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Government of South Australia 

Department of Human Services 

Screening and background checks 

Login 

If you have a logon. please enter i1 here. 

Username• Username 

Password• Password - Forgot Your Password? 

You will be assigned a user account once an organisalion has requested a screening on your behalf. 

WELCOME TO OHS SCREENING 

Organisations and Employers 

You must reg isler as an organisation to access the Organisation Por1al. 

Bgg/ster MY.: Organisation (Organisation I Sole Trader use only} 

WELCOME TO OHS SCREENING 

Organisations and Employers 

You must register as an organisation to access the Organisation Portal. 

Once you have registered, log in below to: 
Initiate an application on behalf of an employee 
Check the progress of an application 
Check the validity of a clearance 
Register or un-register an interest in an individual who has a Working with Children Check 

You can also check the progress of an application here. 

1 

2 
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Portal Link 

https://www.dcsiscreening.sa.gov.au/SCHome 

Register My Organisation 

From the Portal Login page you can register your organisation for access to Department of Human 
Services (DHS) Screenings. 

To register an organisation you must have an Australian Business Number (ABN).  For more 
information and to apply for an ABN visit the Australian Business Register website. 

Once you have registered, you will be able to: 

• Initiate an application on behalf of an employee (all except NDIS worker check) 
• Check the progress of an application 
• Check the validity of a clearance 
• Register or un-register an interest in an individual who has a Working with Children Check. 
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Large businesses or a business with multiple defined business activities can set up their DHS 
Screening Organisation portal to reflect their organisational structure. 

Using the same ABN, you can register multiple department/business units which will enable you to 
manage workflows and account payments etc. within each separate unit. 

To use this functionality please contact the Screening Unit on 1300 321 592 or at 
DHSScreeningUnit@sa.gov.au for assistance. 

Page 3 of 34 
Organisation Portal Information – Version 1.0 – November 2023 

mailto:DHSScreeningUnit@sa.gov.au


  

   
     

  
      
    

 
    

    
    
     

  
 

    
 

 
 

      
     

    
      

 
   

  
 

   
   

 
  

 
    

 

 
    

  

  
  

   
 

    

 
     

   
    

   
 

     

OFFICIAL 

2.1 Organisation Registration Roles 
All portal users must maintain the confidentiality of applicant personal details and of any 
information the applicant may provide as part of their application. 

Site Administrator 
This person manages the Organisation’s registration on DHS’s on-line application system and is 
responsible for completing the organisation’s initial registration and maintaining the currency of the 
registration and the organisation’s users. This includes adding new users, de-activating users who 
have left the organisation or changed roles, and ensuring contact details of users are up to date. 

All organisations must have a site administrator. 

The Screening Unit will not contact the Site Administrator in relation to employee screening 
applications. 

Authorised Officer: 
To simplify the structure of an organisation’s portal and who the Screening Unit will notify, this role 
has been absorbed by the Site Administrator and Requesting Officer. 

Please note, the system currently provides for an ‘authorised officer’, it will be removed in coming 
months. In the meantime, your Site Administrator can be nominated as the Authorised Officer. 

Requesting Officer: 
This person is the primary contact in the organisation regarding administrative matters associated 
with screening applications. 

Requesting Officers will receive notification emails from the Screening Unit when an applicant 
receives a clearance or is not cleared. These emails provide the outcome of the assessment only (e.g. 
cleared/not cleared).  No detail about the reason for a decision or the information assessed as part 
of the decision making is provided or available. 

More than one Requesting Officer may be nominated in larger organisations. 

Finance Officer: 
A nominated Finance Officer is required for an organisation to pay for screenings via credit card and 
track payment made against individual applications. 

Please note: the option to pay for individual screenings via credit card is not available where an 
organisation has a DHS account to pay for screenings via tax invoice. 

An organisation wanting to establish a DHS account should contact the Screening Unit on 1300 321 
592. 

This person will be contacted (as required) in relation to payment and invoicing matters. 

Verifying Officer: 
This person is responsible for verifying the applicant’s identification using the 100-point check. 
Verifying Officers can have a variety of credentials including Justices of the Peace, public officials, 
health professionals and permanent Government employees. For further details on who can verify, 
view the list of qualified verifying officers. 

Please note: the Verifying Officer should not be a close relative of the applicant. 
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Email Address 0 * 

Confi rm Email Address "' 

Phone 0 • 

Role* 

ih'Hi 

First Name 

Last Name 

Role/Positioo 

Email 

Confinn Email 

Phone 

PJ Site Adminislralor 

O Aulhortsed Officer 

O Requesting Officer 

D Verifying Officer 

O Finance Officer C) 

D Single Name 
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Completing the Organisation Registration form 
Your organisation does not need to nominate staff for every role type in the form at the time of 
registration. 

A Site Administrator must be nominated to enable the Screening Unit to provide your organisation 
access (if approved) and a Requesting Officer must be nominated before your organisation can 
initiate applications on behalf of your workers or register an interest in a current or prospective 
employee. 

When an organisation completes the registration, an acknowledgement email is sent. 
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FOR ORGANISATION REGISTRATION -
ACKNOWLEDGEMENT 

Thank you for your application to register 

Company name 
Toula Test Department 

into the OHS Screening Unit's on-line screening system. 

Your application is currently being considered . 

You will be advised in the near future of the next steps. In the meantime, 
please feel free to visit the Screening Unit's website for screening news and 
information. 

www. sa.gov.au/screening 

Ngaityalya, 
(Kaurna, thank you) 

Screening Unit 
Department of Human Services I dhsscreeningunit@sa.gov.au I 
GPO Box 292 ADELAIDE 5001 

I acknowledge Traditional Owners of Country throughout Austral ia and recognise the continuing 
connection to lands, waters and communities. 

OFFICIAL 

When the application to register has been approved, the Site Administrator will receive a Customer 
Portal email with login and password details and a link to login. 

When the Site Administrator creates additional users, they also receive a Customer Portal email. 

After the new user has followed the prompts in their Customer Portal email and set up their own 
access, the Site Administrator who added the new user will receive a successful registration email 
advising that the new user has been added to the organisation portal. 

Manage your Organisation 

Please note:  How the Organisation Portal displays to individual users depends on the user role they 
have been assigned.  Not every user will see the same screens or users may have different 
functionality on the same screen. 

2.2 User Management 
Lists all individuals in your organisation who have portal user access and the role they have been 
assigned (e.g. Requesting Officer). 

