874][image: ]List of Application Statuses

[bookmark: Update_My_Details]









[bookmark: _Toc179881262]Update My Details
You can update your personal details at any time by selecting Update My Details and completing your updated details.
[image: ]
[image: ]


[bookmark: Apply_to_Withdraw_My_Application][bookmark: _Toc179881263]Apply to Withdraw My Application
Select Apply to Withdraw My Application if you want to withdraw an application that is either incomplete OR is complete but has not yet been lodged OR has been lodged but not yet finalised. (You cannot apply to withdraw an application that has been finalised by the Worker Screening Unit.)
[image: ]


A pop-up screen will appear asking you to confirm your decision to apply to withdraw your current application.  Press Yes to proceed.  You will be notified when the application has been withdrawn. We will be unable to withdraw your application in some circumstances. 
[image: ]



[bookmark: Review_or_Update_My_Application][bookmark: _Toc179881264]Review or Update My Application
Click on ‘Review or Update My Application’ if you want to review or make changes to your existing application. You will be taken back to the application screens and all your initial responses to the questions will be visible as pre-filled fields. 

You can review or amend your selections as you progress through the screens. Refer to the Application Initiation section of the User Guide if you require further guidance. 


[image: ]











[bookmark: _Toc179881265][bookmark: _Hlk141283315][bookmark: Notify_a_Change_In_Engagement][bookmark: _Hlk166070687][bookmark: _Hlk142907143][bookmark: _Hlk142913680]Notify of a Change in Engagement 
(Add a new Employer/Organisation or 
[bookmark: _Toc179881266]remove an old Employer/Organisation)

[bookmark: _Toc179881267]What is a Change in Engagement?

A Change in Engagement is when a Disability Worker Screening Applicant or Clearance cardholder starts working for a new employer/organisation or stops working for an employer/organisation. 

To find out more information please see the Change in Engagement Fact Sheet.


[bookmark: _Toc179881268]How do I notify of a Change in Engagement in the Worker Portal?

Disability Worker Screening Applicants and Clearance cardholders can now notify us of a Change in Engagement online, through the Worker Portal. 
This is the easiest and quickest way to notify us of a Change in Engagement. 


[bookmark: _Hlk142907276]REMINDER

If you have a combined disability worker screening and working with children check application, or hold a blue/exemption card you also need to tell Blue Card Services about any changes, including a change of employer/organisation.

























[bookmark: _Toc150516051][bookmark: _Toc179881269]Where do I go in the Worker Portal to Notify a Change in Engagement?

Note

You can notify us of a Change in Engagement in three different sections of the Online Services Home screen. What appears on the screen below will depend on the status of your clearance or application. 



[bookmark: _Hlk166071863]Selecting the relevant scenario below will tell you which button you need to use to notify us of a Change in Engagement.

1
2
3



















1. ‘Review or Update My Application’ button
I have an incomplete application OR I have finished my application but haven’t made my payment yet and I have changed employer/organisation. 
2. ‘Update My Application Employer Details’ button
I have an NDIS employer who has not verified my application* and I have changed employer/organisation.
*If you have a state-based (non-NDIS) application that hasn’t been verified, use option 1 ‘Review or Update My Application’ button.
3. ‘Update My Details’ button
I have an application that is being assessed OR I have a valid Worker Screening Clearance and I have changed employer/organisation.






[bookmark: _Add_a_New][bookmark: _Toc179881270][bookmark: _Hlk141858025]Adding a New Employer using ‘Review or Update My Application’ button


1. [image: ]Click on the ‘Review or Update My Application’ button.








2. [image: ]Navigate to the Section 5 – Employer Details part of your application.







3. To Add a New Employer, click on the Add Employer/Sole Trader/SMP button.
Note: You must add at least one Employer before continuing to the next section.
[image: ]









4. A pop-up screen will appear so you can enter your Employer Details.  
[image: ]
5. Select the correct Employer Type.
6. In the field, either enter your employers ‘Employer ID’ (if known) or start typing the name of your employer. Select the correct employer name from the drop-down suggestions and click on Add Employer. 

Please ensure you select the correct employer as delays will occur if you choose the wrong one.

Note

Using the Employer ID number is the most accurate way of ensuring you select the correct employer.

If you are adding a Self-Managed Participant (SMP) as your employer, you will need to have their NDIS participant ID number and their surname.


7. You can add more than one organisation by completing steps above for each organisation.
8. Answer the working with children question (shown below) then select Save. 8
9
10















9. If you have added the incorrect employer, you can click Update (shown above), find the correct employer by following the above steps and replace the incorrect employer.

10. [bookmark: Step_13_Add_Update_My_Application][bookmark: Step_12]When you have added your New Employers and you can see them in your Entity List, click on Save. 
You have now successfully Added a New Employer to your current application and notified us of a Change in Engagement. 



[bookmark: _Toc179881271]Removing an Old Employer using ‘Review or Update My Application’ button
[image: ]







1. Click on the ‘Review or Update My Application’ button.
2. Navigate to the Section 5 – Employer Details part of your application.
[image: ]





3. You will see your Employers in the Entity List. 















4. Click on the Remove button that appears next to the Old Employer you want to Remove.
5. [image: ]A pop-up box will ask you to Confirm you want to remove this Employer. 
Click on Yes. 



6. The Old Employer will no longer appear on your Entity List. 
You have now successfully Removed your Old Employer and you have also successfully notified us of this Change in Engagement.
[bookmark: _Notify_a_Change][bookmark: Update_My_Applic_Employer_Details_button][bookmark: _Hlk141858055]
[bookmark: _Toc179881272]Adding a New Employer using ‘Update My Application Employer Details’ button

1. Click on the ‘Update My Application Employer Details’ button.
[image: ]








2. Your screen will now show your Nominated Entities. 
This is the list of Employers you have told us have engaged you (or are proposing to engage you) to provide NDIS work or state funded disability work.

[image: ]


3. To Add a New Employer, click on the Add Employer/Sole Trader/SMP button.
4. A pop-up screen will appear so you can enter your Employer Details.  
[image: ]
5. Select the correct Employer Type.
6. In the field, either enter your employers ‘Employer ID’ (if known) or start typing the name of your employer. Select the correct Employer name from the drop-down suggestions. 

Please ensure you select the correct employer as delays will occur if you choose the wrong one.

Note

Using the Employer ID number is the most accurate way of ensuring you select the correct employer.

If you are adding a Self-Managed Participant (SMP) as your employer, you will need to have their NDIS participant ID number and their surname.


7. After you have selected the correct Employer, click on Add Employer.  
8. You will then see the Employer you have just added in the Entity List. 


9. [bookmark: Step_11]If you have added the incorrect employer, you can click Update (shown above), find the correct employer by following the above steps and replace the incorrect employer.
10. You can add more than one organisation by completing steps above for each organisation.

11. When you have finished Adding all of your New Employers, click on Save.
You have now successfully Added a New Employer and you have also notified us of this Change in Engagement. 


[bookmark: _Toc179881273]Removing an Old Employer using ‘Update My Application Employer Details’ button


1. [image: ]Click on the ‘Update My Application Employer Details’ button.








2. Your screen will now show your Nominated Entities. 
This is the list of Employers you have told us have engaged you (or are proposing to engage you) to provide NDIS work or state funded disability work.
[image: ]


3. Find the Old Employer you want to Remove in the Entity List and click on the ‘Delete’ button to Remove the Old Employer.

[image: ]












4. A pop-up message will prompt you to confirm that you want to delete the selected Employer. Select Yes. 
[image: ]




5. The Old Employer will remain in your Entity List, and the Application Employer Status will change to ‘Inactive’.
[image: ]









You have now successfully Removed your Old Employer and you have also successfully notified us of this Change in Engagement.


[bookmark: _Notify_a_Change_1][bookmark: _Toc179881274][bookmark: _Hlk141858094]Adding a New Employer using ‘Update My Details’ button 

REMINDER

You will only be able to update your employer/organisation with the ‘Update My Details’ in your Online Services Home screen in certain stages of your application or if you hold a valid clearance. If the text does not include ‘employer details’ (pictured below) you can either update in ‘Update My Application Employer Details’ or the ‘Review or Update My Application’ button.
 







1. If you would like to Add a New Employer, click on the Update My Details button.
2. Your screen will show headings for the different details that you are able to update.
Under Employers, click on the pink down arrow to the right of this heading.  


[image: ]


3. You will now see the below information under the Employers section: 
[image: ]















4. In the Entity List section, you will be able to see your current Employers.
5. Click on the Add Employer/Sole Trader/SMP button.
6. A pop-up screen will appear so you can enter your Employer Details. 
[image: ]
7. Select the correct Employer Type.
8. In the field, either enter your employers ‘Employer ID’ (if known) or start typing the name of your employer. Select the correct Employer name from the drop-down suggestions. 

Please ensure you select the correct employer as delays will occur if you choose the wrong one. If you have a state-based (non-NDIS) application or clearance, you won’t be able to add an NDIS employer.
Note

Using the Employer ID number is the most accurate way of ensuring you select the correct employer.

If you are adding a Self-Managed Participant (SMP) as your employer, you will need to have their NDIS participant ID number and their surname.


9. After you have found the correct New Employer, you must answer the question that appears below the employers ‘Did you start NDIS work or state funded disability work (either paid or voluntary) with this employer?’.
Answer Yes or No as appropriate.
[image: ]


10. If you select Yes, you will need to include the date your employment started. Click on the calendar icon to select the correct date.
[image: ]





11. After you have selected the correct Employer and answered the above question, click on Add Employer. 

12. [bookmark: Step_13][bookmark: Step_15]Once this is added, you will see Awaiting Declaration. You need to complete the declaration otherwise you have not finished Adding the New Employer.





13. Read the two statements in the Declarations section and click in the 2 checkboxes to indicate you agree. 
When you tick in the second checkbox, the date and your name will be filled out automatically.
[image: ]

14. Click on the Save button that appears underneath the Declaration section to finish Adding the New Employer.






15. The Application Employer Status for the New Employer will now say ‘Active’.
[image: ]





You have now successfully Added the new Employer, which means that you have also successfully notified us of this Change in Engagement.



[bookmark: _Toc179881275]Removing an Old Employer using ‘Update My Details’ button

REMINDER

You will only be able to update your employer/organisation with the ‘Update My Details’ in your Online Services Home screen in certain stages of your application or if you hold a valid clearance. If the text does not include ‘employer details’ (pictured below) you can either update in ‘Update My Application Employer Details’ or the ‘Review or Update My Application’ button.
 








