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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:

e Register for the Online Worker Portal

e Start a New Application

e 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

¢ Reqguest a Replacement Card

e Check if you are Eligible to Work (View the Status of your Clearance)

¢ Renew your Queensland Disability Worker Screening Clearance

e Application History




Navigation and Access

How do | 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.

What internet browser should | 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.

How do | access the Worker Portal?

o 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 — Regqister for the Worker Portal section of the
User Guide for more guidance.

o 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.

How do | 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.

g - Contact Hel
@Queensland Government — .

Department of Child Safety, Seniors and Disability Services

Home:

Online Services Home



https://portal.workerscreening.communities.qld.gov.au/register
https://portal.workerscreening.communities.qld.gov.au/login

o You will be returned to the Welcome page once you have logged out successfully.

@Queensland Government

Department of Child Safety, Seniors and Disability Services

Welcome to the Disability Worker Screening Portal

First step — Register for the Worker Portal
o To access the Worker Portal, you must first Register as a worker.
o 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.

@Queensland Government

Department of Child Safety, Seniors and Disability Services

Your privacy

Before you start registering an online account, please read our privacy notice and supporting Information Management Policy to understand how we collect, store, use
and disclose your personal information.

* Required fields

Acceptance of privacy policy

[[] I nave read and undarstood the privacy notice and supporting Information Management Palicy.*

Proof of Identity

e 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.


https://portal.workerscreening.communities.qld.gov.au/register

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

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
e Legal Name Details
e Date of Birth


https://www.workerscreening.qld.gov.au/__data/assets/pdf_file/0033/16899/info-identity-verify.pdf

Proof of ldentity

o Important Information

Did you ko - A worker can use zn NDIS worker screening desrance in any State or Termtory in Australia.
An MDIS worker screening doaranoe will not be lsoued in Quernsiand fa worker hakds a cioarance in anather Seate o Temtany in Astralis

I 3 worker currencly hedds 2 vald NOES warker screcning cle ce, this can be used In a risk assessed rofe in Quecrsland, regardiess of where your dearance was
Iszued. T ause the NDIS worker screening ciearance is a nationaly recognised check.

Flease oo rat apgiy 1o a MDIS wor ke
RIS prowiders can wensy your JMOIS <

cnisland. INSIEan, WOTKErS C3n pronde DrEanisanans with your imerssae NOIS Worker Screening 10
£y to wiork withen the national MIDIS damabase

Quiestion: | hiowe 3 NDIS worker screcning
provider. Da | need o apply for a Queen:

T ESuced Bn Mew Souch Wales, bur | hawe cbeained a rake in Quecnsiand working far 2 deferent regiseered MDIS

g cearance, you Wik BC abie o work in

te. Or Se thi MeSOUrces SeCticn an olr
wehisite for more rdormmat

Please sobort 2 Quoonsiand Transpart and Main Roads [TMR) product®

Selecl

TME Customer Referente Number jog Drivers Licence Numaer * @ TR Registercd Bmall Address ¢ Q

Duiver Licence i’ First Mame a

Mesddle Maame:

Last Name®

Adult Prood of Age Card Dase of Birth # a
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Note: Fields marked with * are mandatory

TMR Products

e 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:

e Drivers Licence

e Adult Proof of Age card



¢ Photo Identification card
e Industry Authority
e Marine Licence Indicator

¢ New Customer Notification Email

Please select a Queensland Transport .

Proof of Identity
Select
Please select a Queensland Transport and Main Roads (TMR) product™
Select O Drivers Licence
T

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

Adult Proof of Age card

" Driver Licence) . First Name (7] Photo Identification card

d hori
e Complete your Proof of Identity details. Industry Authority

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 * o
" Driver Licence. First Name Q
Middle Name

Last Name*

Date of Birth *

)

o Enter your TMR Customer Reference Number.

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.



https://www.qld.gov.au/transport/crn
https://www.workerscreening.qld.gov.au/__data/assets/pdf_file/0033/16899/info-identity-verify.pdf

TMR Customer Reference Number (eg Drivers Licence Number) * 0

Driver Licence

' (i
M=t
s l“‘-‘

e 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).

To protect your personal information we will use the

same email address that is rogistered with TMR (f [
TMR Registered Email Address * c "I""""’"‘" ~

clicking this icon. Once you login you can
addichange your email address under My Details’
on the top right of your Wy Account” page.

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.

e Enter your Name and Date of Birth.
Press Register.

e 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.

Contact us  Help
Queensland Government

Department of Child Safety, Seniors and Disability Services

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.qld.gov.au.

PROCEED TO LOGIN

What if | receive an error message on the Registration page?

Unexpected Error

10



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.

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 is 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 still having difficulties, contact the Worker Screening Unit on 1800 183 690 or

contactus@workerscreening.qld.gov.au.

You already have a clearance!

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).

o Important

You already have a clearance!
Wational records show you already have a 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 from the VICTORIA Worker Screening Unit. You can find the confirmation by searching through your email inbox that
is registered to your interstate clearance.

@ How to navigate this page

* (Click on the 'down arrow’ located on the right-hand side to expand the below questions
* Tominimise the expanded information, click on the "up arrow' located on the right-hand side
* Toreturn to the previous screen, click on the "back’ button located on the bottom left of the screen

Why cant | apply for a NDIS Worker Screening check in Queensland? N
What if | apply in Queensland using the manual paper application process? N
What if | want to cancel my NDIS Worker Screening clearance issued in another state or territory and apply in Queensland? N
My employer/organisation told me | must have a clearance in Queensland. What do | do? N
How do | find my NDIS Worker Screening ID? N
My employer/organisation can't find me in the National Worker Screening Database. What do they do? N
My employer/organisation knows | have a NDIS Worker Screening clearance but thinks the Yellow Card is a different check. What do | tell them? N
My employer wants me to show them the physical clearance card but | never got a card. What do | do? N
How do | change my clearance status from volunteer to paid employment? N
| also need a Blue Card for working with children. What do | do? N

BACK

You already have an outcome!

11



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.

o Important
You already have an outcome!

Mational records show you already have a NDIS Worker Screening outcome in NEW SOUTH WALES. This means you are not eligible to apply in Queensland and
will not be issued a clearance.

You should have received notice of your outcome from the Worker Screening Unit in NEW SOUTH WALES. You may have been notified by letter or email (search
your email inbox registered to your interstate application).

IMPORTANT: It is an offence to provide NDIS supports or services if you have been issued with an exclusion and penalties may apply.

© How to navigate this 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’ button located on the bottom left of the screen

How can | find out more information about my outcome?
Why can't | apply for a NDIS Worker Screening Check in Queensland?

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

< <€ < K<

What do | tell my employer, they teld me | must have a clearance in Queensland?

BACK

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.

o Important

You already have an application in progress!

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

IMPORTANT: You cannot provide NDIS supports or services if you have been issued an interim bar.