Page 6 of 34 
Organisation Portal Information – Version 1.0 – November 2023 



  

   
     

 

      
   

   

 

Government of South Australia 
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Home ~ yment Hisfo!".£ User Management 

VWVCC Registration Of I n1erest 

Users 

Name 

Tesl Role 

Tesl 

Email 

screeningtestrole@sa.gov .au 

Government of South Australia 

Department of Human Services 

Organisation name 

Site Authorised 
Administrator Officer 

0 0 

0 D 

0 D 

Screening and background checks 

Organisation name 

l/lM/CC R!ffiislralion Ol lnteresl 

User Detai ls 

Username 

Title• Ms 

first Name Tesl 

Last Name• Role 

Email • 

Role / Position • Test Role 

Site Administrator D 

Authori sed Officer D 

Requesting Officer D 

Veri fying Officer D 

Fina nee Officer D 

Active D 

lll-l;l·h&rl-111 

Qrgan isalion Details Persoo Search 

Requesting Finance Verifying 
Officer Officer Officer Active 

0 0 0 0 

D 0 0 D 

0 0 0 0 

Qrganisation Details Pason Search 

Log oul 

V 
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Site Administrators can create new users or if a user’s name is selected, they can deactivate or 
activate the user, reset passwords and change the user role. 

Users can have more than one role. 
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Government of South Australia 

Department of Human Services 

Screening and background checks 

Home ~ yrnen1 HisJoty User Managemen1 

VI/WCC Registration Of ln1erest 

My Detai ls 

Usemame 

Tit le• 

Fir st Name 

Mrs 

Last Name " Smith 

Email " 

Role / Position • test user 

Contact Phone 

Mobile Phone 

aii@HH·i 

<Organisation> - <User name> Q_rgan.isalion De4aits Person Searc:h 

V 
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2.3 Portal User Profile 
When logged into the portal, individual users will be able to update their own details by selecting 
their name in the homepage header 

Users can update their contact information and change their portal login password. 

The Role/Position item on this page refers to the position held within your organisation i.e. HR 
Manager. 

The user is unable to change the nominated portal role they have been assigned which gives them 
access to different functions within the portal, only a Site Administrator can change this (see 2.2). 

2.4 Organisation Details 
Shows organisation details and permits update of your organisation address. 

Allows you to set Preferences such as: set a default role description for all applications; limit an 
applicant’s identity verification method and trigger automatic notifications when identity verification 
is required. These identity verification options are only to be used where an organisation has 
nominated a Verifying Officer. 
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Organisation nam e 

WNCC ~ istrat ion Of 1n1erest 

Organisation Deta i ls 

ABN 

Entity Name 

Trad ing Name 

Type 

other Trnd ing Namejs) 

DepartmentJBus iness Unit 

Prefe rences 

O Do Nol Allow Online Verification 0 

Organisalion Detail s Person Search 

□ Do Nol AIIO\Y Prinl and Seek Veri fication {Except for under 18's) 0 

□ N otify RO when Application is Ready for Veri ficat ion 0 

Default Applican t Role Desc. 0 Default Applicanl Role De~lion 

Defau lt A lternative Contac t Emai l 1 0 Default .Altemabve Contact Email 1 

Defau lt Alternative Contact Emai l 2 0 Default .Altemabve Contact Email 2 

RO override Name o~ 

RO Override Ema il o~ 

1Q9....Q!!! 

3 
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Portal Home Page 

Once logged in, an Organisation Portal User is taken to your home page. From here a user may have 
access to several functions, such as initiating a new application, performing searches, updating/ 
creating your own organisation users, verifying applications and general visibility of the status of 
applications you initiated. 

Please note:  the Home Page display is dependant on the nominated user role. For example, a 
Finance Officer will have different screens shown to them when compared to a Verifying Officer. 

There are five main sections on this home page: 

• Incomplete Applications 
• Applications Awaiting Verification 
• Applications Awaiting Payment 
• Applications Pending Paper Verification 
• Submitted Applications 
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Home .EE,11.menl Hislor.£ User Management Organisation name 

WWCC Registration Of Interest 

Welcome to OHS Screening 

A screening can be initiated up lo 6 months piri o, to lhe expiry of a currenl clearance_ 

Q_rganIBal ion D~ aits Person Search 

Wrthin lhis lfme rrame, we recommend you al1ow as much time as possible ror lhe screening check to be completed. 

You can help make sure the screening check is processed as quickly as possible by providlng accurate personal information and role-related information wtien completing the 
app'lica.lion. 

What's New. cflctc here for details 

1/MMIU Orgarusat1on Initiated Appl1cmion Search WNCC Registration Of Interest 1¥0%¥1 

Orgamsation lnvace Records 
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3.1 Incomplete Applications Section 
This section shows the status of incomplete applications – including applications that you have 
initiated but have not been activated or started by the applicant, applications started by the 
applicant but still in progress, applications waiting payment by the applicant, and applications 
previously submitted to the Screening Unit but have been returned to the applicant for additional 
information. 

Refer to Appendix 1 for an explanation of application status types. 

This section allows a Portal administrator to delete applications (meeting certain criteria) when a red 
‘Delete’ button is displayed next to the applicant’s name. If the delete option is not displayed, the 
application cannot be deleted. 
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ncomplete Appl ications 

Show 5 V entries Search: 

h Status / 
Application Date of Requesting Application Expiry 

Number Screening Type Applicant Name Birth Office, In itiation Date Date Activated 

AP980706 Aged Care SectOf 14/0411985 1/02/2021 1 :27 PM Wa~ing to l>e ✓ 
Employment Submitted 

ma AP16lW213 Aged Care SectOf 12/0511900 7/0712023 10:08 Waiting to l>e ✓ 
Employment AM Submitted 
Ge.neral 
Employment Probity 

Vulnerable Person 
Related 

Employment 
Working With 

Children Check 

ma AP1675686 Aged Care SectOf Feeona Cauliflower-Test 12/0511900 30/06/2023 10:28 In Progress ✓ 
Employment AM 
Working With 

Children Check 

ma AP1671783 Working With Tessa Screena 22/02/1965 23/06/2023 4:34 Wa~ing ✓ 
Children Check PM Paymenl 

ma AP1664410 Working With 21/0811931 13/06/2023 2:22 13/0712023 

Children Check PM 

Showing 1 lo 5 of 77 entries Previous ■ l .:l ~ ~ .!!i Next 

I 
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3.2 Applications Awaiting Verification Section 
This section displays for Verifying Officers only. 

This section shows all applications waiting for the applicant’s identity to be verified online. A 
verification method has been selected but the application has not progressed beyond this point. 

The verification methods are: 

• Verify Identity Online Now 
• Requesting Organisation 

Select the Application Number AP****** hyperlink to see the type of verification method chosen. 
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For those applications that have a verification method of Requesting Organisation selected, an 
organisation Verifying Officer can select the application from this section to confirm the identity 
details for an applicant. 