1. If you would like to Remove an Old Employer click on the Update My Details button.
2. Your screen will show headings for the different details that you are able to update.
Under Employers, click on the pink down arrow to the right of this heading.  
[image: ]












3. You will now see the following information under the Employers section (see next page): 
[image: ]















4. In the Entity List section, you will be able to see your current Employers.
Below is an example only.



5. Locate the Employer you want to Remove and click on the Remove button that appears next to the Employer. 
6. A pop-up box will appear, asking you ‘Did you start NDIS work or state funded disability work (either paid or voluntary) with this employer?’
You must tell us when you end an engagement with an entity you are linked to, even if you never started work for them.
[image: ]






7. Select Yes, or No as appropriate and then click ok.

8. If you select Yes, you will be prompted to enter the date your employment ends. Click on the calendar icon and select the correct date and then click on ok. (Image next page.)
[image: ]





9. Next, a pop-up box will appear, asking you to Confirm you want to Delete (Remove) this Employer. Click on Yes if you want to Remove this Employer.
[image: ]









10. Once this is added, you will see Awaiting Declaration. You need to complete the declaration otherwise you have not finished Adding the New Employer.
[image: ]





11. To continue to remove the Old Employer, read the two statements in the Declarations section and click in the 2 checkboxes to indicate you agree. 
When you tick in the second checkbox, the date and your name will be filled out automatically.
[image: ]

12. Click on the Save button that appears underneath the Declaration section to finish Removing the Old Employer.
[image: ]










You have now successfully Removed the Old Employer, which means that you have also successfully notified us of this Change in Engagement.

[bookmark: _Volunteer_to_Paid]
[bookmark: _Notify_of_a][bookmark: _Toc179881276]Notify of a Change from Volunteer to Paid Employment 
What is a Volunteer to Paid Employment Application? 

This form allows workers to notify the Worker Screening Unit when their employment changes from volunteer (or unpaid) to paid. Applicants and Cardholders must do this to meet their legislative obligations, or penalties may apply.

Who can make a Volunteer to Paid Employment Application? 

Workers who hold a current clearance or have an application in progress may request to change from Volunteer to Paid Employment. Workers who are Suspended, Excluded or have an Interim Bar imposed cannot apply. 

Where do I find more information?

To find out more information about the Volunteer to Paid Employment process and requirements, please see the ‘Volunteer to Paid Employment Fact Sheet’.  	Comment by Lacey A Carroll: Link to updated V-P Fact Sheet to be added. 

How do I make a Volunteer to Paid Employment Application in the Worker Portal?

This functionality is now available in the Worker Portal and the process is slightly different depending on whether a worker has an application in progress, current clearance or both.

Please select the relevant scenario below to help you with the online application process:

1. I have a current Disability Worker Screening CLEARANCE
2. I have a Disability Worker Screening APPLICATION IN PROGRESS
3. I have a current Disability Worker Screening CLEARANCE AND A RENEWAL APPLICATION IN PROGRESS
Before making a Volunteer to Paid Employment application, you will need to have updated employer/organisation details through the Change in Engagement process.
















[bookmark: _Hlk166665818]
[bookmark: _I_have_a]I have a current Disability Worker Screening CLEARANCE

1. Select the Change from Volunteer to Paid Employment button.

[image: ] 





[bookmark: _You_will_be]You will be taken to the Change in Worker Information – Volunteer to Paid Employment page where important information will be displayed before you start your application.

Please ensure your read the information carefully and check that your details are up to date before proceeding with the application. 
[bookmark: _Example_-_Current] 
2. [image: ]Your current clearance details will be listed in the Volunteer to Paid Employment section and will automatically be selected. Select Save and Proceed. 
[bookmark: _Purpose_and_Role]

Purpose and Role of your paid work

3. [image: ]Complete details about the Purpose and Role of your paid work.

4. Click on Save and Proceed to continue to the next page. 

[bookmark: _Paid_employment_details]Paid employment details 
[bookmark: _Toc167175924][bookmark: _Toc167183483][image: ]
5. Enter the date your employment status changed from Volunteer to Paid Employment.
Select your paid employers/organisations Note

If you are changing from Volunteer to Paid employment with multiple employers, please enter the oldest date when your employment status changed from Volunteer to Paid. For example, the first organisation you started paid disability work with.


6. Use the tick boxes to select which employers/organisation you have started or are proposing to start paid work with. 
All active employers/organisations are listed in the Entity List. 
[image: ]
[image: ]

7. Click on Save and Proceed.
Note

If you cannot see the correct employer/organisation listed, you will need to return to the Online Services Home page and update your employer/organisation details through the Change in Engagement process. 

Declarations 

8. [bookmark: _Hlk67562773]Please read the Declarations and click on the tick box to indicate you agree that you have read and understood the information. Your name and the date will appear automatically when you have selected each tick box. 
[image: ]
















9. Click on Save and Proceed to Payment. 
Payment 
 
10. Select your preferred payment method and add the necessary details. There are three options for payment (see below).
[image: ]


















11. [image: ]To pay by credit or debit card using online BPoint – add your card details in the fields.







12. [image: ]To pay by money order or bank cheque.  Enter your email address and once we receive your money order or bank cheque and it has cleared, we will send a receipt to your email address.
13. [image: ]If you have an arrangement for your employer or someone else (a third party) to pay for your application – enter their email address. The Worker Portal will send an email with a link to the third party to allow them to make a payment via the online BPoint payment facility.Note

Your Volunteer to Paid Employment Application will not be considered lodged until payment of the prescribed fee has been completed. 

The fee to transfer a clearance from Volunteer to Paid Employment is calculated on a pro rata basis and will be proportional to the remaining time you have left on your volunteer card. 


[image: ]
14. Click on Complete to proceed.
[bookmark: Request_a_Replacement_Card]
15. What happens after I have submitted my Volunteer to Paid Employment Application? Click here. 


[bookmark: _I_have_a_1]















I have a Disability Worker Screening APPLICATION IN PROGRESS

1. [image: ]Select the Change from Volunteer to Paid Employment button. 







You will be taken to the Change in Worker Information – Volunteer to Paid Employment page where important information will be displayed before you start your application.

[image: ]Please ensure your read the information carefully and check that your details are up to date before proceeding with the application. 

2. Your current application in progress details will be listed in the Volunteer to Paid Employment section and will automatically be selected. Select Save and Proceed. 
3. Click here to continue step 3 in the application process and follow through until completion. 
4. What happens after I have submitted my Volunteer to Paid Employment Application? Click here. 


[bookmark: _I_have_a_2]I have a current Disability Worker Screening CLEARANCE AND A RENEWAL APPLICATION IN PROGRESS

Workers who have a current clearance and a renewal application in progress will have the option to request to change from Volunteer to Paid Employment on both the clearance and application in progress.  

1. [image: ]Select the Change from Volunteer to Paid Employment button. 





























2. You will be taken to the Change in Worker Information – Volunteer to Paid Employment page where important information will be displayed before you start your application.
Please ensure your read the information carefully and check that your details are up to date before proceeding with the application. 
[image: ]

3. The application details for both your Current Clearance and Renewal Application in progress will be listed in the Volunteer to Paid Employment section. Please select which application you wish to change from Volunteer to Paid Employment. You may select both entries if you wish. 
[image: ]Use the tickbox/s to select. 













Application in progress

[image: ]The below alert will be displayed when you select to change your application in progress from Volunteer to Paid. 

Current clearance 

[image: ]The below alert will be displayed when you select to change your current clearance from Volunteer to Paid.  


4. Click here to continue step 3 in the application process and follow through until completion. 
5. What happens after I have submitted my Volunteer to Paid Employment Application? Click here. Note

If you have selected to change only one application or clearance from Volunteer to Paid Employment, your Online Services Home page will continue to display the Change from Volunteer to Paid Employment button. 

You may return to the Change from Volunteer to Paid Employment button if you wish to submit a request for your other clearance or application in progress. You will follow the same process as above.


The example below shows the display of the Online Services Home page when you have submitted a request to change only one application/clearance from Volunteer to Paid. An alert will be displayed in My Tasks to advise your Volunteer to Paid request is in progress. 
[bookmark: _Toc167175925][bookmark: _Toc167183484][image: ]
[bookmark: _What_happens_after][bookmark: _Toc158633133]












[bookmark: _Toc179881277]What happens after I have submitted my Volunteer to Paid Employment Application?

[bookmark: _Toc158633134]Complete or Almost Complete

1. [image: ]A pop-up message will appear to advise if your application is complete or almost complete.

1. [image: ]If your application is Almost Complete you will receive a notification telling you about this, with further information (example below).

1. If you deffered your payment to a nominated third party, an email will be sent to you once payment has been made to advise payment for your Volunteer to Paid Employment Application has been received. (See below example)  
[image: ]



















1. When you log into the Worker Portal, on the Online Services Home page, your Card Type will be displayed as Volunteer until payment has been made and the application is finalised. 
[image: ]





 



The following message will be displayed in the ‘question mark’. [image: Badge Question Mark with solid fill] Card Type
Your Volunteer to Paid Employment application is in progress. The status of your Card Type will change to 'Paid' once your application is finalised.



1. [image: ]An alert will be displayed in the My Tasks sections of your Online Services Home page advising your Volunteer to Paid Employment Application is in progress. An email notification will be sent to you once your request has been completed.
1. Once your Volunteer to Paid Employment Application has been processed, an email will be sent to you advising your request has been completed.
[image: ]









[bookmark: _Toc179881278]Can I update my Volunteer to Paid  Employment Application? 
If your Volunteer to Paid Employment request is still outstanding, you will have the option to Review or Update your Volunteer to Paid Employment Application on the Online Services Home page. 

1. If you need to make any changes to your outstanding application, select the Review or Update My Volunteer to Paid Employment Application button. 
[image: ]







2. You will be taken to the Change in Worker Information – Volunteer to Paid Employment page. You will follow the same steps as the initial Volunteer to Paid Employment Application process, click here to follow the steps. 
























[bookmark: _Toc179881279]Request a Replacement Card
1. This function will become available 30 days after a clearance has been issued. Select Request a Replacement Card to request a replacement card if your clearance card was lost, stolen or if you require a replacement card due to a change of name. 
[image: Graphical user interface, website

Description automatically generated]

[image: ]

2. Please note, if you see the below pop up it is because you have a finalised renewal application, but your current clearance has not yet expired. If you order a replacement card you will be issued with your current clearance. Your renewal clearance card will only be posted once your old clearance card expires. 
[image: ]
3. From the dropdown boxes, select the card that you want to replace, the reason why you need a replacement card and the date that the card was lost or stolen (if relevant). Select Proceed to Payment to proceed to the payment screen. You can also cancel your request by selecting Cancel Request. 
[image: Graphical user interface

Description automatically generated]

[image: Graphical user interface, website

Description automatically generated]

[image: Graphical user interface, website

Description automatically generated]

4. Select your preferred payment method. 
There are three options for payment: 
· pay by credit or debit card using online BPoint,
· pay by money order or bank cheque, or
· have a third party pay for your Replacement Card. 
To have a third party pay for the replacement card, enter the email address of the person who has agreed to make the payment. The Worker Portal will then email a link to the third party to allow them to make a payment via the online BPoint payment facility.