@ How to navigate this 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’ button located on the bottom left of the screen

Why can't | apply for a NDIS Worker Screening check in Queensland? v
What if | apply in Queensland using the manual paper application process? g
What if | withdraw my interstate application and then apply in Queensland? v
My employer/organisation told me | must have a clearance in Queensland. What do | do? AV
Iy employer/organisation can't find me in the National Worker Screening Database What do they do? N

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

them? g
How do | change my current application in progress from volunteer to paid employment? N
| also need a Blue Card for working with children. What do | do? AV

Contact Worker Screening Unit

12



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.

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 |dentity Verification fact sheet. The fact sheet also provides information on what to do if you don't have a CRN.

* Required fields

€@ !mportantinformation

Did you know - A worker can use an NDIS worker screening clearance in any State or Territory in Australia.

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).

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

Select M

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

[ I have read and understood the privacy notice and supporting Information Management Policy

[Kelcil] REGISTER FOR AN ONLINE ACCOUNT

2. Select your TMR product type using the drop-down list

13
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Login
* Required fialds

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

= |

Drivers Licence

»

L

Adult Proof of Age card
p Photo Identification card

Industry Authority

3. Enter your TMR Customer Reference Number

« Driver Licence

4. Enter in your date of birth details
Date of Birth *

01/01/20M

JAN 2007 = L4 >

21 22 23 24 23 26 27

28 24 30 Ehl




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

Your privacy
Eiefore 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 infarmation.

Acceptance of privacy notice

Erve read and understood the privacy natice and supporting Information Management Policy.*

REGISTER FOR AN ONLINE ACCOUNT

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.)

Welcome to the Worker Screening Portal Inbox x

‘Worker Screening Portai

g

@ 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 dificulties accessing your account please email us at
workerscreening@communities.gld.gov.au

Yours sincerely
Worker Screening Unit

Worker Screening Unit | Contact Us

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.

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

15



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

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.

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.

16



Queensland Government

Department of Seniors, Disability Services and Aboriginal

and Torres Strait Islander Partnerships

Ta verify your identity, you will need & 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 detils. The photo that appears on your TMR product will be printed on your Disability Warker 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,

Please update your TMR photo

TMR have advised that the photo on your THR product needs to be updated as it does not meet the necessary validity period for Disability Worker Screening. You
mustvisit a TMR Customer Service Centre for a new photo before you can register online and apply for a clearance card. Once you have updated your photo with
TMR you may need to wait up to 48 hours before you can proceed with the online identity check. There will be no additional cost t update the photo.

Proof of Identity

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

Drivers Licence -

TMR Customer Reference Number (eg Drivers Licence Number) * @  TMRRegistered Email Address * [7]
First Name [7]
Middle Name

Last Name*

Date of Birth *

)

-~ =

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 |dentity
Verification fact sheet.

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:

o Start New Application
e Update My Details
e Application History

17
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Online Services Home

My Personal Details
John Citizen
22 Street Road
SUBURE, QLD
4000, Australia
TR CRM: 999900000
yotestteam+999200000@gmail.com
0400000000

Update My Details

Application History

View all your application details

You must use the same TMR product and email to login that you used in the registration
process.

Start New Application

Lodge a new application for

a Disability Waorker Screening
Clearance
application fo
With Children Check (Blue

Card)

Note:

After you have submitted an application, you will have more functions available to you on your Online

Services Home page.

Please see the Key Functions in the Worker Portal section for further information about

the key functions you can perform.

You can return to the Online Services Home screen at any time by clicking on the Home button

in the header.

@Queensland Government

Department of Child Safety, Seniors and Disability Services

Online Services Home

18




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.

| Start New Application |

Lodge a new application for
&% a Disability Worker Screening

Clearance including a joint

application for a Working

With Children Check (Blue
Card)

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.
- 2 3 4 5 6 7
Application Personal Assessment Disclosable Employer Declaration Payment
Initiation Details Details Information Details

Section 1 — Application Initiation

3. Application Initiation is the first section of the application that you must complete.

o 2 3 4 5 6 7

Application Personal Assessment Disclosable Employer Declaratlon Payment
Initiation Detalls Detalls Information Detalls
All compulsory questions in this application have been marked with an asterisk (*). You will not be able to proceed to the next section unless each compulsory

question is completed

Application Type

i : ) Lam applying for a Disability Worker Screening Check (NDIS Worker Sereening or Queensland Disability Worker Screening) only
{ i ) L am applying for a Disability Worker Sereening Check AND & Warking with Children Check (Blue Card)

( : ) | am applying for a Disability Worker Screening Check AND a Working with Children Check (Exemnption Card)

Eligibility Requirements

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

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

Cives (O No

[_] I declare that the information provided here is correct and | understand that it is offence to mske 2 false and misleading statemant.*

4. Select your correct Application Type and answer the Eligibility Requirements
questions.
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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 guestions during the application
process that are not included in this guide.

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.

o o 3 4 S 6 7

Application Personal Assessment Disclosable Employer Declaration Payment
Initiation Details Details Information Details
Manage Names Toggle Names Section A

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

EXT
Other Personal Details
Manage Other Personal Details Toggle Other Personal Details Section o

Addresses

Manage Addresses Toggle Addresses Section v
Identification

Manage Identification Toggle Identification Section v
Qualifications (Optional)

Manage Qualifications Toggle Qualifications Section v

* Required fields

& =

7. When you are finished, click Save and Proceed and continue with Section 3.
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Section 3 — Assessment Details

8. Complete details about your Purpose and Role, Previous Checks and Roles.

0 () © 4 5 6 7

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

Purpose and Role

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

O Sale 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

() 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 20217 *
O ves O No

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

Oves O no

* Required fields

SAVE AND PROCEED

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



Section 4 — Disclosable Information

10. Answer the Disclosable Information questions.

o o o0 O ; ¢ 7

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

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? *

O ves O no

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

O ves O nNo

Have you ever been convicted or found guilty of any of the following, or equivalent, offences in a country other than Australia? 0*
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 no

Have you ever been a respondent to a domestic violence order in Queensland? 0*

Oves Ono

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 no

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 Ono

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

SAVE AND PROCEED
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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.

o 6 6 0 o0 = -

Application Personal Assessment Disclosable Employer Declaration
Initiation Details Details Information Details

Payment

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

Entity List

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

BACK

13. A pop-up screen will appear so you can enter your Employer Details.

Add Employer

To begin please select the employer type from the list
Employer Type*®

Iél Employer / Sole Trader I:I 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

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.
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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.

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.

Nominated Entities

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?*

O Yes O No

BACK

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

O Yes O No

21. Press Save and Next and continue with Section 6.

Section 6 — Declaration

o o0 6 o0 o0 O 7

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

Declaratio

| declare that:

¢ | 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).

lunderstand | 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.

I 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.

I 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 1 have read and understand the contents of this form and make all of the above declarations

Applicant Name* Date*

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 1 Agree.