3.2.1 Requesting Organisation Verification example 
Verifying Officers are required to confirm the documents being verified. 

It is important that Verifying Officers sight original or certified true copies of identity documents.  
The personal details on the identity documents must match the information that has been recorded 
into the application form. For example, the date of birth on the birth certificate must be the same as 
in the application. 

Verifying Officers should read the ‘Information for Verifying Officers’ which details what identity 
documents are required to be sighted. 
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Government of South Australia 

Deoartmcnt of Human Scrvice5 

Screening and background checks 

____QJJJ..§_ ~ Y.ment His.tor.£ !:->:r Ma - emen: DATAS . i?TY LTO - Kimt.:rleY. Gr.a.nt Qrgan ation O: ta.il:i Peir.:;o Se-=re: \l\l'WCC Registraoo Oi l 1eres: .b.Q Q....Q..Y! 

Employment and Volunteer Screening Appllication 

If you are 11-=Jifying your ide tifi~ lfo sing, ~h e '\lo;rify ld1: Onl ine NO'i't option belo:w,, plea;;e be aware this op~io will be una"ailabl: a1 d11: foll o.wi g tillli2s: 

• 7:3ctpm - 8:J.Opm ACDT on Ttmrsday 20th F: b 2020 fm ihe "erifioa.1ioo otWA -B~ h. Ma1riage and Change of Na.me Certifica:e. 
Appl ication Number:: AP0:85227 

100 Point Ident ification Ch eck 

Sere_ ing ea not proCl='=d, until tf.eApp,'ticalil t"s iidentitJ 'Ras lre n f01rnaDy 11: rift;d 1115mg a 10.0-Poan-Check: h!lps:/lscreenin~ o11.auJabout.cfl-:c:'kslproot-o'-idemi~ 

The V: .r ifying-O e, must persona.l tf s.g ht Ol); inaEs or ce .if.ied •co.pies o.f i t=-1t1 s_ 

Verifica tion Meth od., Verify Identity Or:i line ~ow 

Reque-s ttng Organtsati on 

Pri:nt and Seek Verif ic.a. fion 

INFORMATION FOR VERIFYING OFFICERS 
P~.asi? re.a::1 .:.J SUPtJ<:i rting info.rmaf on this p.age. 

100-Point Minimum: 
The Varifying Officer mus1 be s.;.1iisf1=d as to the applican.t's i :fent it)i and mu S!i ·5~ ht origillals 01 cert ified copies of doD!.lments, tot.;, lling at _as·l 100 poin:s. 
The cornbiRation of the applic:am's ideriti ry documents must indud-e the appic.a.n1's full name. 1he daoe of bath. a1 least 011-e document from Cat~gory A Ol Category S, and a 
photograph of ihe appicant (in an item from any C=.1egory). 

No Phof:o-10 
If ttie applicant does not ha" e any photographic proof of ideJ1:fu~. th.ey must submit to the Veri fyi,lig Offi~ r a re<:elllt pas.:;port style pho:ogra,ph that has been ce.rniied by a p~r soo 
li st=<l in Schedule 2 of the fed=fal St.5.tlnory OeciaJatJons Regula.tioos 1QQ(3_ Th-e a:ar-ncy,1org.misatioo ::;ha: commis5IOllls the screening mm< keep ahe c,ertrlied pho~;raph of ::;he 
app1iCS111t as pa:rt of the- organisation's pa ma.nent record s.. A cen:ified photograph provided by the appicant fo:r i:le.ntity \lerification purposes OOES NOT count towards ihe 100 
point total. The certified photograph is to be lc: pt o file by the reque,.5 1ing org is.a · 

Different Names 
If tfle • ems Gh a::; ma e up 100 or more poim;s ha.ve- beea issued to the appica.,11 in clifferai t names, additional dooomentation will be required to confirm chang;,e, of name 11a:jdity. 
These 'l'.rill be items s eh a5 a Q e,a-j Poll Ce,.nifi c,ate, Marriage, Registration CE'.nificat':' or dNorce det: rmination papers from the Famiy Court. Thosi? extra docum~ ts mu5~ be 
ori.;iinals or cenifed c.opies, but DO NOT ooum wwards the 100 point tot.ai l. 

You MUST sigh~ origina1 Of certim?d ~rue copies of all pe,so al identey dooo.ments. 
Pre.a.SI? double-cl'leck 1ha1 the de1ails on 11'1 e ide.ntny doct1:m6111s conelate v,ith me informa~ion pro\lided oo 1he appica~ion f.c,rm. For e-xa.mp&:, tfl e d-=re o the birt c: en ifi c-..a1e exactl)' 
matcl,e:; the dat: ol' lbirth d-etafu prO\lided on the form. 
Pre.a.SI? t ic.l tfie re.1e11.;,,nt box for e.acli documem s[g.hted. illi5 ~\'i ll a'\11:omati:alty add tl,e points for you. The total must be equal 01 more than 100 points. _ 
When you are s.a1isf>ed tha1 you ha 14'€- confi rmed the person 's ide.ntsy, CLICK Conifirm Verification of All Oocumems. 
You v,il t en be lake to a second scre:n -=nd asked to ire-confirm dooume 1 veriffx::a1ion. 
Clicbig YES i,1il submit th:e applK:ation. 
If you r.equire addioo.11al inforrnati:m, please email the OHS Screenmg u n· _ 

Cat'e'Qory T)l poe of Docume nt 

Opoint:s 
f'a Birth Catifica.to: (cc».4.=t.ETE NOT EXTRACT) 

Only 0 11: document from this categol'j w~ D C.ertificat: of Au5.ralian Citi2e.ns!Jip 

II,; accep:ed. 0 Aust, - ian Passport (CUl-!RE;NT OR [XPIRED Wffi ll \l TltE PRi;v1ous TWO Y£ARS, Blli t«:>T CANCO.Lm1 

Ca:egOJY 8 Doc:.t.1m e,n1 
Your initial Category B documem is worth 
40 poinl:::!i. 
Sub~ qua11 documents aro: worth 25 
poin ts. 

□ Foreign Passport (CURRENT OR [XPIREDl/tfTllf,,I TH[ PREVIOUS TWO YEARS, Bi.Ji NOT CANCULED! 