5. Once you have made your payment, press Complete to proceed. A pop-up message will appear to advise that your request for a replacement card is complete or almost complete.
[image: ]

[image: ]







[image: ]











6. If you have outstanding tasks (such as a payment that needs to be made by a third party), you will also receive an email outlining the outstanding tasks required to be actioned.
7. Please note, you cannot use this function to order a replacement card due to a change in employment status from Volunteer to Paid. Please refer to the Change in Employment Status – Volunteer to Paid factsheet for further information. 




[bookmark: Check_if_I_am_Eligible_to_Work][bookmark: _Toc179881280]Check if I am Eligible to Work (View the Status of my Clearance)

After your application has been finalised, you will see the My Outcome Details section on your Online Services Home screen. 

[image: ]

Please refer to the ‘Eligible to Work Status’ area.
· A status of Yes means you are able to work. You can perform your NDIS or state funded disability work.
· A status of No means you are not able to work right now. You must not perform your NDIS or state funded disability work. 

Note:
If your existing clearance has expired, an alert will be displayed in the ‘My Tasks’ section of your worker home page advising your clearance has expired and you must not start or continue to carry out disability work without a clearance. 
[image: ]
[image: ]If you have commenced or submitted a new application after your previous clearance expires, the following alert will be displayed, outlining you will need to await the outcome of your new application and obtain a clearance before you can continue to work. 











[bookmark: _Toc179881281][bookmark: Renew_My_Qld_Disability_WS_Clearance][bookmark: Renewal_Information][bookmark: _Hlk149831767]Renewal Information

[bookmark: _Toc179881282]Who is eligible and when can I renew
If you hold a Queensland Disability Worker Screening Clearance, you can submit a renewal application up to 90 days before your clearance expires. Renewal applications received earlier than this will not be accepted.
If you are unsure if you are eligible to renew, please read the Renewal Information for State Clearance Holders Fact Sheet. 



[bookmark: _Toc179881283]What if I also have a valid NDIS Worker Screening Clearance
If you hold a valid NDIS Worker Screening Clearance, that has all your current employers linked, you do not need to renew your Queensland Disability Worker Screening Clearance. 
You can use your NDIS Worker Screening Clearance to do state disability work.
[bookmark: _Toc179881284]Can I keep working while my renewal is processed?
Important
You can only continue working while your renewal application is being processed if you have a valid renewal application. 



[bookmark: _Toc179881285][bookmark: Renewal_What_is_a_Valid_Renewal_Applic]What is a valid Renewal Application?
For your renewal application to be valid, the following actions must be completed before the expiry date of your current clearance:
1. You have submitted your renewal application via the Worker Portal. 
2. You have made payment. 
3. Your nominated employers have verified your application through the Queensland Employer Portal. 
Please see the How to submit a Renewal Application section for step-by-step instructions on how to complete your renewal application.

[bookmark: _Toc179881286]Further Information about Renewals
Please refer to our Renewal Information for State Clearance Holders Fact Sheet, which can be found on the Resources section of our website, for further renewal information. The Fact Sheet contains information about fees, what to do if your clearance has expired, applying for a blue card at the same time as your renewal, and details about when you will receive your new card.

[bookmark: _Toc179881287][bookmark: How_to_submit_a_renewal_application]How to submit a Renewal Application
Please ensure you first read the Renewal Information section to confirm you are eligible to submit a renewal application.

The quickest and easiest way to renew your Queensland Disability Worker Screening Clearance is to log into the Worker Portal and complete the renewal application online. The following information will step you through the renewal process. 

(If you are unable to access the internet, you can submit a renewal application via the Queensland Disability Worker Screening Renewal Application or Queensland Disability Worker Screening Renewal Application and Working with Children Check Application, which can be found on the Resources page on our website.) 


1. Login to the Worker Portal. (For further information about how to login to the Worker Portal, please refer to the Login to the Worker Portal section of the User Guide.)
2. On your Online Services Home screen, click on the ‘Start Renewal Application’ button. 
[image: ]
Note:
If you are not eligible to renew a clearance, you will not be able to see the ‘Start Renewal Application’ button.



[bookmark: _Toc179881288][bookmark: Renewal_Section_1_Application_Initiation]Section 1 - Application Initiation

3. You can see the 7 different sections of the application that you must complete at the top of your screen. You can see your progress here as you make your way through the application.
[image: ]

4. Application Initiation is the first section of the application that you must complete.
[image: ]

5. Select your correct Application Type and answer the Eligibility Requirements questions. 
6. After you have answered all questions, click on Save and Proceed and continue with Section 2.
[bookmark: _Hlk149831994]Note
If you are applying for a Disability Worker Screening AND a Working with Children Check (Blue Card/Exemption Card), you may be asked additional questions during the renewal application process that are not included in this guide.



[bookmark: Renewal_Section_2_Personal_Details][bookmark: _Toc179881289]Section 2 - Personal Details 


7. Click on the pink down arrow or use the next button to navigate into each Personal Details section. Update any details that are not correct.  

[image: ]

8. When you are finished, click Save and Proceed and continue with Section 3.



[bookmark: _Toc179881290][bookmark: Renewal_Section_3_Assmt_Details]Section 3 - Assessment Details

9. Complete details about your Purpose and Role, Previous Checks and Roles.
[image: ]































10. Click on Save and Proceed and continue with Section 4.



[bookmark: _Toc179881291][bookmark: Renewal_Section_4_Disclosable_Info]Section 4 - Disclosable Information

11. Answer the Disclosable Information questions.
[image: ]


12. Click on Save and Proceed and continue with Section 5.


[bookmark: _Toc179881292][bookmark: Renewal_Section_5_Employer_Details]Section 5 - Employer Details

Note
Employers from your previous clearance will not be pre-populated. 
[bookmark: _Hlk150971349]You will need to add all of your Employers, in the same way that you did for your initial application.	Comment by Hayley Williams: new

13. Click on the Add Employer/Sole Trader/SMP button.

Note: You must add at least one Employer before continuing to the next section.
[image: ]
14. A pop-up screen will appear so you can enter your Employer Details.  
[image: ]
15. Select the correct Employer Type.
16. In the field, either enter your employers ‘Employer ID’ (if known) or start typing the name of your employer. Select the correct employer name from the drop-down suggestions. 

Please ensure you select the correct employer as delays will occur if you choose the wrong one.
Note:
Using the Employer ID number is the most accurate way of ensuring you select the correct employer.

If you are adding a Self-Managed Participant (SMP) as your employer, you will need to have their NDIS participant ID number and their surname.











17. After you have selected the correct Employer, click on Add Employer.  
18. Enter any additional employers, using the same process. 
19. If you have made a mistake, you can click on the Update or Remove buttons.
[image: ]











20. When all of your Employer details are correct, click on Save and Next. 
REMINDER 

Clearance holders and applicants must tell us if they start or stop working with an organisation/employer. 

Please see the Notify a Change in Engagement (Add a New Employer or Remove an Old Employer) section for further information.


21. Answer the working with children question which appears on your screen.
[image: This screenshot is an enlarged version of the question stated above: In your role with any of these employers, will you be working with Children? There are Yes and No buttons under the question.]
22. Press Save and Next and continue with Section 6.
[bookmark: Renewal_Section_6_Declaration]
[bookmark: _Toc179881293]Section 6 - Declaration

23. Please read the Declaration and click on the tick box to indicate you agree that you have read and understood the information.  
Your name and the date will appear automatically. 
Click on I Agree.[image: ]

24. A pop-up box will appear asking if you are sure you wish to make the declaration.  If so, click on I Understand and Agree.
[image: ]

25. Click on the ‘I understand and agree’ box and proceed to Section 7. 








[bookmark: _Toc179881294]Section 7 - Payment
26. Select your preferred payment method and add the necessary details. There are three options for payment (see below).[image: ]


27. To pay by credit or debit card using online BPoint – add your card details.
[image: ]

28. To pay by money order or bank cheque.  Enter your email address and once we receive your money order or bank cheque and it has cleared, we will send a receipt to your email address.
[image: A screenshot of a computer

Description automatically generated]


29. If you have an arrangement for your employer or someone else (a third party) to pay for your application – enter their email address. The Worker Portal will send an email with a link to the third party to allow them to make a payment via the online BPoint payment facility.
[image: A screenshot of a computer

Description automatically generated]


30. Click on Complete to proceed.
Note:
After you have submitted your renewal application and made payment, your nominated employer must verify your application. 

31. Please refer to the next section called What happens after I have submitted my renewal application for next steps.


[bookmark: _Toc179881295][bookmark: Renewal_What_happens_after_submitted]What happens after I have submitted my renewal application?


[bookmark: _Toc179881296]Complete or Almost Complete

32. A pop-up message will appear in the Worker Portal to advise if your application is complete or almost complete.
33. An email will also be sent to you confirming lodgement status.
34. If your application is Almost Complete you will receive a notification in the Worker Portal telling you about this, with further information. You will also receive an email advising that your application is incomplete and that you have 14 days to complete it. 
To see example images, please refer to the Complete or Almost Complete section in the User Guide. This section explains the above notifications in more detail in relation to the initial application.

[bookmark: Renewal_Outstanding_Tasks_My_Tasks]Outstanding Tasks (My Tasks)

35. If you have any outstanding tasks, you will also receive an email outlining the outstanding tasks required to be actioned.

In addition, the next time you log into the Worker Portal, the Online Services Home screen will display a pop-up box that contains your outstanding tasks information. 
For further information about Outstanding Tasks and to see example images, please see the Outstanding Tasks (My Tasks) section of the User Guide. 

[bookmark: _Toc179881297][bookmark: Renewal_Employer_verification_of_app]Employer verification of renewal application

36. After you have submitted your renewal application and made payment, your nominated employers must verify your renewal application.

· Employers verify your renewal application through the Queensland Employer Portal. 
· Employers must verify your renewal application before your current clearance expires.
Reminder
You can only continue working while your renewal application is being processed if you have a valid renewal application. 


Please see the Other Renewal Functions section for further information.