23. A pop-up box will appear asking if you are sure you wish to make the declaration.

<& 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 alse accept that this declaration constitutes your signature and that you consent
to the use of this electronic declaration as your substitute signature

| UNDERSTAND AND AGREE

24. Click on the ‘l understand and agree’ box and proceed to Section 7.




Section 7 — Payment

25. Select your preferred payment method and add the necessary details. There are three
options for payment (see below).

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

This application is not considered lodged until payment of the prescribed fee. Please note that any fees paid are not refundable. Our fees are subject to change in
accordance with the consumer price index.

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

The prescribed fee for your Queensland disabi

vorker screening application (paid) is

Payment Methods
[§] Credit or debit card (VISA and MasterCard only) using BPoint payment facility

IZ::II Maoney 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)

Card Number
Expiry Date

CVN

BACK COMPLETE
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26. To pay by credit or debit card using online BPoint — add your card details.

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

This application is not considered lodged until payment of the prescribed fee. Please note that any fees paid are not refundable. Our fees are subject to change in
accordance with the consumer price index.

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

The prescribed fee for your Queensland disability worker screening application {paid) is

Payment Methods

) Credit or debit card (VISA and MasterCard only) using BPoint payment facility

") Money order or bank cheque (please make payable ta Department of Child Safety, Seniors and Disahility Services)

(_) Deferred payment using BPoint payment facility (my employer or another person has agreed to pay for my application)
Card Number
Expiry Date

CVN

BACK COMPLETE

27. 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.

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 Safety, Seniors and Disability Services)

IZ::ZI Deferred payment using BPoint payment facility {my employer or anather 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).

Norte: The application cannat proceed until payment is received and processed.

BACK COMPLETE
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28. 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.
Payment Methods
lﬁ:_:] Credit or debit card (VISA and MasterCard only) using BPoint payment facility

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

IZ§'ZI 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 o you for your records or for forwarding as required. BPoint will automatically advise us of successful

payment at which point your application will proceed automarically. You can view an update of the payment status on your Home Page.

BACK COMPLETE

29. 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 | have submitted my application?’
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What happens after | have submitted my application

Complete or Aimost Complete

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

° Application Complete

Thank you. Your application is now complete.

It is 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.

BACK TO HOME

32. An email will also be sent to you confirming lodgement status.
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Department of Seniors, Disability Services and Aboriginal and
Torres Strait Islander Partnerships

: DO NOT REPLY TO THIS EMAIL:E
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 gld.gov.au if you have any questions.

Yours sincerely

Worker Screening Unit

33. If your application 5 is Almost Complete
yOU Wi” receive a Department of Seniors, Disability Services and Aboriginal nOtiﬁcation te”ing yOU
about thiS, With and Torres Strait Islander Partnerships | Contact Us further information )
(Example below)

° 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

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.
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lad

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

Disability Worker Screening Lodgement - Application Commenced

Hello Jehn,

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 ance 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 Warker Screening Online

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

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.

QLD Disability Worker Screening
ﬂ You «.-.. LAl - ot been completed. Please

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.)
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Contact us  Help

eee? Queensland Government

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

Home Search Worker My Profile Admin - Department of Communities, Disability Services and Seniors Hayley Williams Logout
Online Services Home
My Tasks
o You have not completed your application. Complete your application.

My Selected Employers

37. The employers you added previously will be visible in the My Selected Employers
section toward the bottom of the screen.

My Selected Employers

Verification Expiry

N ID T Statu Status Dat
ame ype atus atus Date Date

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.

Update My Application
Employer Details
Add or remove employer,

(% self-managed participant or

sole trader on your current
application

REMINDER

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

Key Functions in the Worker Portal

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.

Online Services Home

My Personal Details

John Citizen Review or Update My Apply to Withdraw My
32 Strest Road Application Application

i;?yiisgl;ﬁa ~ e ‘Withdraw an application that
! Review or update an existing &g has not been lodged OR has

TWR CRI: $95500000 3pplication been lodged but not yet

ycrestteam+399900000@gmail.com finalized

0400000000

App ID: 37161

Update My Details

Advise of an update to your name, contact details (email,
phone numbers, addresses), TMR CRN, personal
information and qualifications

My Application Details

Application Type Disability Worker Screening
Application Status Pending Lodge’nente
Payment Status Mo Fee

TMR Image 5tatus Current

Application History

View all your application details

List of Key Functions

o Register for the Online Worker Portal

o Start an Application

o View the Status of my Application
o Update My Details
o Apply to Withdraw My Application

o Review or Update My Application

o Notify of a Change in Engagement (Add a new Employer or Remove an old

Employer)

o Notify us of a Change from Volunteer to Paid Employment

o Request a Replacement Card

o Check if | am Eligible to Work (View the Status of my Clearance)

o Renew my Queensland Disability Worker Screening Clearance

o Application History
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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.

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.

My Application Details

Application Type Diisability Worker Screening
Application Status |I":-:I"”1CI'EEE9

Payment Status Waiting

TMR Image Status Current

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.

Incomplete - Payment

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

The My Tasks alert is updated each time you return to the home page.

My Tasks
o ‘You have not completed your application. Complete your application.
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List of Application Statuses

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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Update My Details

You can update your personal details at any time by selecting Update My Details and
completing your updated details.

My Personal Details

John Citizen

22 Street Road
SUBURB, QLD
4000, Australia

TMR CRN:

Update My Details

Manage Names Toggle Names Section AN

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.
Name Type Title First Name Middle Name Last Name Action
Legal name John Citizen

NEXT

Other Personal Details

Manage Other Personal Details Toggle Other Person: Section
Manage Addresses Toggle Addresse
Manage Identification Toggle Identification Section

Qualifications (Optional)

Manage Qualifications Toggle Qualifications Section N

* Required fields

BACK SAVE
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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.)
Apply to Withdraw My
Application

Withdraw an application that

% has not been lodged OR has

been lodged but not yet
finalised

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.

Confirm to withdraw current application

Are you sure you want to withdraw current application?

YES

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.

Review or Update My
Application
% Review or update an existing
application

37



Notify of a Change in Engagement
(Add a new Employer/Organisation or
remove an old Employer/Organisation)

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.

How do | 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.

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.
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https://www.workerscreening.qld.gov.au/__data/assets/pdf_file/0031/16897/info-adv-chng-engagmnt.pdf
https://portal.workerscreening.communities.qld.gov.au/login
https://www.qld.gov.au/law/laws-regulated-industries-and-accountability/queensland-laws-and-regulations/regulated-industries-and-licensing/blue-card-services

Where do | 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.

Selecting the relevant scenario below will tell you which button you need to use to notify us

of a Change in Engagement.