□ O er int-:rnationaJ doe-ume t of ides.Ii • haviig same cliarae1e,ristic5 as a passpon e.g. diploma1iclrefug=-: 
document ('llith iden.ifyi ng photograpti or ~nature} 

r.;a Aus11- ian Motor VehK:le Dr iver's Licence / Learner's Penn· 

0 Pubic Employee Pho:o 10 Ca.Id !GO'!IERt.Wi;;NT IS.SLED~ 

D O'eyartmPJllt oi Ve::era.n s' Aifa.ir5 (OVA) Card 

□ Ci=- trelink Pensioner Conce:-s· Card OR Health Care Card (<»c ONLY) 

□ Cw rent Srud: nt P oto ID Card (university J h- schooll TAfE) 

D R: ference from ai Medical Pra.Cl!itK)ne, (rnu s1 ha'ile known ::he appican~ fo:r a period of .at leas'; 12 moo. :,;;) 

0 Wouing v,ith Chidren Card OR Teacheis Regi~:ra;ion C.S.rd (ON£ ONLY) 

0 Allia:oon Secu1ity OR Maritime Security ld:'ntilicaoion C.;.rd !ONLOt-1..Y) 

vamue- Po int s 

70 70 

40 
or 
25 

40 

OFFICIAL 

Page 13 of 34 
Organisation Portal Information – Version 1.0 – November 2023 



  

   
     

 

   

 

       
       

      
 

 

         

CategOJ)I C Documents 
25 point:; 
If you ,VEh to u;;e more than one C~tegory 
C document, th-:y must be from diffaent 
organ· ations. 

SpecliaE Provi,sions 

D Extract of a Bi Ce .ific.a.:e 

0 Proof of Age C.:ud (GOV[Rmt~i ISSLED! 

0 M: :l icare Card OR Priva~e H-:.;;;lth Card (CN:E: ONLY) 

D Sen· s Card 

D As.:ie..ssment No ·ce- from aheAustratian Tax-ation O ice 

D Supera.nnuatioo S:a:ement 

D Electoral roll regisl:la.tion notice 

D Pro essi"Dnal Accreditation OR Trade Association C

D Foreign J lnto: rnationa Dri"Rr's Licence 

D Council rate-..s not ice 

D Proi:erty Insur ce Confirmation 

D Prog:erl)' l ease I R-en - Agrea:m~t 

D r.tot.o.rVehK:le R:gistta.1io.n C l11s ranre Ceni ca.1e (OtE ONLY) 

0 1-st ~ bil (EL[CTRICITY / GAS / TEL [Pf tONE hVATCR! 

0 2l'HI Utility bill til (;:CTRICITY J GAS f T£LEPHONi=: M 'AT(;:R) 

0 3ra U1il~ bil ((;:l..ECTRJCllY I GAS 1 l(;:l..EPfiON!;: .WATrnt 

D 1-st Ba11 I financial instbu~ion s1a:emem 0111'..;;:;;sbook 

D 2rw:1 8ank J lina • in;;tirution sta1ene 1 or passbook 

□ 3ra Bank I li<incial insti :uOOn s~ato: m.: nt or pa..ssbook 

D 1,s,t Credb card / [)el:11 card 

D 200 Credo ca.rd I 0-sebit card 

D 3rc Credit card J Deb□ C,3I(I 

Must equal or tie mo.r-2 than 100 Point;; 

Special 1::rovii;;ion;; appfy to the fo11ow·mg c.:1:ego:r ies of applOC:am, wheil tli e1 ar-2 unable to mee.1 :tile rE§Ular ide,n1ity 1-·: rifi c.;;1ioo req 11iremems: 

25 o, 

TOf AL 110 

ABORlGI.NAL o:r TORRE S STRAl!T ISLANDER ireside-nt in, a remote or isotafedl locat ion: ~re is an added op1fo of TWO le-tt-:rs provided by community l\:aders 
(ind· idu·.;Js recog111..t:ied as le3de.r;; oi ~he ,comm -, io which ;.he apptic-.3r.i belbr~.s). E3ch letler o~ \le - 1cation scores 5:0 poims. tm._,.;;.N:.ls ~he total 100 point;;. 

RECENT .ARRIVAL (imrrrt"; ram or Vi::i i:or w o has !been in Aus1ra - fo1 6, weeks or les.s - proof of arrival d:cati: r~ uir-=d~: currem passport will cons·· u~e : r: quired 1 0 
po ims. 
LEGAL MINOR (ll; r!: u er i3 years of ~ ·=) : Any it: from Ca.te:; ory A or a s~.atem: nt irom an : ducaftonal ins1ir:ution (M · ST be •on ahe i rns1□utio rn 's letrer i.ead). 
: · ed br ~he School'lm:it • n Prirncipal or Deputy PrW'l<:ip,a1 d co :firming· that ~he appic-a 1 atiell .s tt~~ RI'K!:-:it • ni , will c-0:ril:;;~iturt':' the 1equi",:d lOO poim!:-. 

Confinn V@rificahon or All Doaimen1s 

Confirm Document Verification " 
Are you sure )'OU wish m co f11m tllat you hall"€' venfied the applicams documems? 

This will submit the application a.nd fu rther change-:s to che appication cann~ be made. 

Cancel -

he V: rify ing 0 er must pe on- s.@ht onglina - or c::e ~med -oo:pies of" _ms. 

Verification Mefti od' Verify ld1,nlily Online Now 

Requesting Organisation 

Print and s.,,,k Verification 

lNFORMAi lON FOR VERIFYIHG OFFICERS 
P - se r"°' :Jsu~i<>rtii; g ir,fosm,a • this p.;.ge. 

OFFICIAL 

Verifying Officers are requested to confirm the document verification 

In addition, Verifying Officers can click a link to view the application details from the 100-point 
identification check page. This enables them to confirm other names such as maiden names or an 
alias that may be displayed on identity documents have been declared in the application and the 
details match. 

The link opens the application in its entirety, and it can also be viewed as PDF. 
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OFFICIAL 

3.3 Applications Awaiting Payment 
This section shows applications that are awaiting payment by the organisation using a credit card. 

All portal users can view this screen however only a Finance Officer can select to pay an application 
using a Credit Card through this page. 

Organisations can also pay for applications via Tax Invoice. Organisations wanting to establish a DHS 
account to pay for screenings via invoice should contact the Screening Unit on 1300 321 592. 

If an organisation is a DHS account holder, where the organisation is invoiced monthly, this screen 
would be blank.  Applications awaiting payment by a DHS account holder show under the Submitted 
Applications section of the Home Page. 

Invoices generated and sent to DHS account holder organisations appear on the Organisation Invoice 
Records screen. A Finance Officer will have access to a button 'Organisation Invoice Records' on the 
portal Home Page that takes the user to the list of invoices. 
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OFFICIAL 

3.3.1 Organisation payment via Credit Card example 
Payment Screen example: 
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Applications Pending Paper Verification 

Show 5 v entries 

Applicat ion Number Ji Screening Type 

Child Related Employment 

Showfng 1 lo 1 ,of 1 entries 

" - . 