[bookmark: _Toc179881298][bookmark: Renewal_Other_Renewal_Functions]Other Renewal Functions
[bookmark: _Toc179881299]Online Services Home Screen (Renewal)
If you are eligible to renew, you will see the Start Renewal Application button in your Online Services Home Screen. This button is only available before you have started a renewal application.
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After you have started a renewal application, the next time you login, you will have the following new options available on your Online Services Home Screen:
1. ‘Review or Update My Renewal Application’ button,
2. ‘Apply to Withdraw My Renewal Application’ button, and
3. ‘My Renewal Application Details’ area. 
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2
3



[bookmark: _Toc179881300][bookmark: Renewal_My_Renewal_Application_Details]My Renewal Application Details area

After you have started a renewal application, the My Renewal Application Details section of the Online Services Home screen displays the progress of your renewal application. 

[image: ]


If your Application Status is incomplete, this means there are outstanding actions that need to be completed. 


The My Tasks alert is updated each time you return to the home page. Please refer to the Outstanding Tasks (My Tasks) section for further details.



[bookmark: Renewal_Review_or_Update_my_renewal_app][bookmark: _Toc179881301]Review or Update My Renewal Application button 

Click on ‘Review or Update My Renewal Application’ if you want to review or make changes to your existing renewal application. You will be taken back to the application screens and all your initial responses to the questions will be visible as pre-filled fields. 

You can review or amend your selections as you progress through the screens. Refer to the 
Renewals Application Initiation section of the User Guide if you require further guidance. 
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[bookmark: _Toc179881302][bookmark: Renewal_Apply_to_Withdraw_My_Renewal_App]Apply to Withdraw My Renewal Application button

1. Select Apply to Withdraw My Renewal Application if you want to withdraw a renewal application that is either incomplete OR is complete but has not yet been lodged OR has been lodged but not yet finalised. (You cannot apply to withdraw an application that has been finalised by the Worker Screening Unit.)

[image: ]


2. Click on Proceed to Withdraw.

[image: ]



3. A ‘Continue’ pop-up screen will appear asking you ‘Are you sure you want to withdraw your application?’ Press Yes to proceed.  You will be notified when the application has been withdrawn. We will be unable to withdraw your application in some circumstances. If a fee has been paid, this is non-refundable.
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[bookmark: _Application_History][bookmark: _Toc179881303][bookmark: Application_History][bookmark: What_are_my_Obligations]Application History
By clicking on the 'Application History’ button you will see a list of all the historical applications you have made. This will include the relevant application details and current status of each application. For example this can include an application in progress and any past applications that may have been incomplete, withdrawn, cancelled or had an outcome of clearance, exclusion etc. 

Application History button displayed on your worker home page
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[image: ]Application History list displayed when button is selected 

The ‘Application Processing Started’ field will reflect the date you met all the requirements for a valid application (application form submitted, payment made and verified by employer/organisation). 


[bookmark: _Toc179881304]My Obligations as an Applicant or Clearance holder
It is the responsibility of all disability worker screening clearance holders and applicants to notify the Worker Screening Unit of any changes to their details or circumstances.

Failing to notify us of these changes within the required timeframe is an offence and penalties may apply.




[bookmark: _Toc179881305]Changes in Police Information or Risk Assessment matters
All clearance holders and applicants must immediately notify us of any change in police information or a risk assessment matter. This includes changes in police information, disciplinary information or any other matter that may be relevant to whether you pose a risk of harm to people with disability.




[bookmark: _Toc179881306]Clearance holders 
Clearance holders must notify us within 14 days of the following changes:
· Change of Name
· Change of Contact Details (Address, Contact Number, Email Address)
· [bookmark: _Hlk140479948]Change in Engagement (start or end work an Employer/organisation, Self-managed Participant or Sole Trader)
· Change in Work Status (change from volunteer/unpaid work to paid work)
· Lost or stolen card
[bookmark: _Toc179881307]Applicants
Applicants for a disability worker screening clearance must notify us within 7 days of the following changes:
· Change of Name
· Change of Contact Details (Address, Contact Number, Email Address)
· Change in Engagement (start or end work for an Employer/organisation, Self-managed Participant or Sole Trader)
· Change in Work Status (change from volunteer/unpaid work to paid work)
· Lost or stolen card
[bookmark: _Toc179881308]Blue card holders
If you also hold a blue card, in addition to notifying the Worker Screening Unit of any changes in your details or circumstances, you must also notify Blue Card Services.
For further information about your obligations please see the Worker rights and Obligations page of our website. 











[bookmark: _Toc179881309]What’s New?
[bookmark: _Toc179881310]You can now notify of a Change in Engagement using the Worker Portal
Disability Worker Screening applicants and clearance Cardholders can now notify us of a Change in Engagement online, through the Worker Portal. 

This is the easiest and quickest way to notify us of a Change in Engagement. 

Please refer to the Notify a Change in Engagement (Add a new Employer or Remove an Old Employer) section of the User Guide for more information.

[bookmark: _Hlk178606560]Available as at 23 August 2023

[bookmark: _Toc179881311]Renewals for state-based clearance holders are here 
Queensland disability worker screening clearance Cardholders can renew their clearance cards online through the Worker Portal. 

If your clearance is due to expire within the next 90 days, you can login to the worker portal and apply to renew your clearance before it expires. You must have a valid renewal application (application submitted, payment made and employer verified) before your clearance expires to keep working while your renewal is processing.

Please refer to the Renewal Information section of the User Guide for more information. 

[bookmark: _Hlk178607413]Available as at 16 January 2024 

[bookmark: _Toc179881312]Application History now available in Worker Portal 
Disability Worker Screening Applicants and clearance Cardholders now have the ability to view their full application history through the Worker Portal. This will include unfinalised applications, such as cancelled, withdrawn or incomplete. 

Please refer to the Application History section of the User Guide for more information. 

[bookmark: _Hlk178607515]Available as at 7 March 2024 

[bookmark: _Toc179881313]New Online Application: Volunteer to Paid Employment
Workers can now request to change from Volunteer to Paid Employment using the online Worker Portal. 

Save time with your change from Volunteer to Paid Employment Application and notify us online. 

Please refer to the Notify of a Change from Volunteer to Paid Employment section of the User Guide for more information. 

Available as at 20 June 2024






[bookmark: _Toc179881314]Troubleshooting
Having problems or experiencing errors with the portal?

Check you are using one of the supported internet browsers to access the portal.

Having trouble logging in to your portal account?

Ensure you have entered the correct TMR product details in the fields. 

[image: ]

Can’t find your emails from the portal?

If you cannot find emails sent from the portal to your email inbox, please check your Spam/Junk mail folder.


[bookmark: _Toc179881315]What if I need help?
If this User Guide has not answered all of your questions, the easiest and quickest way to get help is by visiting our Worker Screening website. There is a Resources section which contains detailed Fact Sheets, Forms and Videos on a range of topics.

If you still require help after looking at our available resources, please contact:s

· Queensland Worker Screening Unit: email contactus@workerscreening.qld.gov.au or phone 1800 183 690




 Document last updated October 2024
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Please use the below tick boxes to select which employers/organisations you have started or are proposing to start paid work with.

If you can't see the correct employer/organisation i the list, please go to the Online Services Home page and update your employer/organisation details.
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Payment Methods
(O Credit or debit card (VISA and MasterCard only) using BPoint payment facility

(@ Money order or bank cheque (please make payable to Department of Child Safety, Seniors and Disability Services)

O Deferred payment using BPoint payment facility (my employer or another person has agreed to pay for my application)

You can also pay by bank cheque or money order. Click the NEXT button to generate a payment slip to your email address (or any other email address you

nominate).

Note: The application cannot proceed until payment is received and processed.

Your email address
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Payment Methods
(O Credit or debit card (VISA and MasterCard only) using BPoint payment facility

(O Money order or bank cheque (please make payable to Department of Child Safety, Seniors and Disability Services)

(@ Deferred payment using BPoint payment facility (my employer or another person has agreed to pay for my application)

When you click NEXT, an email will be sent containing a link to allow the recipient to make a payment for the prescribed amount via the online BPoint
payment facility. If this is not your registered email a copy will be sent to you for your records or for forwarding as required. BPoint will automatically advise
us of successful payment at which point your application will proceed automatically. You can view an update of the payment status on your Home Page.

Recipient email address
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Information - Volunteer to Pa

Important notice: If you are the holder of a disability worker screening clearance and blue/exemption card, you must also contact Bluecard Services to
notify them of a change from volunteer to paid status for child-related employment.

Before you start

Please check your details are p to date by clicking the links listed below. if we don't have the correct details for you, there will be delays in processing
your Volunteer to Paid Employment application and receiving your new paid card at the correct address.

Areyour personal details up to date including legal name and contact details (postal address and email)? Check and update your personal details
here.

Are your employer/organisation details up to date? Do you need to add a new employer/organisation or remove an old one? Check and update your
employer/organisation details here.

Once these details are up to date, return to this form by clicking the 'Review or update my Volunteer to Paid application’ button on the Online
Services Home page.

Note: If you don't complete your Volunteer to Paid Employment form within 28 days, it will be cancelled and you will need to start the form again.

Volunteer to Paid Employment

You are applying to change the following clearance or application in progress from volunteer to paid employment:

Application Card Select
o Application Type Application Status Screening Status Clearance Expiry o yourVto
pr

6300 QLD Disability Worker Screening N/A Volunteer
Check and Blue Card
SAVE AND PROCEED
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Advise of an update to your name, contact details (email,
phone numbers, addresses), TMR CRN, personal
information, qualifications and employer details (add or
remove an employer, self-managed participant or sole
trader)

My Renewal Application Details

Application Type
Application Status

Disability Worker Screening
Under Assessment
Payment Status No Fee

TMR Image Status Current

My Outcome Details

Application  Application finalised - Outcome )
Status Correspondence sent to worker

Eligible to Work YES

Status

ExpiryDate  31/05/2024

Clearance Type QLD
Card Number Q2307 00012
Card Issue Date 25/07/2023

Card Type Volunteer

Review or Update My Renewal Apply to Withdraw My Renewal
Application Application

Review or update an existing
renewal application

Request a Replacement Card

Request a replacement
Disability Worker Screening
card

Withdraw a renewal
% application that has not been
lodged OR has been lodged

but not yet finalised

Change from Volunteer to Paid7
Employment

Q D

Advise of a change to your

% employment status from

volunteer (or unpaid) to paid
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Renewal Scenario
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ge in Worker Information - Volunteer to Paid Employment

Important notice: If you are the holder of a disability worker screening clearance and blue/exemption card, you must also contact Bluecard Services to
notify them of a change from volunteer to paid status for child-related employment.
Before you start

Please check your details are up to date by clicking the links listed below. If we don't have the correct details for you, there will be delays in processing
your Volunteer to Paid Employment application and receiving your new paid card at the correct address.

Are your personal details up to date including legal name and contact details (postal address and email)? Check and update your personal details
here.