My Personal Details
Meil Test
111 GEORGE STREET
BRISBANE CITY, QLD
4000, Australia
TMR CRN: 999917081
yctesteam+TEST17081@gmail.com
0400100100

&8

Review or Update My

Application

Review or update an existing
application

poll- 38000

Update My Details Update My Application
ise of an update to your name, contact details (email Employer Details
et - NENT

nformation and qualifications

My Applications Details

Application Type Disability Worker Screening and
‘Working With Children Check
Application

Application Status Contact employer to ver \fye

Payrnent Status Paid

TMR Image Status Current

&8

Add ar remave emplayer,
self-rmanaged participant or
sole trader on your current
application

1. ‘Review or Update My Application’ button

Apply to Withdraw My
Application

&

Withdraw an application that
has not been lodged OR has
been lodged but not yet
finalised

I have an incomplete application OR | have finished my application but haven’t made my

payment yet and | have changed employer/organisation.

2. ‘Update My Application Employer Details’ button

I have an NDIS employer who has not verified my application* and | 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

| have an application that is being assessed OR | have a valid Worker Screening

Clearance and | have changed employer/organisation.
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Adding a New Employer using ‘Review or Update My Application’ button

1. Click on the ‘Review or Update My Application’ button.

Review or Update My
Application

% Review or update an existing
application

2. Navigate to the Section 5 — Employer Details part of your application.

o 6 6 o0 o0 = -

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

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.

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.

Nominated Entities

Entity List

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

BACK

4. A pop-up screen will appear so you can enter your Employer Details.

Add Employer

To begin please select the employer type from the list
Employer Type*®
@. Employer / Sole Trader I:I 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

5. Select the correct Employer Type.
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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.

Nominated Entities

ADD EMPLOYER/SOLE TRADER/SMP

Entity List

Type 1D Entity Name ABN Verification Status Action

State Provider 206849 12123123123 Awaiting Lodgement

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

O Yes O No

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. 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.
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Removing an Old Employer using ‘Review or Update My Application’

button
Review or Update My
Application
% Review or update an existing
application

1. Click on the ‘Review or Update My Application’ button.

2. Navigate to the Section 5 — Employer Details part of your application.

Dreacloaabde I % F 1
I G inral sy

Applicaticen Panonal Assatnmsng

[T Carradis Eaarrads Daraih

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

Nominated Entities

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 OND

BACK

4. Click on the Remove button that appears next to the Old Employer you want to
Remove.

5. A pop-up box will ask you to Confirm you want to remove this Employer.
Click on Yes.

Confirm to remove

Are you sure you want to remove the selected Employer?

m

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.
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Adding a New Employer using ‘Update My Application Employer Details’
button

1. Click on the ‘Update My Application Employer Details’ button.

Update My Application
Employer Details
Add or remove employer,

&g self-rmanaged participant or

sole trader on your current
application

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.

5 Bl &

R
WQueensland Goverr

Department of Seniors, Disability Services and Aboriginal

and Torres Strait Islander Partnerships

Eoami Search Worker My Profis Admin = Department of Commundics, Disabafy Services and Sendors
Thee: batlcre S0 Shiows thee entities you have norminsted that b L. i erpage b k o state furded disaksli f
formaticn has changed, please
Go ikt ackd ALL ervygbinpis, Sebf-manaped parboants Snd S0k bders you aré enpiped with of 808 propofing bo be engiped with. We will sk therm b verify your

ETEAEEmENL wath them

et for the = ediany the Kt B SEreening
(=4 by ket Sereerirng Database [for WD ok
e B you have registere u SO Gl eif the

Nominated Entities

ADD EMPLOYERSOLE TRADERSSMP

Entity List

Application
Type [+ Entity Mame ABM Werification Status  Employer Status Actlon

3. To Add a New Employer, click on the Add Employer/Sole Trader/SMP button.
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4.

A pop-up screen will appear so you can enter your Employer Details.

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

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.

8.

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

You will then see the Employer you have just added in the Entity List.

Nominated Entities

Entity List
Application
Type 1D Entity Name ABN Verification Status Employer Status Action
NDIS 4 Department of Communities Disability 25791185155  Awaiting C]
Employer FVC4/WC Services and Seniors Lodgement C]
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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. 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.
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Removing an Old Employer using ‘Update My Application Employer
Details’ button

1. Click on the ‘Update My Application Employer Details’ button.

Update My Application
Employer Details
Add or remove ermployer,
self-managed participant or

sole trader on your current
application

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.

Nominated Entities

ADD EMPLOYER/SOLE TRADER/SMP

Entity List
Application
Type [[] Entity Name ABN Verification Status Employer Status Action
NDIS 4 Queensland - NOSC 25791185155  Pending Employer Active
Employer E92AQ0E Verification

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

Nominated Entities

ADD EMPLOYER/SOLE TRADER/SMP

Entity List
Application
Type 1D Entity Name ABN Verification Status Employer Status Action
NDIS a Queensland - NQSC 25791185155  Pending Employer Active
Employer E92AQQE Verification

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

Are you sure you want to delete the selected Employer?

5. The Old m ﬂ Employer will

remain in your Entity List,
and the Application Employer Status will change to ‘Inactive’.

Application Employer
Status

Inactive

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

Update My Details

Advise of an update to your name, contact details (email,
phone numbers, addresses), TMR CRN, personal
information, qualifications andlermployer details (add or
rermove an employer, self-managed participant or sole
trader)

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.

i‘# Queensland Government

Department of Seniors, Disability Services and Aboriginal

and Torres 5trait Islander Partnerships

Hearan Saarch Worker By Profile Admin = Deepeartrresnd ol Commurnsties, Disabildy Seraces and Sencm

COther Persanal Details
Wamags Other Farsonal Detaily

Warage Addrasses
Identification

iarage iderification

Qualifications (Dptional)

Magraos Cuabfgion

Employers

Nty of Changs in Engagarasl HLWEnG of ahiing youl esgigement
ity g amplayer, sell managed pardopan or sole reder |

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

Notify of Change in Engagement (starting or ending your engagement
with an employer, seli-managed participant or sole trader)
Important notice:If you have made a combined disability worker screening and working with children check application which is in progress or you are the holder of a
disability werker screening clearance and blue/exemption card, you must also contact Blue Card Services to notify them of any changes to your child-related employer
list.

Toggle Employers Section N

The below screen shots the entities you have nominated that have engaged you (or are proposing to engage you) to provide NDIS work or stated funded disability
work. You are required to advise of any changes to your engagement with an employer, self-managed participant or sole trader within:

= 7 days if you have an application in progress
« 14 days if you already have a clearance

To notify us of a Change in Engagement. please add a new entity or remove an existing entity below.
| ADD EMPLOYER/SOLE TRADER/SMP |

Entity List

BACK SAVE

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.

Add Employer

To begin please select the employer type from the list

Employer Type*
@\ Employer / Sole Trader :n 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

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.
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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.

Did you start NDIS work or state funded
disability work (either paid or voluntary)
with this employer?

() Yes |§| No

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.

Did you start NDIS work or state funded Date your
disability work (either paid or voluntary) employment started*
with this employer?

o

lal Yes ':-:' Mo

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

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

Awaiting 0

Declaration

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.