Applicant Na me 

Test Case 

Search: 

Requesting Orga ni sotion I Officer 

OFFICIAL 

3.4 Applications Pending Paper Verification 
These are applications where the applicant has selected Print and Seek to verify their identity and 
the applications have not yet been received by the Screening Unit. They are already paid or not 
requiring payment by the applicant (volunteer applicant or to be paid by the organisation). 

A Print and Seek application enables an applicant who can not verify their identity online to submit 
the online application.  The applicant is emailed a copy of their online form that they print and take 
to a Verifying Officer with their original identity documents to have their identity verified. 

When a completed Print and Seek application is received by the Screening Unit the date of receipt of 
the application will be updated.  The application status will change to Submitted. 

If your organisation has a Verifying Officer they may wish to contact the applicant letting them know 
they can bring their identity documents into the organisation and the Verifying Officer can sign their 
Print and Seek form. 

Verifying Officers should monitor this screen to ensure applications are lodged with the Screening 
Unit in a timely manner. Processing of a person’s application will not commence until the paper 
copy is received by the DHS Screening Unit. 

3.5 Submitted Applications 
This section shows all applications that have been received by the Screening Unit. 

Please refer to Appendix 1 – Screening application status for a description of the status result you 
may see within the Incomplete Applications and Submitted Applications sections of your Portal 
homepage. 
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Submitted Applications 

Show 5 v entries 

Application 
Number 

li Screening 
N'umber 

sc"'tt* 

Showing 86 to 89 ol 89 enlries 

Welcome to OHS Screening 

Screening Type 

Gerraal Employmert 
Probity 

Vulnerabte Perso11 
Relaled Employmenl 

Working W lh Children 
Checl( 

Working \Mlh Ch□dren 

Checl( 

Applicant Name 

FirslOrg Test 

A screening can l>e i11itiated up lo 6 months piri or to lhe expiry of a currenl cleara.nce. 

Date of 
Birth 

1101/1978 

Wilhin lhis lime frame, we recommend you arlow as much time as possible for lhe screening cfleck to be completed. 

Requesting 
Officer 

Search: 

Status 

Finalised 

Finalised 

Finalised 

Submitted 
Date 

Submitted 1/02/2021 12:11 
AM 

You can help make sure lhe screening check is processed as quickly as possible by providing accurate personal inromiation a.nd role-related informalion v,·hen completing the 
applica.li on. 

What's New. cl ick here for details 

Hiidid Org,msaton lfliliated Appl1cali1111 Search W>NCC Registralion Of lntaest ifid@Mi 

Orgamsatio11 lnv01ce Records 

4 

OFFICIAL 

New Application 

An organisation can initiate an application on behalf of an applicant.  This is the role of the 
Requesting Officer.  

The Requesting Officer will need the name, date of birth and email address of the applicant and 
must have the applicant’s consent to start an application. 

Once an organisation starts an application, the applicant will be responsible for completing the 
application and submitting it to the Screening Unit. 
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Application Details 
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Last Name • Last Name 

Email• Email 

Confirm Email• Confirm Email 

Date of Birth • 
dd l 'iYY'I 

Reference Number Reference NJ.a'Ti>er 

Proposed Start Date O Proposed Start Date 

Continuation of Work O D 

Role Description • Role desaiplion 

Screening(s) Required • D Aged Care Seclor Employment 

D General Employment Probity 

ApplicantType • 

Appl ication fees to be paid by • 

iet-@MM 

D VUinerabie Person Relaled Employmeril 

0 Working Wilh Children Check 

Applicant 

Qrganisation Details Pason Search 

!,_og out 

V 

OFFICIAL 

4.1 Screening(s) Required 
An organisation can initiate the following screening types: 

• Working With Children Check (legal requirement) 
• Aged Care (legal requirement) 
• General Probity 
• Vulnerable Person Related Employment 

Organisations should consider the role description of the person for whom a screening is being 
requested and only initiate the screening required.  An organisation would only require multiple 
screenings for an individual in limited circumstances, in these instances, more than one screening 
type can be selected. 

For more information on the types of screening refer to the Screening Unit website. 

An organisation is not able to initiate an NDIS worker check. The Act that governs the NDIS worker 
check requires the NDIS worker to start and submit their own application. 
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iiMMMW 

□ Aged Care Se<:tor Employma,nt 

□ Ge eral :Employment Probity 

□ Vulnaable Person Related :E.mploym:nt 

m Wor - g Wc-h Children Check 

C ac.:or 

Appliean~ 

Applicant 

Reques.ting Organisation 
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OFFICIAL 

NDIS workers can apply for their check through the Screening Unit website. 

4.2 Applicant Type 
Currently there are 6 Applicant Types: 

• Contractor (full fee amount) 
• Current Employee (includes self-employed, business partners etc.) (full fee amount) 
• Prospective Employee (full fee amount rate) 
• Tertiary/Secondary Student (reduced fee amount) 
• Volunteer (includes foster carers) (free) 
• Partner (for use by ride-share providers only) (full fee amount) 

When the applicant type volunteer is selected the ‘Application fees to be paid by’ question is 
replaced by a declaration 

4.3 Application fees to be paid by 
Organisations can nominate who will pay fees as either themselves or the applicant 

Fees are updated every July. Please refer to the Screening Unit website for the current fee price. 

A fee is payable for each type of screening selected except when the applicant type is volunteer. 
Volunteer screenings are free. 

If you are requesting screening for a Tertiary/Secondary Student on placement or work experience, 
multiple screenings can be made for a set fee. 

When the applicant’s details are entered, the system will do a data match, alerting you to existing 
screening checks. 

Where a possible match is found, you should confirm the details with the applicant or the Screening 
Unit prior to proceeding with a new application.  In some instances the Screening Unit will not 
accept a new application if the person already has an appropriate valid check. You can call the 
Screening Unit on 1300 321 592. 

Once the <Start Application> button is pressed the applicant receives the following email: 
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ac~1.mt LOGIN de1a1 s. U$emame and password, 

P,l@as@ use lflis informaloon to rog-n lo the system_ 
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Your App ic.atlon umber is· AfJ·*-~ 
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a plica ·o:n once submi,tte,d_ To do lhis s,eJ,e;dJliis liu;. 
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onllne. you ·:.!II need to e111:s1ure ~hat ycur ntemet lilro _s,er i 
corn~ ·ble • ith TLS 1.1 or above. CHck here for further in Qnnalii;0n. 

Yours sincerely. 