Are your employer/organisation details up to date? Do you need to add a new employer/organisation or remove an old one? Check and update your
employer/organisation details here.

Once these details are p to date, return to this form by clicking the ‘Review or update my Volunteer to Paid application’ button on the Online
Services Home page.

Note: If you don't complete your Volunteer to Paid Employment form within 28 days, it will be cancelled and you will need to start the form again.

Volunteer to Paid Employment
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Volunteer to Paid Employment

The list below shows your current volunteer clearance and application in progress details. You have the option to change from volunteer to paid
employment on your clearance (select the first option), application in progress (select the second option) or both (select both options). You can select an
option by using the below tick boxes.

Application Card Select
ID’"’ Application Ty, Application Status Screening Status Clearance Expiry = yourVto
&
6586 QLD Disability Worker Screening ~ Assessed Clearance 31/05/2024 Volunteer
Check and Blue Card
7231 QLD Disability Worker Screening ~ Verified Pending N/A Volunteer
Check

* You must provide at least one application before continuing to the next step of the request.




image5.png
&?uueensland Government

Department of Child Safety, Se

Your privacy
1, plese read our i

y notice and supporting Information Management Foli

Acceptance of privacy policy

(0 1 nave read nd understood the pivacy nocce nd supporting Information Menagement Py




image116.jpeg
Volunteer to Paid Employment

The st below shows your current volunceer clearance and applicati
employment on your ciearance (select the irs: op
ption by using the below tck baxes.

rogress details. You have the option to change from volunteer to paid
fon), appication in progress (select the second 0ption) r both (select boih options). You can sel

Appication cara B
Applcation Type Applcation Status  Screening Status Gearance Expiry yourVeo
Tye o
=3 QLD Dissbilty Worker Screening  Assessed Clezran: 310572024 Volumteer [
Checkand Bive Cerd
QLD Disabilty Worker Scr Pending A Volurteer

o

“Current application in progress has

been selected to change from volunteer
topaid




image117.jpeg
Volunteer to Paid Employment
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Volunteer to Paid Employment
Application Complete

Thank you. Your application to change from Volunteer to Paid is now complete.

You will receive a confirmation email once your application has been finalised.

BACK TO HOME
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Volunteer to Paid Employment
Application Almost Complete

Thank you. Your application to change from Volunteer to Paid is almost
complete.

The following tasks need to be completed before we can progress your
application:
« Your application will proceed once we receive and process payment from
your nominated 3rd party (eg Employer).

You will receive a confirmation email once your application has been finalised.

BACK TO HOME
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Queensland Government

Depariment of Child Satey, Seniors and Disabily Services

DO NOT REPLY TO THIS EMAIL
Dear John

We have received payment of $103.00 for your volunteer 0 paid employment (Queensiand
cisabilty worker screening — more than 2 years validity on current volunteer card) application
fee on 0710572024,

‘GST does not appy o his charge.
our receipt number s: 123456789
Payment Method: BPoint

Please contact s at workerscreening @communites ald.dov.au fyou have any questions
about s payment

ours sincerely

Worker Screening Urit
Department of Ghid Safety, Seriors and Disabilty Services
PO Box 10179

BRISBANE ADELAIDE STREET QLD 4000

BN 25791 135 155

Department o Child Safety, Seniors and Disabifty Services | Contact Us.
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My Outcome Details

Application Application finalised - Outcome (2]
Status Correspondence sent to worker

Eligible to Work YES

Status

ExpiryDate  01/07/2026
Clearance Type NDIS

Card Number 20988766
Card Issue Date
Card Type

Payment Method: BPoint

Please contact s at workerscreening @communites ald.dov.au fyou have any questions
about s payment

ours sincerely

Worker Screening Unit
Department of Child Safety, Seniors and Disablty Senvices
PO Box 10179

BRISBANE ADELAIDE STREET QLD 4000

ABN 25791125 155

Department of

eniors and Disabilty Services
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Online Services Home

My Tasks

o Your Volunteer to Paid Employment application s in progress. You will receive a confirmation email once your application is finalised.




image126.png
DO NOT REPLY TO THIS EMAIL
Dear Appican,

Your appication to change your NDIS Worker Screening Ciearance satus from volunteer o paid employee has been successul

What do  need to do with my old volunteer card?

Your volunteer dearance card is now cancelled and must be returned to the Worker Screering Unitwithin 14 days of receiving your new paid card. Please o't destroy the card
1fyou o longer have the cardinyour possession, please contact us at ntake@sdsatsp ol govau

Failur to retur the volunteer card is an offence and penalties aply.

Please return your volunteer card to:
Department of Chid Safety, Seniors and Disabilty Services
PO Box 10175, Adelaide Street Brsbane QLD 4000.

‘When will et my new card?
Ane NDIS Worker Screening Clearance Card showing your paid employment status il e sent 10 you. It takes Up to 30 cays o ecelve the new card n the mail.

When can 1 start paid work?

You canstart paid work immedately and do not need to wait o recelve the physica card. This emil can b shown o your employer 0 confirm your olunteer o aid employment appication has been approved.
When an employer inks 2 worker on the Nationel Worker Screcning Database, they will lso be able to see fa learance s valc

Reminder:f your emplover changesinthe future, ou must el the Worker Sceening Unit, Th essies wiay t notify of achange to vour amploer s through the Worker Portal

Thank you fo helping to protect Queensianders with isably

Yours sincerely

‘Worker Screening Unit
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Review or Update My Volunteer
to Paid Employment Application

Review or update your
% existing Voluntter to Paid
Employment application
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Y@ Queensland Govemment

SUBURB, QLD
4000, Australia

est a replacement
Disability Worker Screening

TMR CRN:

My Outcome Details

Eigible to Work Stacus
Clearance Typs

Card Number
ceraType

AN

© The State of Queensland (Department of Saniors, Disabilty Services and Aboriginal and Torres Strait Islander Partnerships) 2010-2021.

‘Queensiand Government.
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Request a Replacement Card
Request a replacement
g Disability Worker Screening

Card
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Request for Replacement card

1fyou request areplacement card,you il b sent a replacement card foryour previous clearance tha s about to expire.
Youwil ot be ssued with  replacement o the new dearance.
Your new card will not be posted to you until your previous clearance has expied.
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Y@ Queensland Govemment

Replacement Card Request

Please indicate which card you would like to replace:*

Please indicate why you need a replacement card:*

Date card was lost or stolen:*

AN
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Department of Seniors, Disability Sen
and Torres Strait Islander Partnershi

Replacement Card Request

Please indicate which card you would like to replace:*

Please indicate why you need a replacement card:*

Change of Name

Al
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Queensiand Goverment

Department of Child safety, Seniors and Disability Services

@  Important Information
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@Queensland Govemment

Department of Seniors,

Please indicate which card you would like to replace:*

Please indicate why you need a replacement card:*

Date card was lost or stolen:*

1970372021 o

AW

State of Queensland (Department of Saniors, Disabilty Services and Aboriginal and Torres Strait Islander Partnerships) 2010-2021.

‘Queensiand Government.
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This s ot considered lodged urtil payment of the prescribed fee. Please note that fees are non-refundable and are subject o change
Fyou require further assistance please contacs us.

Payment Amount

Transaction: Card replacement fee

Amount Due: $15.60

Payment Methods.

(O 1am paying now using the onine BPoint payment aciity

(O 1 want to pay by ancther method (e Money order, bank cheque)

My Employer (or someone else) has agreed to pay later via the online BPoint payment facility
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Replacement Card Request
Complete

Thanks for requesting your Replacement Card.

You should expect it to be delivered to your address within 28 days.

BACK TO WORKER HOME
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Replacement Card Request
Almost Complete

Thank you. Your Replacement Card Request is almost complete.

The following tasks need to be completed before we can progress your
application:
« Payment Received; either online (refer to the link sent via email) or
manually (e.g. by Bank Cheque or Money Order).

You will shortly receive a confirmation email outlining the outstanding actions.
After payment, you should expect your card to be delivered to your address

within 28 days.
BACK TO WORKER HOME
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My Outcome Details

Application Status  Application finalised @)
Eligible to Work Status YES

Expiry Date 21/052026

Clearance Type NDIs

Card Number

CardissueDate  21/05/2021

CardType paid
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My Tasks

Your clearance has expired. You must not start or continue to carry out disability work without a clearance. You will need to submit a new application
and obtain a new clearance to continue work.
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My Tasks

Your clearance has expired. You must not start or continue to carry out disability work without a clearance. You will need to await the outcome of
your new application, and obtain a new clearance to continue work.
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Please select a Queensland Transport.

Select

Drivers Licence

Adult Proof of Age card
Photo Identification card

Industry Authority
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Start Renewal Application

Lodige = renevial spplicstion

% fora Dissbiicy Worker
Scrzening Clesrance
ncucing s it sppicstion
for a Working With Chidren
Check (Blue Card)
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(1] 2 3 4 5 6 7

Application Personal Assessment Disclosable Employer Declaration Payment
Initiation Details Detail Information Details
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Application Personal Assessment Disclosable Employer Declaration
Initiation Details Details Information Details

Payment

All compulsory questions in this application have been marked with an asterisk (*]. You will not be able to proceed to the nex: section unless each compulsory
question is completed.

Application Type

(O 112m applying for a Disabilicy Worker Screening Check (NDIS Worker Screening or Quesnsiand Disabiliy Worker Screening) only

() 13m applying for s Dissbiliy Worker Screzning Chick AND 3 Working with Chidren Check (Blue Card)

(O 12m applying for a isability Worker Screening Check AND a Working with Children Check (Exemption Card)

Eligibility Requirements

The following questions relate to your elgibilty to submit an application.

Do you hold a current NDIS worker screening exclusion issued by another state or territory?
) No

] 1 declare that he nformtion provided here iscorrect and | underssand tht s offence to make aflse and misleading sttemenc*
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(1] ) 3 4 5 6 7

Appicaton pecsonsl
niistion Dt

Disciossble Employer Dectaraton Paymment
Information Detals

Mansge Names

A You mustprovde sl rames ncudinglega names 5 % appeas on your curent THR praduc), fas names, ol names,prefred names and
Frovous names.