Declaration

have read and understand the information above®
he information provided by me is true and correct and | understand it is an offence to provide false or misleading information®

Applicant Name* Date*

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

Declaration

[7] I have read and understand the information abow

[] The information provided by me is true and corre

Applicant Name*
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15. The Application Employer Status for the New Employer will now say ‘Active’.

Application
Employer
Status

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

Update My Details

Advise of an update to your name, contact details (email,
phone numbers, addresses), TMR CRN, personal
information, qualifications andlermployer details (add or
rermove an employer, self-managed participant or sole
trader)

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.

-'$Q|_ngn5 land Government

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

Haame Saarch Worker My Profile Azma - Deepartrresnd of Commursties, [sabity Services and Senscrs

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

Notify of Change in Engagement (starting or ending your engagement
with an employer, self-managed participant or sole trader)
Important notice:If you have made a combined disability worker screening and working with children check application which is in progress or you are the holder of a
disability worker sereening clearance and blue/exemption card, you must also contact Blue Card Services to notify them of any changes to your child-related employer
list.

N

Toggle Employers Section

The below screen shots the entities you have neminated that have engaged you (or are proposing to engage you) to provide NDIS wark or stated funded dizability
work. You are required to advise of any changes to your engagement with an employer, self-managed participant or sole trader within

s 7 days if you have an application in progress
« 14 days if you already have a clearance

To notify us of a Change in Engagement, please add a new entity or remove an existing entity below.

ADD EMPLOYER/SOLE TRADER/SMP

Entity List

BACK

4. In the Entity List section, you will be able to see your current Employers.

Below is an example only.

Entity List

Verification  Date Application Anplicati
Type D Entity Name ABN o Employer Employer IDIJIJ ‘cation Action

Status Added Status

State Pending

| 206849 Test Non-NDIS Employer 12123123123 Employer 22/06/2023  Active
Provider e
Verification

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.

Did you start NDIS work or state funded disability work (either paid or voluntary) with this employer?

(O Yes (@ No

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.)

53



Did you start NDIS work or state funded disability work (either paid or voluntary) with this employer?

@ ves (Ono

Date your employment ends*

9. Next, a pop-up
m box will appear,
asking you to

Confirm you want to Delete (Remove) this Employer. Click on Yes if you want to
Remove this Employer.

Confirm to delete

Are you sure you want to delete the selected Employer?

m

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.

Declaration

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.

Declaration

have read and understand the information above®
he information provided by me is true and correct and | understand it is an offence to provide false or misleading information®

Applicant Name* Date*

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

[7] I have read and understand the information abow

[] The information provided by me is true and corre

Applicant Name*

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

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 | 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'.

How do | 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. | have a current Disability Worker Screening CLEARANCE

2. | have a Disability Worker Screening APPLICATION IN PROGRESS

3. | 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.
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| have a current Disability Worker Screening CLEARANCE

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

Change from Volunteer to Paid
Employment

Advise of a change to your
employment status from
volunteer {or unpaid) to paid
employment

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.
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2. Your current clearance details will be listed in the Volunteer to Paid Employment
section and will automatically be selected. Select Save and Proceed.

Change 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
natify 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 dicking 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 appfication ond receiving your new poid cord at the correct address.

Are your personal details up to date including legal name and contact details (postal address and emailj? 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
employerforganisation details here.

Once these details are up to date, return to this form by clicking the 'R
Services Home page.

ew or update my Volunteer to Paid application’ button on the Online

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

Y¥ou are applying to change the following dearance or application in progress from volunteer to paid employment:

Application

ey Application Type Application Status Screening Status Cearance Expiry

NDIS Worker Screening Check Assessed Clearance

Purpose and Role of your paid work
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3. Complete details about the Purpose and Role of your paid work.

Purpose and Role of your paid work

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

Paid employee

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

ommaodation support services
(O Respite services
Community Support Services
_) Community access
D) Advocacy or information services or Services that Provide Alternative Forms of Communication
Research training or development services
() NDIS Assistance with Daily Life
() NDIS Transport
NDIS Consumables
() NDIS Assistive Technalogy
(O) NDIS Assistance with Social, Economic and Community Participation
NDIS Home Modifications and Specialised Disability Accommodation (SDA)
) NDIS Support Coordination
C ) NDIS Improved Livi Ng Arrangements
_) NDIS Increased Social and Community Participation
) NDIS Finding and Keeping 2 Job
) NDIS Improved Relationsh ps
_) NDIS Improved Health and Wellbein
(_) NDIS Improved Learning
(O) NDIS Improved Life Choices
NDIS Improved Daily Living Skills

() Ancther service prescribed by regulation

BACK SAVE AND PROCEED

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

Paid employment details

Change in Worker Information - Volunteer to Paid Employment

* Required fields

Paid employment details

Date your employment changed (or is proposed to change) from volunteer to paid*q o

5. Enter the date your employment status changed from Volunteer to Paid Employment.
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Select your paid employers/organisations

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.

Qelart Yniuir Paid Fmnlaver</Oroanicatinneg
Select Your Paid Employers/Organisations

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 in the list, please go to the Online Services Home page and update your employer/organisation details.

Entity List
Date
Verification Employment  Application  Paid
Type 1D Entity Name ABN Status Added 1D Employment*
State 242004  TestNON1 12331123112 Not 07/05/2024 O
Provider Required
State 206849  Test Non-NDIS Employer 12123123123 Verified 18/07/2022 6291 0O |
Provider

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

BACK SAVE AND PROCEED

7. Click on Save and Proceed.

Declarations

8. 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.
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* Required fields

Declarations

[] I have read and understand the contents of this online form

[J I understand my disability worker screening clearance card will be cancelled and a paid card will be issued

[J 1 understand my disability worker screening clearance card must be returned within 14 days of receiving my paid card or penalties apply
[] The information provided by me is true and correct and | understand itis an offence to provide false or misleading information

* Please accept all declarations.

Applicant Name*

Date*

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).

This application is not consi
change in accordance with

nt of the prescribed fee. Please note that any fees paid are not refundable. Our fees are subject to

rice index.

fee to transfer a clearance fr

nvolunteer to paid employment is calculated on a pro rata basis. The fee will be proportional to the remaining time left
on your volunteer card. The paid card will be issued with the same expiry date as your volunteer card. If you have a disability worker screening application
in progress, you are required to pay the full fee,

If you require assistance with a payment, please ¢

er to Paid application is:
o 3 years validity on current volunteer card: $82.00

Payment Methods

@ Credit or debit card (VISA and MasterCard only) using BPoint payment facility
O Meney 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)
Card Number
Expiry Date

CVN

11. To
pay by
BACK credit or
debit
card using
online
BPoint —

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

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

Card Number add your
card

Expiry Date details in
the fields.

CVN
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12. 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.

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)
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

13. 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.
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This application is not considered lodged until payment of the prescribed fee. Please note that any fees paid are not refundable. Our fees are subject to
change in accordance with the consumer price index.

