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Generate Employer ID document
Unregistered NDIS Provider & Self or Plan-Managed Participants

KEY MESSAGES
· This quick reference guide provides information about how to generate a document to give to workers which provides the Employer ID. Providing this document will assist your workers in accurately selecting you as an employer as part of their application for an NDIS Worker Screening Check.

· When a worker applies for a NDIS Worker Screening Check they must nominate at least one employer to verify their application. 

· Using an organisation’s Employer ID is the most accurate way for a worker to nominate an employer for their NDIS Worker Screening Check application. 

· If a worker nominates your organisation as their employer, you have 30 days to action a verification request.  A reminder email will be sent to you 28 days, 14 days and 7 days prior to the expiry of the verification request.

· Once verified, a worker’s application will progress and screening will commence.







CONTACT US
WEB | Worker screening        EMAIL | nwsd@ndiscommission.gov.au     	PHONE | 1800 035 544	


How to generate Employer ID document
Access the ‘About my role as an employer’ section
1. Go to the NDIS Commission Website and select the ‘Portals’ button and ‘Unregistered NDIS providers’ or ‘Self-managed NDIS participants’ option.
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2. Select ‘Login with PRODA’.
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3. At the ‘Portal entry point’ select the ‘Provider name’ of the unregistered NDIS provider, self or plan-managed participant that you are logging into the NDIS Worker Screening Database on behalf of. Select either ‘Worker screening for organisation or ‘Worker screening for participants’ as the ‘Role’. 

[image: ]
4. Select the ‘Worker Screening’ tile.

Unregistered providers:

[image: ]

Self or plan-managed participants:
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5. Select the ‘About my role as an employer’ menu option.
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Generate a document with your Employer ID

6. You will be presented with information about your role as an employer. [image: ]









7. To generate a document to provide to your workers’ that includes your Employer ID, select ‘Generate document’, and ‘Download’ the document.
[image: ]
[image: ]
8. 
9. The document can be saved and will be available on the ‘Attachments’ section of the page once it has been downloaded.
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10. An example of the document which will be generated is provided on the next page. Provide this to your worker’s so that they can accurately nominate your organisation on their NDIS Worker Screening Check application by using your Employer ID.
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NDIS Worker Screening Database

The NDIS Worker Screening Database allows unregistered NDIS providers and self-managed participants to verify and
check the NDIS Worker Screening clearance status of workers engaged to provide NDIS supports and services.

Unregistered NDIS providers and self-managed participants use the NDIS Worker Screening Database to:

+ verify that a worker is or will be engaged by them to provide NDIS supports and services
+ check the clearance status of a worker
- monitor the clearance status of workers and when a clearance is about to expire
The NDIS Worker Screening Database is only available to unregistered providers and self-managed participants that
have been approved to access it by the NDIS Quality and Safeguards Commission. If you have not been granted access

you can request access. For assistance with the NDIS Worker Screening Database or to apply for access please refer to
the Quick Reference Guides.

n with PRO Portal user guides
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About my role as an employer

The NDIS Worker Screening Chck s 2 natonalcheck that can be used to screen a prson who works o seeks to work with people with isablty. The
NDIS Worker Screening Check willasess whethe the person poses an unacceptablerisk o people with disabiy.

About the Worker Screening process:

= Wnen applying for the NDIS Worker Screening Check  worker i fequied to nominate an employer who can veriy their apiication. rovide the My,
employer detis below to your workers 20 they can nominste you on ther sppication.

 Once they have nominated you and applied for the NDIS Worker Screening Check.you will b notifled about a new screening verificaion request
thatrequies your response. Thiswil be avaiabl 25 3 pending request on theScreening verifiaton request page inthe et avigaton.Verify the
request by the expiry ate o progress their appication to bescreened.

= You can use the My workers’page i th left navigation to fink to your workers. 35 wela view thei current Worke status and efgbily o work
with people with disabilty. f you manualy lnk o a worker who hs recently applie forthe NDIS Worker Screening Chc then their application wil
be automatial veriied and progress o be screened. Note, the automati verfcaion ill not b refected on the ‘Sreening verification request
page. Any workers you lnkto will e lsted on the My workers" page and you ill b advised f their tatus hanges.
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My employer details
A\ parion epyng fothe NDS Workar Srering Check v minteim amplyes who ca veriy whethe the persons curnty working (s
pected o bagi varking) it  pason withdisbiy

Provide the detais below to your workers o they can nominate you a5 an employer on thir appiicaton. ou can generate 3 document of My employer
detais’. Once generated. you may donnload the document and provide t o your workes 5o they can nominate you 2 an employer o their application.

Aferyour worker has nominated you and submitted their applicaton. you wil receive 3 screening verificaton request.

Employer i Employer sector:
Disabity

Business name:

Legalname:
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My employer details
NDIS Worker Screening Check

The NDIS Worker Screening Checkis an assessment of whezher a person who works,or intends to work,
with people with isabilty poses an unacceptable isk o them. It wil determine whether 3 person s
eared or excluded from working i certain roles with people vith disabily.

Tris document should be provided to a person who works for (or intends to work for) the provider,

{Legal namel (radin s: [Businessnamel).  prson sppyin oran NDIS Worker Scering Creck must
‘nominate an employer who can verify whether the person is currently working (or is expected to begin
woring] o delver NOISsupport r services

Dear worker,

When you apply for an NDIS Worker Screening Chck,you vill be asked to nominate an employer to
verify your appicaion. Use th detais below to nominske the provicer, [Legal name] (racing s

[Business name]) a5 your employer on your application.

When you submit your 2pplication, the employer(s) ou nominate will be asked o verif that you work
(orntend to work) for them. Ifthey verfythe request, your application willproceec to e assessed by a
state o territory government Worker Screening Unit (WSU). Your employer will also be acised about
changes to your NDIS Worker Screening Check status and elgibiity to work with peopl in certain roles.
Your appiicaton for an NDIS Worker Screening Check will oly proceed to be screened by a WS fat
least one employer verifies your applcation.

Document produced on:

The contents of this document were accurate at the fime the document was produced.

Employer det

Employer Id

"NDIS Worker Screening Check
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Key Points

From 12 June, you wil be able
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Employer 1D is the most
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