· tteen i:ng Un 
oepanment or Human sel'\l!Ces I dhssoeen gu it@sa.gov.au I GPO s.ox 292 
AC LAID 5001 

1A ScrttflQl'iil Unit "nr1 lhompJOflOM,90\I--IIU,. w ~~·'-,®J.,~.M~ 
.. Q,.,._ KO_ (IHI') 

Dur Grurr,py ~ 
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'wisit: .bJ!p/ lgr:c::,:c,ns~~ .a.nd W! !-et th!! ·How to .!apply'" forfuRll!!rd!~ s; 

1Jser~m1c < email address> 
P•,,worcl:• alpha-n1.1meri1: code 

OFFICIAL 

4.4 Activate Account email for new application 

The Applicant clicks on ‘Activate My Account’ and follows the prompts 

Once activated, a second email with login details and temporary password is sent. 

4.5 Applicant login email and temporary password 
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\.:;:_/ 'l...--.,,J.___,Sot'1'< 

I Screening and background checks 

- - ..... __.. ....1~------' 

My lncompl•t• Applic,nlons 

Appllcotlon Applicont Reques1ing Organi .. tlon / Applicotion lnitlatlon Expiry 
Number ScrHning Type Name Off!C<I( °""' °""' Activ•tod 

ei!. ~ Aged Care Secto, Gnimpyfelaw 4/06/2021 6 52 PM 4/07/2021 
Employment 
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Cl>ed< 

Shc,,,vhg 1 lo 2 ol 2 entrles 
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When logging in the applicant is prompted to Change Password 

Once they have updated their password the applicant is taken straight into the applicant portal. 

4.6 Applicant Portal dashboard 
The started application is displayed. The applicant selects the Application Number AP****** 
hyperlink to open the application. 

If the organisation requests multiple screenings, separate applications would be displayed on their 
dashboard. The applicant will need to complete each started application. 

Please refer to the Screening Unit website BEFORE requesting multiple screenings as generally 
multiple screenings would not be required. 
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Welcome to DHS Screening 

A screening can l>e initiated up lo 6 months pri or to the expiry of a currenl clearance. 

Within lhis time frame, we recommend you allow as much t ime as possible for lhe screeni:ng check to be completed. 

You can help make sure the screening check is processed as quickly as possible by proOOlng accurate personal infom,alion and role-related informalion when comp]eting the 
applicalion. 

What's New. click here for detairs 

EiMMIU Olyansalion nlialed Appl1calioo Se..:h 

Government of South Australia 

Departm nt of Human Services 

WNCC Reg1s1ra1ion Of Interest 

Screening and background checks 

Horne ~ Y.ment HistofY.. User Management Organisation name 

WNCC R~ islratioo Of Interest 

Organisation Initiated Appl ication Search 

Application Number 

First Name 

Last Name 

Date of Birth 

Application Initiation Start Date 

Application In it iation End Date 

Show 5 v entries 

AppliC'3tion 
Number 

Ji,. Screening 

Number 

Application Nuiroer 

FirslOrg 

Last Name 

ddlmm/yyyy 

ddlmm/yyyy 

ddlmm/yyyy 

Screening Type 

... 
Applicant 
Name 

Date of 
Birtll 

IMdMi§I 

Qrgllnisation Details Pa son Search 

Requesting 

Officer 

Search: 

Status/Expiry 

Date 

SC Working 1Mth Children Firstorg Tesl 1/0111978 Submitted 
Check 

Showing 1 to 1 of 1 enlries 

!,_og out 

Submitted 
Date 

1/0212021 12:11 
AM 

OFFICIAL 

Manage your Applications 

4.6.1 Organisation Initiated Application Search 
Allows an organisation to search for a particular application and displays all applications that meet 
the search parameters regardless of application status. 

Searches can be done using only one search criterion or a combination of criteria.  A search can also 
be done using a date range. 
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Welcome to DHS Screening 

A screening can be rnitiated up lo 6 months pri or to the expiry of a currenl cleara.nce. 

Within this lime frame, we. recommend you allow as much time as possible for lhe screening check to be completed. 

You can help make sure lhe screening check is processed as quickly as possible by providing accurate pe,sonal inronnation and role-related informalion v,11en completing the 

applicalioo. 

What's New. dick here for delairs 

EiiMIM Orgnsation Initiated Appl1calion Search WNCC Registration Of Interest IMN@§I 

Government of South Australia 

Department of Human Sel\rices 

Screening and background checks 

Home ~ yment Histort User Mana~ Organisation name 

WWCC Registration Of Interest 

Registered Interests _ Organisation name 

Qrgartisalion Details Person Search 

The Registration of Interest table li sts the top 900 records based on the Va lid To Date in ascendin,l,lj[ilSriliF- ~~~~~~~~~~~~~~~--

~ Search: l~•-ail ______ ~ Show 10 v entries 

Unique ID 

SRN 

Person 
Name 

GAYANI 

Date of 
Birth 

Applicant 
Type 

12/04119&5 Volunleer 

Showing 1 lo 1 of 1 entries {fiHere(J from 55 total entries) 

CurrentWWCC Starus 

Outcome 
Valid To 
Date 

NOT- 19/01/2026 
PROHIBITED 

Pending Application 

Application 
Type 

Submission 
Date .. ,, .. , 

5 
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Manage Working with Children Checks (WWCC) 

When your organisation initiates a WWCC for an applicant, your organisation automatically registers 
an interest in that person. 

WWCC’s are monitored, and information is continually received from a range of sources such as SA 
Police and the Department for Child Protection. 

A registration of interest enables the Screening Unit to contact you if new information received 
means the person's WWCC status is revoked. 

WWCC’s have a clearance status of Not Prohibited (cleared) or Prohibited (not cleared).  A person’s 
Not Prohibited WWCC can be revoked and their status changed to Prohibited. 

5.1 WWCC Registration of Interest 
The page lists all the individuals your organisation has registered an interest in. 

There is a search function at the top of this list that allows you to search by using minimal entry e.g. 
the letter ‘k’ will bring up everyone with that letter in any part of their name or ‘17/’ will bring up 
the 17th day of any month. 

This search function is most effective for finding a specific person. 
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OFFICIAL 

An organisation may Deregister their interest in a person or submit a Section 19 notification to the 
Screening Unit regarding a person through this page. 

5.1.1 Section 19 
Enables an organisation to send a Section 19 to the Screening Unit. 

A Section 19 report is a legal requirement on an organisation to report certain information should 
they become aware of it.  Refer to the Child Safety (Prohibited Persons) Act 2016 

This includes, for example, an individual advises you they have become prohibited from working 
with children in another State or Territory or you have information relating to disciplinary 
proceedings or findings of misconduct against the person. 