The fee to transfer a clearance from volunteer to paid employment is calculated on a pro rata basis. The fee will be proportional to the remaining time left
on your volunteer card. The paid card will be issued with the same expiry date as your volunteer card. If you have a disability worker screening application
in progress, you are required to pay the full fee.

If you require assistance with a payment, please contact us

Payment Amount

The prescribed fee for your Yolunteer to Paid application is:

NDIS worker screening - between 2 to 3 years validity on current volunteer card: $82.00
Your total fee amount is: $82.00

Payment Methods
(®) 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)

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

Card Number
Expiry Date

CVN

14. Click on Complete to proceed.

15. What happens after | have submitted my Volunteer to Paid Employment Application?
Click here.
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| have a Disability Worker Screening APPLICATION IN PROGRESS

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

Change from Volunteer to Paid
Employment

Advise of @ change to your
&B employment status from
volunteer {or unpaid) to paid

employment

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.

Change 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 dicking 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 ene? 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

D Application Type Application Status Screening Status Clearance Expiry

6300 QLD Disability Worker Screening N/A Volunteer [4
Check and Blue Card
SAVE AND PROCEED

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 | have submitted my Volunteer to Paid Employment Application?
Click here.
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| 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. Select the Change from Volunteer to Paid Employment button.

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

Withdraw a renewal
application that has not been
lodged OR has been lodged
but not yet finalised

My Personal Details

App ID: 37231

Update My Details

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 scle
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 e
Status Correspondence sent to worker

Eligible to Work YES

Status

Expiry Date 31/05/2024

Clearance Type QLD

Card Number Q2307 00012
Card Issue Date 25/07/2023
Card Type Volunteer

Review or update an existing
renewal application

Request a Replacement Card

Request a replacement

@ Disability Worker Screening
Card

Renewal Scenario

‘ Change

from Volunteer to Paid
Employment

Advise of a change to your
employment status from
volunteer (or unpaid) to paid
employment
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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.

Change 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 cord 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 persenal details

nere.

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

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.
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Use the tickbox/s to select.

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 bath aptions). You can select an
option by using the below tick boxes.

Application . . 5 . Select

D Application Type Application Status Screening Status Clearance Expiry yourV to

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 provde at least one application before cont nuing to the nex

p of the

Application in progress

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

Volunteer to Paid Employment

The list below shows your current volunteer clearance and app
employment on your clearance {select the first opt

ication in progress details. You have the option to change from volunteer to paid
n), application in progress (select the second option) or both (select both options). You can select an

J

option by using the below tick boxes.

Application e e = = et
Application Type Application Status Screening Status Clearance Expiry your ¥ to
L
6386 QLD Disabilicy Worker Screening Azsessed Clearance 31/05/2024 Volunteer 7]
Check and Blue Card
7231 QLD Disabilicy Worker Screening Verified Pending MN/A Wolunteer
Check

You have selected to cham,

our current application from vo current clearance from volunteer to paid,

you can edit this reguest

you can submit another reguest from the

*Current application in progress has
been selected to change from volunteer SAVE AND PROCEED
to paid

Current clearance
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The below alert will be displayed when you select to change your current clearance from
Volunteer to Paid.

Volunteer to Paid Employment

ws your current volunteer clearance and application in progress details. You have the option to change from volunteer to paid
the second option) ar both (select bath options). You can select an

ton your clearance {select the first option), application in progress (select
option by using the below tick boxes.

Application Type Application Status Screening Status Clearance Expiry

6586 QLD Disabilicy Warker Screening Assessed Clearance 31/05/2024 Volunteer
Check and Elue Card

7237 QLD Disabilicy Warker Screening Verified Pending MN/A Vaolunteer [

Cher
Lneck

You have selected to change your current clearance from walunteer to paid. Please note if you wish to change your current application from volunteer to paid,

you can edit this request or submit another request from the Online Services Home page at a later time.

*Clearance only has been selected to
change from volunteer to paid SAVE AND PROCEED

4. Click here to continue step 3 in the application process and follow through until
completion.

5. What happens after | 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.
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Online Services Home

My Tasks

o I Your Volunteer to Paid Employment application iz in progress. You will receive a confirmation email once your application is 'inaiis.nd.l

My Personal Details
Test April Thras April Two Review or Update My Renewal Apply to Withdraw My Renewal
est April Three April Tw 5 e
Application Application Application
Withdraw a renswa

123 ANN STREET
BRISBANE CITY, QLD i e b
A B ! % R or update an existing ag application that has not been
i e
Australiz = sppiicatian lodged OF has besn lodgsd

TMR CRN: 395332075 but not yer finalize

e

yetestteam1+8395932075@gmail.com

07122485578

Change from Volunteer to Paid
Update My Details Request a Replacement Card | B )

Advize of an update 1o ¥our name, Contact det

3 = ; - Aequest a2 replacement
phone numbers, addresses), TMR CRN, parsona ke 3
P 3 R e Disabi ¥orker Scresning
information, qualifications and employer details (add or & E :
4 Card
remove an employer, self-managed parricipant or sols
trader) employment

My Renewal Application Details

&

Applicati = Dizability Worker Screening
Application Status In progress - Chacks Fs-.-_mge
Fayment Status o Fes

TMR Image Status Current

My Cutcome Details

Application Application finalized - Outcome o
Status Correspondence sent to worker

Eligible to Work YES

Status

Expiry Date 07/0e2024

Clearance Type MDIS
Card Number 87396757
Card Issue Date

Card Typs Volunteer

What happens after | have submitted my Volunteer to

Paid Employment Application?
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Complete or Almost Complete

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

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

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

BACK TO HOME

2. If your application is Almost Complete you will receive a natification telling you about
this, with further information (example below).

3. 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)
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Queensland Government

Depariment of Child Safety, Seniors and Disability Services

DO NOT REPLY TO THIS EMAIL

Dear John

We have received payment of $103.00 for your volunteer to paid employment (Queensland
disability worker screening — more than 2 years validity on current volunteer card) application

fee on 077052024,

GST does not apply fo this charge.

Your receipt number is: 123456739

Payment Method: BPoint

Please contact us at workerscreeningi@communities gld gov.au if you have any gquestions
about this payment.

Yours sincerely

Worker Screening Unit

Department of Child Safety, Seniors and Disability Services
PO Box 10179

BRISBAMNE ADELAIDE STREET QLD 4000

ABM 25791 185 155

Department of Child Safety, Seniors and Disability Services | Contact Us

4. 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.

My Outcome Details

Application Application finalised - Outcome o
Status Correspondence sent to worker

Eligible to Work YES

Status

Expiry Date 01/07/2026
Clearance Type NDIS

Card Number 20988766
Card Issue Date

Card Type



The following message will be displayed in the ‘question mark’.

e 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.

5. 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.

Online Services Home

My Tasks

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

6. Once your Volunteer to Paid Employment Application has been processed, an email
will be sent to you advising your request has been completed.