Name Type Te  Fisthame Middle Name Lastiame Aetion

Legalname. Lodged one Testng Ore =]

Have youbesn know by any cxher names?t
O @

D

Other Personal Details

Mansge Addresses

Identification

Manage denifcon

B
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Appiction personal ssessment Discosable Employer Dedaration Payment
Iniistion Detsis D Information Dt

Are you currntly suspendsd. or haveyou ser beenrefuse. barred,excluded o isqualified ollowing a applicaionfo 3n NDISWorkerScreering
Check Working With Childen Check, Working ieh Vulnsrabi People Registration and/or working it people with 3 disabity chec (or squivalent)

i any stateortercoryin Australia? @«

O O

Haveyou sver besn charged o convicad o found guiy of 8 il afence in Ausrlis?®

O O

Have you ever been comviceed or found ity of any ofthe follwing, o equivalent, ofences n' country ather than Austratis? @«
e smamatad murcar o man sugar
B
+ rape. bestalty, sl assaul o
+ aggravaed oty
+ cnid pornography cfenc
+ absucson, Kidnapping, human taficking or sivery
+ duguafising snd g sesing
+ naglccor l-esment ofa o or winaratle person
+ raum et o fargey g 2 2012 o ner
+ waasonireachey, taroism, genocide, iy, or espionage
+ animal crusky causing an animl seios nuy, harm, o death

Ov O

Have you ever been a respandent to  domestic vilence arder in Queersiand? @

Ovs Ot

Haveyou sver been subjctof an invesigetion by any vernent agency anywhers n Ausraliashat involvd alagations o abuse or eglectof
R i your areSha sl nFeSICHn rrdingyour Camtact vt She o GERer chilcren (ncuding he el of & chillchaaren?

Ov Ot

Haveyou sver had any workplace msconcctfinings agins Yo, or areyou Subjec 93 crrentinvesigaion i relstion .~
et s e seseut
+ fraud, decepeionor et
+ g o provice cars or 2 winarab parson such 2.2, ederlyperson o person it isabiy.

Ov O

SAVEAND PROCEED
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ﬁ Queensland Government

Department of Communities, Disability Services ai

We are partnering with Department of Transport and Main Road (TMR) to deliver online proof of identity. Disability Working Screening applicants will need a TMR account

prior to applying. If you do not have a TMR product we will advise what steps you need to take to apply for one.

Proof of Identity

Please select a Queensland Transport and Main Roads (TMR) product*

Select

TMR Customer Reference Number (eg Drivers Licence Number) * @  TMRRegistered Email Address *

First Name

Middle Name

Last Name*

Date of Birth *

. ooe otunsen

AN

Queensland Government

© The State of Queensland (Department of Communities, Disability Services and Seniors) 2010-2020.
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Payment Methods
(®) Credit or debit card (VISA and MasterCard only) using BPoint payment facility

) Money order or bank cheque (please make payable o Department of Child Safery, Seniors and Disabilicy Services)

(O Deferred paymen using BPaint paymen faciy (my employer or another person has agreed to pay for my application)

Card Number

Expiry Date

cwN
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My Personal Details
112 ABBOTTSTREET

cumms .o

)

Tssggnaicon

Update My Details

aevan ot g o oo name. onecs s (s
sl TR CRN, parsons

My Renewal Application Details
. [ —
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Paymenc s o
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Carstoe ourse
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Appication
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My Renewal Application Details

sppiicstion Type Disabily Warker Screering
sppiicstion Satus Incompler=@)
Paymen Scacus Viaiirg

TMR Image Status Current
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Review or Update My Renewal
Application

&3 Review or update an existing
renewal application
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Apply to Withdraw My Renewal
Application

&

Withdraw a renewal
application that has not been
lodged OR has been ladged
but notyet finalised
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Withdraw My Application

hat f your application has already been verified by sl regquest il be submitted ing unit for
., you will be acised of the resuit of your

Please be

NN

ate of Quesnsland (Department of Child Safety, Seniors and Disabiy Services) 2010-2023.

Queensiand Govemment
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Continue

‘Are you sure you want to withdraw your application?

-] -]
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Application History

View all your application details
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Application History

Application Type Application Status Screening Status Clearance Exp
37105 NDIS Worker Screening Check and N/A Pending Lodgement N/A N/A
Blue Card
36884 QLD Disability Worker Screening N/A Withdrawn N/A N/A
Check
36851 QLD Disability Worker Screening 2711012023 Assessed No Valid Clearance 27/10/2023

Check and Blue Card
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J Contactus  Help
E Queensland Government

Department of Seniors, Disability Services and Aboriginal

and Torres Strait Islander Partnerships

We are partnering with Department of Transport and Main Road (TMR) to deliver online proof of identity. Disability Working Screening applicants will need a TMR product
prior to applying.

The TMR product is used as part of our identity check and also enables us to print a photo on your Disabilities Worker card. To be able to register with Disability Worker
Screening Services, you must have one of the listed TMR products to register online and apply for a yellow card

To find out more please refer to our Identity Verification fact sheet.

Proof of Identity

Please select a Queensland Transport and Main Roads (TMR) product*

Select -

TMR Customer Reference Number (eg Drivers Licence Number) * @  TVRRegistered Email Address * [>]

First Name o

Widdle Name

Last Name*

Date of Birth * [>]
[l

BACK REGISTER
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gin

*Required fiids
We have been nabie t match the provided decaif with a know user. Please,try again o contact Sevice Desk for assstance.
1fyou do ot e an accoun,please register st

Please select a Queensiand Transport and Main Roads (TWR) product
Drivers Licence -

TMR Customer Reference Number

123456788

Date of Birth =

010172001 [a]

Your privacy
Before you are able tologin please read our riacy notce and supporting Informaion Nianageme:
your persanal nformatin.

iy t understand how we callet, store, se and disclose:

Acceptance of privacy notice

(91 v s anc ndrstaod the vy notice  uBBGrng Inormton Vansgement POl

10GIN | REGISTER FOR AN ONLINE ACCOUNT
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TMR Customer Reference Number (eg Drivers Licence Number) * o
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TMR Registered Email Address *
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TMR Registered Email Address *
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To profect your personal information we wil use the
samo omail addross that i registered with TMR (i
provided). To verfy andior update your email

address you can login into TMR Online Servioas by

chcking this icon. Onos you login you can
addichange your email address under My Detads'
00 the top right of your My Account page.
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@Queensland Government

Department of Child Safety, Seniors

Registration Complete!

Your details have been successfully confirmed by Queensland Transport and Main Roads (TMR) and your Worker Screening Portal account has now been created
You may proceed to login to your new account.
Tips for Worker Portal Login:

* You will need your TMR Customer Reference Number
+ Aone-time verification code will be sent to your TMR registered email address. Enter the code in the pop-up box when prompted; and

« Once you have logged in successfully, you may start an application,

Need help? The quickest and easiest way to get help is through our Worker Portal User Guide. This document takes you through the login and application process step-by-
step.

For further assistance, please contact Disability Worker Screening at contactus@workerscreening.qid.gov.au.
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Unexpected Error

There has been an unexpected system error. This means you can't proceed right now but it shouldn't be long before the system s working again. We appreciate
your patience while we investigate the issue.

What should | do now?

Please wait 2 hours then try to register yourself again. If you are stll having difficulties, contact the Worker Screening Unit on 1800 183 690 or
contactus@workerscreening,ald.gov.au.
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o Important

You already have a clearan:
Natianal records show you already have 2 valid NDIS Worker Screening clearance issued in VICTORIA therefore will not be issued a clearance in Queensland.

Confirmation of your clearance is sent by email fram the VICTORIA Worker Screening Unit. You can find the confirmation by searching through your email inbox that
s regstered to your Interstate ciearance.

@ Howto navigate this page

« Click on the ‘down arrow’lacated on the right-hand side to expand the below questions.
« To minimise the expanded information, lick an the 'up arrow located on the right-hand side
« To return to the previous screen, click an the "back” button located on the bottom lefe of the screen

Why canit | apply for a NDIS Worker Screening check in Queensland?
What i 3pply in Queensiand using the manual paper appiication process?

What i want to cancel my NDIS Worker Screening clearance issued in another state or terrtory and apply in Queensiand?

My employer/organisation told me | must have a clearance in Queensiand. What do | do?

How do I find my NDIS Worker Screening ID?

My employer/organisation cant find me in the National Worker Screening Database. What do they do?

My employer/organisation knows | have a NDIS Worker Screening clearance but thinks the Yellow Card is a different check. What do| tell them?
My employer wants me to show them the physical clearance card but | never got a card. What do 1 do?

How do | change my clearance status from volunteer to paid employment?

Ials0 need a Blue Card for working with children. What do1 do?

BACK

< < < << << <L
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@ 'mportant
You already have an outcome!

National records show you already have a NDIS Worker Screening outcome In NEW SOUTH WALES. This means you are not elgible to apply in Queensiand and
willnot be issued a clearancs

You should have receved notice of your outcome from the Worker Screening Unitin NEW SOUTH WALES. You may have been notified by leter or emal (search
your emal inbox registered to your Interstate application).

IMPORTANT: It s an offence to provide NDIS supports or services if you have

e issuod with an exclusion and penaities may apply.

@ How tonavigate this page

= Click on the down arrow ocated on the right-hand side to expand the below questions
+ To minimise the expanded information, click on the 'up arrow located on the right-hand side.
= To return to the previous screen, cick on the back’ button located on the bottorn left of the screen

How can| find out more information about my outcome?
Why cant I apply for a NDIS Worker Screening Check in Queensland?

What i 1 apply anyway in Queensland using the manual paper application process?

< < <K

What do | tell my employer, they told me | must have a clearance i Queensland?

BACK
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o Important

You already have an ap;

ation in progres:

National records show you already have a NDIS Warker Screening application in pragress in NEW SOUTH WALES. This means you cannot apply for or be isst
with a clearance in Queensland.

IMPORTAN

(ou cannot provide NDIS supports or services if you have been issued an inter

@ Howto navigate chis page

« Click on the "down arrow’ located on the right-hand side to expand the below questions
« To minimise the expanded information, click on the “up arrow’ located on the right-hand side
= To return to the previous screen, click on the "back’ burtan located on the botam left o the screen

Why cant | apply for a NDIS Worker Screening check in Queensland?

What if | apply in Queensland using the manual paper appiication process?

What if | withdraw my interstate appiication and then apply in Queensland?

My employer/organisation told me | must have a clearance in Queensland. What do | do?

My employer/organisation canit find me in the National Worker Screening Database. What do they do?

My employer/organisation knows | have a NDIS Worker Screening application in progress but thinks the Yellow Card is a different check What do I tell
them?

How do| change my current application in progress from volunteer to paid employment?

1 also need a Blue Card for working with children. What do | do?

< < << <K <KX

BAC
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Contact Worker Screening Unit

National records show there may be existing profiles that match the information you have provided. Worker Screening Units across Australia share information to

ensure duplicate profiles are not created. Please contact the Worker Screening Unit on 1800 183 690 or contactus@workerscreening.qld.gov.au so this can be
investigated further.