A Section 19 report can also be done via the ‘Search My RoI’ search function. 
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ection 19 

Deta ils of employer prov id ing notice 

Name of Employer* Organisation name 

Address of Employer* 

Name* Name oi person making report 

Email* 

Contact Phone Number* Contact number if i.ve have lo ask you questions 

Deta ils of person to whom the notice relates 

Unique ID* SRN 

Name"" GAYANI , 

Address,.. current residential aoctess of person lo Ymom this notice relates 

Notification Detai ls 

Date Disclosure made to Employer- dd ff " Y'fYY 

Reason for Notice• 8 Assessable lnfcnnalio.n disclosure 

Notice Details* The person has assaulted a child and been slood down from their role 

ii#MEIIII 

OFFICIAL 

5.1.2 Register your interest - Search 
An organisation can perform a search for an individual (such as a potential employee) to see if they 
have a current WWCC and register an interest in that person. 

An organisation can also register an interest in a new employee who already has a check (they either 
obtained it themselves or through another organisation) 

The search fields on this screen are sensitive and search criteria must be entered exactly as the 
individual used within their application. You will also need their unique id/SRN number. 
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Register your tnterest - Search 

This search allows )'Oll to checic: wh+:-the.1 an indivijvat has. a 'lalid 11~ • ~ 'i#Eh Cllidre,n Check. 

This search doe,_:; not r,:-ve,al any perso aJ i'lforma.:io al!otrt e a.pp licam. The sear - g facil~1Y is a dit: d ~o e suro: that il is used appropriately by u!:,: rs.. 

Prior rn conductul;iJ the s.:,3 rch, )'OU rnus.1 ch=.d: vli:h th-e Sldiri:lual as to dieir iul name (exactl)i as they prori::i'ed it to the scra=--111ing uni: a t the time of applyalg for their check) omd 
the unique ID that they Yfele issued on finalisation of their dlecl. H the Wl-dividual is un!:-ure of this information, ;;he)' can ge 1 thi s information t',ere. 

11 is. impona 1 al you a teJ ;he information ~ ty as U, ; ind ividual has g'i\le )'OU. 

ForexarnpJe, if you are searching for Sama ntha Mary Lee. the11 the folow· g m :S~ ltE E-lllt:Ied: 

First Name = Samantha 

Middle- Name- = Mary 
Last Name = L,e,e 
Date of Birth = 04/03/1 S81 
Rereirence Numb,e.r ::: 123456 

Asly discr':"pancies S1i che narne wll p1oduce iliconCNs.!Ve, re suhs. E.g. emering M inis1ea.d OJ Mary. 

If the person has. a S!llgle name ont,. this must be en te-1ed in the Last N.a.rne ffietd. 

Once you hav.: 'olerified that ahe indr\l id 11.a.; a Wo.rkiigi with C idlren Check. yo can geneJ.at-: a Certifica:e of lruterroga~ion wh ie: reco:.r s tli e lane and da.:e of the !:J:-are:h, the 
indhoou.al searclied and th.elr Worl ing With Chi :!Jen Cllecl !:-1atus and ,..,ho di::! the searcli. 

Y Y"iil also be able to reg is1er an interest in e ir.dividual so ilha: you will receiv,e any changes in s.1a:us co tlia1 ind- id a1's 'Woskiig Wi:~h ClljJdre Check:.. 

Fi r·st Name Fl":St Name -as is appears on 'the letter 

Middle Name Middle Na.me - if a middle name is shown on the etter 

Last Nam e'" Last Name - as it appears on the letter or Singe name here 

Dafe of Bi rth '" dd V 'f'f'/'f 

Reference Number" Enter 'SRN lOOO<-Jooof OR CCR 10 ''°""""" 
Searrb Registrat:Jon Oa-tabase 116¥1 

sa.gov.au 

Resu lts 

Screening: 

Current VVVVCC Starus Pending Application 

CCR ID Unique ID Person Name Date of Birth Applicant Type Outcome Valid To Date Application Type Submission Date 

SRN Keep Smili11g 31'1)1/1971 Current Employee NOT-PROHIBITED 2510212025 

Mi@MIIM!ii!M 

Welcome to DHS Screening 

A screening can l:)e in itiated up lo 6 months pri or to lhe expiry of a currenl cleara.nce. 

Within lhis. time frame, we recommend you allow as much time as possible for lhe screening check to be completed. 

You can help make sure lhe screening check is processed as quickly as possible by pro'.'Tding accurate personal information and role-related infom1alion v,'hen completing the 

applicalion. 

What's New. d ick here for de1aits 

iiMMIU Orgar11sat1on Initiated Appl1catioo Search WNCC Registra1ion Of Interest iffMi;Mi 

OFFICIAL 

Search My ROI 

Like the WWCC Registration of Interest search, this search also shows individuals with a WWCC that 
you have registered an interest in. This search will allow you to search multiple employees through 
various criteria such as a date range or status search. 
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Government of South Austra lia 

Department of Human Services 

Screening and background checks 

Horne Payment HistOf)' User Management <Organi~ tion name> <User name> 

WWCC Regislration Of Interest 

Search My Registration of Interest 

My Registered Interests - Search 

Organisation Details Person Search 

Log au1 

This search allows you to search relevanl Interests based on Valid to Date, Reference Number, Name, Check Status for incfiOOuals that have a Working with Children Check where your 
organisation has regislered an intaesl in that individual. 

Please nole thal lhis search functionality will only display a maximum of 200 results. If you lhink yoor search will return more than 200 resulls. please refine your search aileria . You are 
able lo sort your resuns by clicking on any column header. 

The name search does nol have to be an exact search however the system will relum any results lhat conlain your searth crileria . f or example, a search for First Name= Jane will 
return any reglslered inlerests for individuals named Jane, Janet Janette, elc. If the person has a single name only_ this must l>e enlered in the Lasl Name field. 

Please nole thal child relalecl employment screenings that wa e finalised prior to 1 July 2019 have a check status of cleared or not cleared. A child related employment screening that 
was submitted prior lo 1 July 2019 bul not fina.1ised until after 1 July 2019 has been transitioned lo a worting with children check and wiJI have a check status of Nol Prohibited or 
Prohibited. Any check lhat is not yet finalised will shrnv as pending. 

Once yoo have verified thal lhe individual has a Working with Children Check, yoo can select lhe action button to generale a Certificale of Interrogation, deregtster your organisations 
interest or lodge a section 19. 