DO MOT REPLY TO THIS EMAIL

Dear Applicant,

Your application to change your NDIS Worker Screening Clearance status from volunteer to paid employee has been successful.

What do | need to do with my old volunteer card?

Your volunteer clearance card is now cancelled and must be returned to the Worker Screening Unit within 14 days of receiving your new paid card. Please don’t destroy the card.
If you no longer have the card in your possession, please contact us at intake@dsdsatsip.gld.gov.au.

Failure to return the volunteer card is an offence and penalties apply.

Please return your volunteer card to:
Department of Child Safety, Seniors and Disability Services
PO Box 10179, Adelaide Street Brisbane QLD 4000.

When will | get my new card?

A new MDIS Worker Screening Clearance Card showing your paid employment status will be sent to you. It takes up to 30 days to receive the new card in the mail.

When can | start paid work?

You can start paid work immediately and do not need to wait to receive the physical card. This email can be shown to your employer to confirm your volunteer to paid employment application has been approved.
When an employer links a worker on the Mational Worker Screening Database, they will also be able to see if a clearance is valid.

Reminder: If your employer changes in the future, vou must tell the Worker Screening Unit. The easiest way to notify of a change to vour employer is through the Worker Portal.

Thank you for helping to protect Queenslanders with disability.
Yours sincerely

Warker Screening Unit
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Can | 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.

Review or Update My Volunteer
to Paid Employment Application

Review or update your
existing Voluntter to Paid
Employment application

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.
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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.

- Contact us  Help
ueensland Government

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

Home Logout

Online Services Home

My Personal Details
John Citizen Request a Replacement Card

22 street Road
SBGURB. QLD =2 Request a replacement
4000, Australia E Disability Worker Screening
TMR CRN: Card

Update My Details

My Outcome Details

Eligible to Work 5tatus
Clearance Type

Card Number

Card Type

Request a Replacement Card
O Request a replacement
""E Disability Worker Screening

Card

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.

Request for Replacement card

be sent & replacement card for YOUr previous clearance that is about to expire.

CLOSE

f you request a replacement card, you w

Yau will not be issued with a replacement of the new clearance.

Your new card will nat be posted o you until YyOur previous clearance has expired.
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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.

Replacement Card Request

Please indicate which card you would like to replaces*
Please indicate why you need a replacement card:*

Date card was lost or stolen:*

Replacement Card Request

Please indicate which card you would like to replace:*

Please indicate why you need a replacement card:*

Lost or stolen

Change of Name

Replacement Card Request

Please indicate which card you would like to replace:*

Please indicate why you need a replacement card:*

Lost or stolen d

Date card was lost or stolen:*

19/03/2021 B

BACK CANCEL REQUEST PROCEED TO PAYMENT

4. Select your preferred payment method.

There are three options for payment:

o pay by credit or debit card using online BPoint,

o pay by money order or bank cheque, or

o 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.
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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.

Payment

This is not considered lodged until payment of the prescribed fee. Please note that fees are non-refundable and are subject to change.
If you require further assistance please contact us.

Payment Amount

Transaction: Card replacement fee

Amount Due: $15.60

Payment Methods

‘i' | am paying now using the online BPoint payment facility
;':';. I want to pay by another method (eg Money order, bank cheque)

() Wy Ermplayer (or sormeone else) has agreed to pay later via the online BPaint payment facility

BACK COMPLETE

L J
Replacement Card Request
Complete
Thanks for requesting your Replacement Card.
You should expect it to be delivered to your address within 28 days.
° 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

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.
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Check if | 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.

My Outcome Details

Application Status Application finalised 0
Eligible to Work StatusYES

Expiry Date 21/05/2026

Clearance Type NDIS

Card Number

Card Issue Date 21/05/2021

Card Type Paid

Please refer to the ‘Eligible to Work Status’ area.

o A status of Yes means you are able to work. You can perform your NDIS or
state funded disability work.

o 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.

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.

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.

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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Renewal Information

Who is eligible and when can | 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.

What if | 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.

Can | 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.

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.

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.
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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.

Start Renewal Application
Lodge a renewal application
(% for a Disability Worker
Screening Clearance
including a joint application

for a Warking With Children
Check (Blue Card)

Note:

If you are not eligible to renew a clearance, you will not be able to see the ‘Start
Renewal Application’ button.
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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.

o 2 3 4 5 6 7

Application Personal Assessment Disclosable Employer Declaration Payment
Initiation Details Details Infarmation Details

4. Application Initiation is the first section of the application that you must complete.

o 2 3 4 5 6 7

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

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

question is completed

Application Type

'Z:_:B | am applying for a Disability Worker Screening Check (NDIS Worker Screening or Queensland Disability Worker Screening) only

| am applying for a Disabiliy Worker Screening Check AND & Working with Children Check (Blue Card)

':w | am applying for a Disability Worker Screening Check AND a Working with Children Check (Exemption Card)

Eligibility Requirements

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

Do you hold a current NDIS worker screening exclusion issued by another state or territory?

(Oves (O No

[[] 1 declare that the information provided here is correct and | understand that it is offence to make a false and misleading statement.*

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.

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.
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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.

o o 3 4 5 6 7

Application Personal Assessment Disclosable Employer Declaration Payment
Initiation Details Details nformation Details

* Required figlds
- - P

Manage Mames ogple Mames Ssction

A\ “ou must provide all names including legal names (a5 it appears on your current TMR. producs), aias names, cultural names, preferred names and
DrEVIQUS NEmes

Name Type Title First Mame Middle Name Last Mame Action

Lzgal nams Lodged One Testing Onz \:I

Hawe you been known by any other names?*

) Yes (@) Mo

EH|

Other Personal Details

Manage Other Perzonal Details oggle Other Personal Detsils Section

Mznage Addresses Topgle Addrezses Secton L
Identification

Msnage ldentification Toggle Identificstion Section G
Qualifications (Optional)

Manage Qualifications Topgle Qualifications Section N

BACK m SAVE AND PROCEED

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

9. Complete details about your Purpose and Role, Previous Checks and Roles.

o o o 3 . g £
Acp Paricna Asvmamet L Emg C
Dty Dutai v

it L

Purpase and Role

vt il e or iy s s you will Bws ring your Dbty Workar Se resniog; Diarance for®

Phise et thegrmary arsac! serocs delrany yoa sl be wiog yuur Dostably Werker Soeemmng diaranes funDelistons =

Prévious Checks and Rales

10. Click on Save and Proceed and continue with Section 4.
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Section 4 - Disclosable Information

11. Answer the Disclosable Information questions.

O 6 o0 O0 5 6 7

Application Persanal Aszessment Disclosable
Initiation Details Details Information

Declaration yment

* Required fields

Disdosable 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? e‘

() Ve |:::| Mo

Hawve you ever been charged or convicted or found guilty of 3 criminal offence in Australia?*