Proof of Identity

To verify your identity, you will need a Queensland Department of Transport and Main Roads (TMR) Customer Reference Number (CRN) which is the number found on
your driver licence, photo identification card or adult proof of age card. You will be asked to enter your CRN below and this will enable the online identity system to verify
your details. The photo that appears on your TMR product will be printed on your Disability Worker Screening clearance card.

To find out more, please refer to our Identity Verification fact sheet. The fact sheet also provides information on what to do if you don't have a CRN.

* Required fields

@ !mportant Information

Did you know - A worker can use an NDIS worker screening clearance in any State or Territory in Australia.
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and Torres Strait Islander Partnersh

Please select a Queensland Transport and Main Roads (TMR) product*

Select

TMR Customer Reference Number *

Date of Birth *

Your privacy

Before you are able to login, please read our privacy notice and supporting Information Management Policy to understand how we collect, store, use and disclose
your personal information.

Acceptance of privacy notice

[ 1 have read and understood the privacy notice and supporting Information Management Policy.
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*Required fields

Please select 2 Queensland Transport and Main Roads (TMR) product

gin

=

Drivers Licence
Adult Proof of Age card
¢ Photo Identification card

Industry Authority

»




image22.png




image23.png
Date of Birth *
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Your privacy
Before you are able to login, please read our rivacy notice and supporting Informaton ianagemen: Poicy o understand owwe calet, store, Use and disciose
your persanalnformation.

Acceptance of privacy notice
(1o eatanc unrsonin vy nosieanssupporing nformton Vanagemen: ol

10GIN | REGISTER FOR AN ONLINE ACCOUNT
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Welcome to the Worker Screening Portal = nbox x

Worker Screening Portai
to

Queensland Government

Department of Communities, Disability Services and Seniors

Dear
Welcome to the Worker Screening Portal

Your verification code is: 701155

If you are having difficulties accessing your account please email us at
workerscreening@communities.qld.gov.au

Yours sincerely
Worker Screening Unit

Worker Screening Unit | Contact Us
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Verification Code

Please check your TMR registered email address for the Verification
Code.

For a range of factors, this may take a few minutes to arrive. If you
haven't received one after a few minutes, please try to login again.

Please remember to check your spam folder.

CANCEL
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To verify your identiy, you will need & Queensiznd Department of Transport and Main Roads (TMR) Customer Reference Number (CRN) which is the number found on

your driver
Your deails. T

n card

To find out more, pi

efer to our Identity Verificatio

Please update your TMR photo.

mustvisic a TWR Customer Service Centre for a nex
TR you may n 04

dulc proof of age card. You will be a
pears on your TMR product il be printed on your Di

et The fact sheetalso

er your CRN below and this
Vorker Sc

bl

vides information on what to do if you don't have a CRN.

nline identiy sy:

Proof of Identity

Please select a Queensiand Transport and Main Roads (TMIR) product*

Drivers Licence

TMR Customer Reference Number (eg Drivers Licence Number) *

]

TR Registered Email Address *

First Name

Middle Name.

Last Name+

Date of Birth *
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Online Services Home

My Personal Details

John Gitzen Start New Application

Trsves usa
S oo [E—
o usena 88, ety e s

TR CRN: 393900000

yetesiteam-598900000 @zl com
0400000000

Update My Details

Clearance including a oint
appiication for a Working.

With Children Check (Blue
=)

Application History
Viewal your appiication detais
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&Queensland Government

Department of Child Safety, Seniors and Disability Services

Home
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Start New Application

&8

Lodge a new application for
a Disability Worker Screening
Clearance including a joint
application for a Working.
With Children Check (Blue
Card)




image32.png
2 3 4 5 6 7

Personal Assessment losable Employer Declaration Payment
Details Details Information Details
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Application Personal Assessment Disclosable Employer Declaration

Payment
Initlation Detalls Detalls Information Detalls

All compulsory questions in this application have been marked with an asterisk (4). You will not be able to proceed to the next section unless each compulsory
question is completed.

Application Type

) 11am applying for a Disability Worker Screening Check (NDIS Worker Screening or Queensiand Disability Worker Screening) only

() 1am applying for s Disabilty Worker Screening Check AND 2 Working with Chidren Check (Bl Card)

() 1am applying for a Disabilty Worker Screening Check AND a Working with Children Check (Exemption Card)

Eligibility Requirements

The following questions relate to your eligibiity to submit n application.

Do you hold a current NDIS Worker Screening Clearance issued by another state or territory?
Oves Ono

] 1 dectar that the nformation provided here is correct and | understand that it i offence to make aflse and isleading staement.*
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@ (2 ) 3 4 5 6 7

Application personal Assessment Disclosable Employer Declaration Payment
Initiation Details Details Information Details

Names

Manage Names Toggle Names Section

A You must provide all names including legal names (as it appears on your current TMR product), alias names, cultural names, preferred names and
previous names

ADD NAME

Name Type Title First Name Middle Name Last Name Action

Legal name John Citizen

Other Personal Details

Manage Other Personal Details Toggle Other Personal Details Section
Addresses
Manage Addresses Toggle Addresses Section v

Identification

Manage Identification Toggle Identification Section v

Qualifications (Optional)

Manage Qualifications Toggle Qualifications Section v

*Required fields

SAVE ] SAVE AND PROCEED
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@ (2 ) 3 4 5 6 7

Application personal Assessment Disclosable Employer Declaration Payment
Initiation Details Details Information Details

Names

Manage Names Toggle Names Section

A You must provide all names including legal names (as it appears on your current TMR product), alias names, cultural names, preferred names and
previous names

ADD NAME

Name Type Title First Name Middle Name Last Name Action

Legal name John Citizen

Other Personal Details

Manage Other Personal Details Toggle Other Personal Details Section
Addresses
Manage Addresses Toggle Addresses Section v

Identification

Manage Identification Toggle Identification Section v

Qualifications (Optional)

Manage Qualifications Toggle Qualifications Section v

*Required fields

SAVE ] SAVE AND PROCEED
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Application personal Assessment Disclosable Employer Declaration Payment
Details Details Information Details

Purpose and Role

Please indicate the primary purpose you will be using your Disability Worker Screening Clearance for*
O Ppaid employee

O sole Trader

O volunteer

Please select the primary area of service delivery you will be using your Disability Worker Screening clearance for(Definitions)*
(O Accommodation support services.

O Respite services

O community Support Services

O community access

(O Advocacy or information services or Services that Provide Alternative Forms of Communication
O Research training or development services

(O NDIs Assistance with Daily Life

(O NDIs Transport

O NDIs Consumables

O NDIs Assistive Technology

O NDIs Assistance with Social, Economic and Community Participation

O NDIS Home Modifications and Specialised Disability Accommodation (SDA)
(O NDIs support Coordination

O NDIs Improved Living Arrangements.

(O NDIs Increased Social and Community Participation

(O NDIs Finding and Keeping a job

O NDIs Improved Relationships

(O NDIs Improved Health and Wellbeing

O NDIs Improved Learning

O NDIs Improved Life Choices

(O NDIs Improved Daily Living Skills

O Another service prescribed by regulation

Previous Checks and Roles

Have you previously held a Yellow Card or Yellow Card Exemption in Queensland issued before 1 February 20212 *
Oves O nNo

Have you previously been issued with a Blue Card or Blue Card Exemption for the purpose of working with childrenz*

Oves O nNo

* Required fields

SAVE AND PROCEED
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Disclosable Information

Are you currently suspended, or have you ever been refused, barred, excluded or disqualified following an application for an NDIS Worker Screening
Check, Working With Children Check, Working With Vulnerable People Registration and/or working with people with a disability check (or equivalent)

in any state or territory in Australia?

Oves O no

Have you ever been charged or convicted or found guilty of a criminal offence in Australiaz*

Oves O nNo

Have you ever been convicted o found guilty of any of the following, or equivalent, offences in a country other than Australia? @
murder, attempted murder, or manslaughter

serious or aggravated assault

rape, bestiality, sexual assault, or incest

aggravated robbery

child pornography offences

abduction, kidnapping, human trafficking, or slavery

drug trafficking and drug dealing

neglect or ill-treatment of a child or vulnerable person

fraud, deception, or forgery involving a child or vulnerable person
treason/treachery, terrorism, genocide, mutiny, or espionage.
animal cruelty causing an animal serious injury, harm, or death

Oves O nNo

Have you ever been a respondent to a domestic violence order in Queensiand? @«

Oves O no

Have you ever been subject of an investigation by any government agency anywhere in Australia that involved allegations of abuse or neglect of a
child in your care that resulted in restrictions regarding your contact with that child or other children (including the removal of a child/children)? *

Oves O nNo

Have you ever had any workplace misconduct findings against you, or are you subject to a current investigation, in relation to: *
« violent behaviour or assault
« indecent or sexual behaviour or misconduct

fraud, deception or theft

failing to provide care for a vulnerable person such as a child, elderly person or person with disability.

Oves O no

SAVE AND PROCEED
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The following questions relate to entities you are engaged with or proposing to be engaged with to provide NDIS work or state funded disability work. You must
add ALL employers, self-managed participants and sole traders you are engaged with or proposing to be engaged with. We will ask them to verify your
engagement with them.

If you can't find the entities in the list, the easiest way to find them is to ask for their ID number issued to them for the purpose of accessing the National Worker
Screening Database (for NDIS work) or Queensland Employer portal (for state funded disability work).

For sole traders, please refer to our fact sheet Information for sole traders’. You will need to register for access to the National Worker Screening Database (for
NDIS work) or the Queensland Employer Portal (for state funded disability work) before you complete the questions below. Once you have registered, you can
select yourself from the list.

Nominated Entities

ADD EMPLOYER/SOLE TRADER/SMP

Entity List

*You must provide at least one employer before continuing to the next step of the application.

BACK
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Add Employer

To begin please select the employer type from the list

Employer Type*

(® Employer/Sole Trader ()

Self Managed Participant

Please enter Employer ID OR start typing Employer name in field provided and select correct Employer Name

Employer ID* Employer Name*

caNCEL ADD EMPLOYER
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ADD EMPLOYER/SOLE TRADER/SMP

Entity List
Type D Entity Name ABN Verification Status Action
State Provider 206849 12123123123 Awaiting Lodgement

In your role with any of these employers, will you be working with children?*

OYes ONo

BACK
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In your role with any of these employers, will you be working with children?*

O Yes O No
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Declaration

I declare that:

o | am the applicant named in this form and | have provided all other names or aliases that | use or have used in the past

* The information provided by me for this application is true and correct and | understand it is an offence to provide false or misleading information;

| consent to being screened under Part 5 of the Disability Services Act 2006.

| consent to the conduct of a Nationally Co-ordinated Criminal History Check including convictions, findings of guilt, pending charges, spent convictions, and
non-conviction outcomes in accordance with the requirements each jurisdiction has in place with the Australian Criminal Intelligence Commission (ACIC)

| consent to ongoing monitoring in Queensland of any relevant criminal history information (including pending charges) from the time | lodge my application
and if cleared, continuing while | hold a clearance

| consent to enquiries being made to determine my eligibility to hold a Queensland Disability Worker Screening clearance from any source considered
necessary by the department, including but not limited to, police services, courts and tribunals, prosecuting authorities, worker screening units, health
professionals and government agencies (including Commonwealth and state/territory).

| understand | cannot withdraw my consent (Applicants may make a request, in writing, for their application to be withdrawn or for their clearance to be
cancelled.)