(Divee ()Mo

Hawve you ever been convicted or found guilty of any of the following, or equivalent, offences in a country other than Australia? g*
= murder, attempted murder, or manslsughrter
= =erious or 3ggravated 2ssault
= raps. bestialic jal azzault, or i
= 3ggravated robbery
= child pornography offences
= a@bduction, kidnapgping, human trafficking, or slavery
= drug trafficking and dru
= naglec or ill-crestment of @ child or wilnerable perzon
= fraud, deception, or forgery inwabving a child or valnerable person
= trezson'treachery, terrorism, genocide, muting, or espionags
= animal cruelty causing an animal sericus injury, harm, or death

1

(Th¥e= () Mo

Hawve you swer been & respondent to 8 domestic violence order in Quesnsland? 0*

() Yes |:::| Mo

Hawve you ever been subject of an investigation by any government agency anywhers 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 (incduding the removal of a child/children)? *

() Mo

= indecent or sewxusl behaviour or mizconduct

= frawd, deception or theft

= faili re for & wulnerable perzon such az a child, lderly parzon or person with dizabiliy.
Cives () Mo

BACK SAVE AND PROCEED

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



Section 5 - Employer Details

Note
Employers from your previous clearance will not be pre-populated.

You will need to add all of your Employers, in the same way that you did for your initial
application.

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

Note: You must add at least one Employer before continuing to the next section.

o 6 6 0 o0 = -

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

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

Entity List

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

BACK

14. A pop-up screen will appear so you can enter your Employer Details.

Add Employer

To begin please select the employer type from the list

Employer Type*®

|§| Employer / Sole Trader I:I 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

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.
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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.

Nominated Entities

Entity List

Type 1D 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?*

O Yes O No

BACK

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.

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

O Yes O No

22. Press Save and Next and continue with Section 6.
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Section 6 - Declaration

o o0 6 o0 o0 o0 Y

Application Personal Assessment Disclosable Employer Declaration Payment

Initiation Details Details Information Details

Declaration

I dec

lare that:

I 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).

I 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.

I 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.

I 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

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

[J 1 have read and understand the contents of this form and make all of the above declarations

Applicant Name* Date*

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 | Agree.

24. A pop-up box will appear asking if you are sure you wish to make the declaration. If

so, click on | Understand and Agree.

( 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.

INDERSTAND AND AGREE

25. Click on the ‘l understand and agree’ box and proceed to Section 7.
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Section 7 - Payment

26. Select your preferred payment method and add the necessary details. There are
three options for payment (see below).

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

This application is not considered lodged until payment of the prescribed fee. Please note that any fees paid are not refundable. Our fees are subject to change in
accordance with the consumer price index.

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

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

Payment Methods

[§] Credit or debit card (VISA and MasterCard only) using BPoint payment facility

) Money order or bank cheque (please make payable 1o Department of Child Safety, Seniors and Disability Services)

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

Card Number
Expiry Date

CVN

BACK COMPLETE

27. To pay by credit or debit card using online BPoint — add your card details.

Payment Methods

IZEZI Credit or debit card (VISA and MasterCard only) using BPoint payment facility

IZ::ZI Maoney order or bank cheque (please make payable to Department of Child Safety, Seniors and Disability Services)

IZ:ZI Deferred payment using BPoint payment facility (my employer or another person has agreed to pay for my application)
Card Number

Expiry Date

CVN
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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.

Payment Methods
[::] Credit or debit card (VISA and MasterCard anly) using BPaint payment facility

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

() Deferred payment using BPaint 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).

Norte: The application cannat proceed until payment is received and processed.

BACK COMPLETE

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.

Payment Methods
i::] Credit or debit card (VISA and MasterCard only) using BPoint payment facility
IZ::ZI Money order or bank cheque (please make payable to Department of Child Safety, Seniors and Disability Services)

IZ§:ZI 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.

BACK COMPLETE

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 | have submitted my
renewal application for next steps.
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What happens after | have submitted my renewal
application?

Complete or Aimost 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 AImost 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 AlImost Complete section in
the User Guide. This section explains the above natifications in more detail in relation
to the initial application.

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.

Employer verification of renewal application

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

o Employers verify your renewal application through the Queensland Employer Portal.

o 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.
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Other Renewal Functions

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.
Start Renewal Application

Lodge & renewal application

% for a Disability Worker
Screening Clearance
including a joint application
for a Warking With Children
Check (Blue Card)

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.

~~line Services Home

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

Application

date 1o yows name, contact details (ema

Updat Details
Request a Replacement Card

My Qutcome Details

an fi =d

Wi Bl your Spplicatedh detsils f
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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.

My Renewal Application Details

Application Type Disability Warker Screening
Application Status |I":-:l"”1_CIIE]:E9

Payment Status Waiting

TMR Image Status Current

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.

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.

Review or Update My Renewal
Application
& Review or update an existing
renewal application
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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.)

Apply to Withdraw My Renewal
Application

Withdraw a renewal

% application that has not been

odged OR has been lodged
but not yet finalised

2. Click on Proceed to Withdraw.

Withdraw My Application

Please be advised that if your application has already beenverified by your employer, your withdrawal request will be submitted to the Waorker Screening unit for
assessment. Once assessed, you will be advised of the result of your application ta v

1Oraw.

If you currently have a combined application and would like to withdraw your Blue Card application only, please contact Blue Card Services directly.

As stated g the application process, please note that proceeding with the withdrawal application may not resuilt in a refund of any fee paid to date. If you wish to

praceed with your application withdrawal, click the "proceed to withdraw” button below.

CANCEL PROCEED TO WITHDRAW

© The State of Queensland (Department of Child Safety, Seniors and Disability Services) 2010-2023,

Queensland Government

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.

Continue

Are you sure you want to withdraw your application?
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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

Application History

View all your application details

Application History list displayed when button is selected

Application History

Application Application

D Application Type [ — Application Status Screening Status Clearance Expiry
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 27/10/2023 Assessed No Valid Clearance 27/10/2023

Check and Blue Card

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).

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.

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.
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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)

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

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

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.

93


https://www.qld.gov.au/law/laws-regulated-industries-and-accountability/queensland-laws-and-regulations/regulated-industries-and-licensing/blue-card-services
https://workerscreening.dsdsatsip.qld.gov.au/workers/worker-rights-obligations

What's New?

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.

Available as at 23 August 2023

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.

Available as at 16 January 2024

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.

Available as at 7 March 2024

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
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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.

* Required fields
We have been unable to match the provided details with a known user. Please, try again or contact Service Desk for assistance.
fyou do not have an account, please register first
Please select a Queensland Transport and Main Roads (TMR) product
Drivers Licence -

TMR Customer Reference Number *

123456789

Date of Birth =

01/01/2001 B

Your privacy

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

Acceptance of privacy notice

I have read and understood the privacy notice and supporting Information Management Policy.*

LOGIN REGISTER FOR AN ONLINE ACCOUNT

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.

What if | 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.gld.gov.au
or phone 1800 183 690
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