» | agree to the worker screening unit collecting additional demographic information relating to me. | understand that the worker screening unit will handle
the information in accordance with the Information Privacy Act 2009, including to use the information for its policy development, research and statistical
reporting purposes.

| understand that my personal details will be shared with Blue Card Services which administers the Working with Children Check.

| consent for a photograph held by TMR to be used to produce the clearance card.

| understand and will comply with my obligations including that | must notify the department if | change my name, contact details, or there is a change in my
employment

* | understand and will comply with my obligation to notify the department immediately if my police information changes.

[J I have read and understand the contents of this form and make all of the above declarations

Applicant Name* Date*

:7\d SAVE | AGREE
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Are you sure you wish to make this declaration?

By clicking | Understand and Agree you are acknowledging and accepting all terms of the,
declaration.

You are also declaring that all of the information provided by you in this application form are
true and correct to the best of your knowledge.

Finally, you also accept that this declaration constitutes your signature and that you consent
to the use of this electronic declaration as your substitute signature.

CANCEL 1 UNDERSTAND AND AGREE
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This application s not considered lodged uncil payment of the prescribed fee. Please note that any fees paid are not refundable. Our fees are subject t change in
accordance with the consumer price index.

If you require assistance with a paymen, please contact us
Payment Amount.

The prescribed fee for your Queensland disabilicy worker screening application (paid) is

Payment Methods

) Credicor debi card (VIS and MasterCard oriy) using BPoint payment faciity

(O Money order or bank cheque (lease make payable o Deparcmen of Chid Ssfery,Seniors and Disabily Serices)

Deferred payment using BPoint payment facilty (my employer or another person has agreed to pay for my application)

Card Number

Expiry Date

cwN
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Payment Methods
() Credit or debit card (VISA and MasterCard only) using BPoint payment facility
(® Money order or bank cheque (please make payable to Department of Child Safery, Seniors and Disabily Services)

O Deferred paymens using BFoinpaymen facilty (my employer or another person has agreed to pay or my spplication)

You can also pay by bank cheque or money order. Click the NEXT button to generate a payment slip to your emal address (or any other email address you
nominate).

Note: The application cannot proceed until payment s received and processed.

COMPLETE
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Payment Methods
() Credit or debit card (VISA and MasterCard only) using BPoint payment facility
(O Maney order or bank cheque (please make payable to Department of Child Safery, Seniors and Disabilty Services)

(@ Deferred payment using BFoint paymen facilty (my employer or another person has agreed to pay for my spplication)

When you click NEXT, an email il be sent containing a link to allow the recipient to make a payment for the prescribed amount via the online BPoint payment
facilty. If this s not your regiscered emal a copy will be sent to you for your records or for forwarding as required. BPoint will ausomatically advise s of successful
payment at which point your application will proceed automaticall. You can view an update of the payment scatus on your Home Page.

COMPLETE
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° Application Complete

Thank you. Your application is now complete.

Itis important to note your application will not start processing until your
employer has verified your employment (paid or volunteer) and the fee has
been paid (if needed). If you have sent a request to someone else to pay for your
application, it will only proceed when they have completed payment.

You will receive a confirmation email shortly. You can check the status of your
application at any time by clicking on the link in your confirmation email or by
logging into the Worker Screening Portal.

© The State of Queensland (Department of Child Safety, Seniors and Disability Services) 2010-2024.

Queensland Government
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Department of Seniors, Disability Services and Aboriginal and
Torres Strait Islander Partnerships

O NOT REPLY TO THIS EMAIL:
Dear John

Your application for an NDIS Worker Screening Clearance has been lodged successfully. The
Worker Screening Unit is now processing your application and will contact you if further
information is required

No Card, No Start

Queensland has adopted a "No Card, No Start" approach. Most workers must not engage in
NDIS disability work until they have been issued a clearance. If you have an existing NDIS
Worker Screening Clearance or a valid Yellow Card or Yellow Card Exemption you may be
able to work while your application is being processed. Please speak to your employer about
your eligibility to commence work or visit the Worker Screening website for further

information
Changes in your details:

You must notify the worker screening unit of any changes to your contact details, employment
status (including if your volunteer or paid employment status changes) and your police or
assessable information. It is an offence not to advise us of these changes and penalties apply.

Processing time:

Your application will be processed as soon as possible. Applications that require further
assessment where there is criminal history or assessable information, will take longer to
process.

Contact;

You can login to the applicant portal at any time to check the status of your application. Visit
our Worker Screening website for more details.

You can email us at workerscreening@communities.qld.gov.au if you have any questions

Yours sincerely
Worker Screening Unit

Department of Seniors, Disability Services and Aboriginal

and Torres Strait Islander Partnerships | Contact Us
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Application Almost Complete

Thank you. Your application is almost ready.

The following tasks need to be completed before we can progress your
application:
« Your application will proceed once we receive and process payment from
your nominated 3rd party (eg Employer).

You will receive a confirmation email shortly. You can check the status of your
application at any time by clicking on the link in your confirmation email or by
logging into the Worker Screening Portal.

BACK TO HOME
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Department of Seniors, Disability Services and Aboriginal and
Torres Strait Islander Partners|

Disability Worker Screening Lodgement - Application Commenced

Hello John

Thank your for commencing your application for a Disability Worker Screening clearance. You
are almost there
The following tasks need to be completed before we can progress your application:

Your application will proceed once we receive and process payment from your nominated 3rd
party (eg Employer)

Your application will remain on hold until these outstanding tasks are completed. To view
progress of the application at any time login to the Disability Services Worker Screening
Portal

Many thanks
Disability Worker Screening Online

Department of Seniors, Disability Services and Aboriginal
and Torres Strait Islander Partnerships | Contact Us
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ity Worker Screening

@ Your application has not been completed. Please:

* Make Payment
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Online Services Home

My Personal Details

John Citzen Review or Update My Apply to Withdraw My
22 Street Road Application Application
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Update My Der:

‘Advise of an Update to your name, contact detals (el
phone numbers, addresses), TMR CRN, personal
information and qualfications

My Application Details

Agplication Type Disabilty Worker Screening.
Agplication Status Pending Lodgement@)
Payment Status NoFee

TMR Image Status Current

Viewal your application decals
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My Application Details

sppiicstion Type Disabilty Warker Screering
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Incomplete - Payment

Your application is incomplete. The outstanding tasks need to be completed before it can proceed.

cLose
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My Tasks

o You have nox completed your application. Complate your application.
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Application Status  Reason for Status

Incomplete

Status will be displayed when your application is incomplete

- You have not yet completed all steps in your application

- Your TMR photo is required to be updated 

- Your application payment has not yet been made 

Pending Lodgement

Status is displayed when your application is waiting for one of the 

following:

- Application payment

- State employer verification 

- If your payment has been made and state employer has verified, allow 

30 minutes for our system to update and progress your application to 

the next stage 

Possible Match - Contact Worker Screening

Status will be displayed when your application has been flagged as a 

duplicate in our system

Contact Employer to Verify 

Status is displayed when you have successfully submitted your 

application and is currently waiting for your nominated NDIS employer 

to verify your employment

In Progress - Checks Pending

Status is displayed once your application has been successfully 

submitted and verified and is awaiting the criminal history checks

Under Assessment

Status is displayed when your application is being reviewed and 

progressing through the assessment stage 

Under Assessment – Information Required from Worker

Status is displayed when the Worker Screening Unit has contacted you 

to request further information from you

Under Assessment – Contact Worker Screening

Status is displayed when the Worker Screening Unit has attempted to 

make contact with you but was unable to reach you

Application finalised - Outcome Correspondence Sent to Worker

Status is displayed when your application has been finalised and an 

outcome email has been sent to your nominated email address

Clearance Expired  Status is displayed once your clearance has expired
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My Personal Details
John Citizen
22 Street Road
SUBURB, QLD
4000, Australia
TMR CRN:

Update My Details
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Manage Names

Ted n d previous

Name Type Title First Name Middle Name Last Name Action

Legal name John Citizen

Other Personal Details

nal Details

Manage Other Personal Details Toggle

Manage Addresses

Identification

Manage Identification

Qualifications (Optional)

Manage Qualifications

gle Identificat

* Required fields

BACK
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Confirm to withdraw current application

Are you sure you want to withdraw current application?

m




image2.jpeg
Department of Justice and Attorney-General

Certificate of
Recognition





image64.png
Review or Update My
Applica

Review or update an existing
application




image65.png
Online Services Home

My Tasks
‘Your nominated employer must verify your application before i can proceed. Please check that you have nominated the correct employer and
O e o e wED o

My Personal Details
s Review or Update My Apply to Withdraw My

o icati i
111 GEORGE STREET Application Application

BRISBANE CITY, QLD Withdraw an application that

4000, Australia Review or updste an exising % s o been g OF s
TMR CR: 99917081 applcation been lodged but notyet
yetesteam+TESTI7081@gmail.com finalised.

0400100100

AppID: 26559

Update My Detai Update My Application
Advise of an update to your name, contact detais (email, Employer Details

prone numbers, addresses), TR CRN, personal
Information and quaificstions A o remove employer,

80 s prcpo

Sole trader on your current

My Applications Deta application
Applcation Type Dissbilty Worker Screening and
Working With hiren Check
Appication
Application Status Contact employer to verify @
Paymmens satus paia

TR Image Status Current




image66.png
Online Services Home
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‘Your nominated employer must verify your application before i can proceed. Please check that you have nominated the correct employer and
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0400100100
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Update My Detai Update My Application
Advise of an update to your name, contact detais (email, Employer Details
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My Applications Deta application
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ADD EMPLOYER/SOLE TRADER/SMP

Entity List
Type D Entity Name ABN Verification Status Action
State Provider 206849 12123123123 Awaiting Lodgement

In your role with any of these employers, will you be working with children?*

OYes ONo

BACK
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Confirm to remove

Are you sure you want to remove the selected Employer?
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Confirm to delete

Are you sure you want to delete the selected Employer?
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