Search by Valid To Date 

Search by Reference Number 

Search by Name 

Search by Status 

Results 

Show 1 o v enlries 

Unique ID 

SRN 

Person 
Name 

GAYANI 

Shov.;ng 1 lo 1 of 1 entries 

Date of 
Birth 

12/04/1 985 

Applicant 
Type 

Volunleer 

Current WNCC Status 

Outcome 

NOT
PROHIBITED 

Valid To 
Date 

19/0112026 

Search: 

Pending Application 

Application 
Type 

Submission 
Date 

Previo 

Ill 
Deregister ln1erest 

Lodge a Secii on 19 

Genera1e Certificate 

OFFICIAL 

This functionality enables your organisation to monitor the expiry of employee WWCCs and, where 
required, initiate a WWCC for a continuing employee within six months of their current check expiry 
date. 

5.2 Verifying a WWCC 
Employers must verify an employee (or volunteer) WWCC. 
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Assessment Unit 
Working With Children Check 

Certificate of Interrogation 

Government 
of South Australfa 

human 
services 

This certificate is issued pursuant to section 35(3) of the Child Safety (Prohibited Persons) 
Act 2016 (SA) and regulation 19 of the Child Safety (Prohibited Persons) Regulations 2019 
(SA). 

Search Results 

Person Name 

Unique ID 

Working with Children Check Outcome 

Applicant Type 

Valid to Date 

Requested By 

Name 

Email 

Search Date 

Search Time 

GAVAN! 

SRN 

NOT-PROHIBITED 

Volunteer 

19/01/2026 

20/07/2023 

10:22 AM 

OFFICIAL 

Verification is the process of ‘confirming’ that a potential new employee or an existing employee has 
a check and is not prohibited from working with children. It is a legal requirement under the 
Prohibited Persons Act. 

• You must verify a new employee has had a WWCC before they can commence working in 
a prescribed position. 

• You must verify that current employees, who work in a prescribed position, have a valid 
WWCC every 5 years. 

Once you have verified a check you are required to generate a ‘Certificate of Interrogation’ as 
evidence of the verification. 

Certificates of Interrogation can be requested from both the ‘Register your Interest – Search’ and 
‘Search my ROI’ functions. 

Person Search 

This service allows you to check whether an employee, volunteer or student has a valid Aged Care 
Sector Employment Screening, Disability Services Employment Screening or Vulnerable Person-
Related Employment Screening. 

You cannot use this service to check whether an employee has an NDIS worker check – You can do 
this via your NDIS Worker Screening Database portal. 
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Government of South Australia 

Department of Human Services 

Screening and background checks 

Home ~ yrnen1 Histor.£ User Management <0rgani~tion name> <User name> 

WNCC Registration Of I nlerest 

Registered Person Search 

Welcome to the Registered Person Search for screenings excluding_ Working with Children Check 

0 rgan.isalion D~ails Person Search 

Thfs service allows you to check v.'llelher an emplO'fee, \/Olunteer or studenl has a valid Aged Care Sector Employment Screenfng, Disability Services Employment Screening or 
Vulnerable Person-Relaled Employmenl Screening. 

This search does not reveal any personal informaUon about lhe applicant. The searching facility is audiled to ensure thal ii is used appropriately by users. 

II is important that you enler the information exactly as advised by lhe applicant. 

For example. if you are searching for Samantha Mary Lee1 then the foll owing must be enlered: 

First Name = Samantha 
Middle Name= Mary 
Last Name = Lee 
Date of Birth = 04J03/1981 
Reference Number= 123456 OR Screening Type= <Select appropriate screening type> 

Any discrepancies in the name v.'ill produce inconclusive results. E.g. entering M instead or Mary 

H the person has a single name only, this must l>e entered in fhe Last Name fie1cl. 

Please note that this search is intended for finalised applications, if you wou ld li ke to check an application that is in progress please click here. 

First Name O First Name - as is appears on the h:.tter 

Middle Name 0 Middle Name - if a middle name is shO\WI on the letter 

Last Name O Last Name - as it appears on lhe h:.tter or Single name here 

Date of Birth 0 dd Jr yyyy 

Reference Number 0 Reference Number 

OR 

Screening Type O O Aged Care Sector Employmenl Screening 

O 0 isabilit~ Services Employment Screening 

O Vu lnerable Person-Relaled Employmenl Screening 

Search Registration Database 

Work ing with Child ren Checks (Child Re lated Screening) 
The abo\le se.a.rch i:s unable ;:o be used to sean:::;h for a WorUlg with C~klren Ct-eck or Child Re.lated Screening . 

To :>earell for .ai Wo~ ing with Chi\:l ren Ch-ec.k or Ch"kl iRe..ated Scree,ning, p~ase visit tt-e Re-g istration of fnterest p..MJ~ 

NDI S worker check 
The abo\le search is unab.-e ;:o be used to search for a NDI S vmrk.e-r check. 

To -:>eare11 for a NDIS worter ct-eck. please visit the NDIS Commiss.10n Portarl. 

OFFICIAL 

Please note that this search is for finalised applications, if you would like to check an application that 
is in progress please click here. (This is a publicly available search and will take you to a search 
function outside your Organisation portal) 

Unlike WWCC, you are unable to register an interest in a person in relation to one of these check 
types. 

NDIS worker checks, Disability services, aged care sector and vulnerable person-related checks done 
by the Screening Unit are continuously monitored. 
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OFFICIAL 

We receive information from a range of databases, such as SA Police and Department for Child 
Protection, which is automatically searched for any new information relevant to a person's check 
status. 

For NDIS worker checks, we also receive information from other state and territory police and the 
NDIS Commission. 

If the new information means a person's clearance status is changed, the person and the 
organisation that originally requested the check (if there is one) will be notified in writing. NDIS 
providers will be notified of a change in the status of NDIS worker check via the NDIS Worker 
Screening Database. 

If your organisation did not initiate the application for one of these screening types on behalf of your 
employee, you will not receive notification from the Screening Unit about a change in check status. 

7 Finance management screens 

7.1 Payment History 
Shows details of previous credit card payments made by the organisation 

7.2 Organisation Invoice Records 
For DHS account customers, organisations are sent invoices online through the portal monthly (if 
applicable). 

This page, which is available to Finance Officers through the ‘Organisation Invoice Records’ button 
on their portal Homepage, shows invoice files which are downloadable spreadsheets. 
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OFFICIAL 

Appendix 1 

Screening application status 
A requesting organisation can search from within their Organisation Portal to check on the progress 
of an employee or volunteer application that they initiated. 

The alphabetical list below contains a description of the status result you may see within the 
Incomplete Applications and Submitted Applications sections of your Portal Homepage and 
indicates what action (if any) is now required by whom. 

Status Description Action by 

Commenced The application has been submitted and assessment has 
commenced. 

Screening Unit 

Expiry date 

(dd/mm/yyyy) 

The Requesting Officer has initiated an application, but the 
applicant has not yet activated their account. If not 
activated, the application will expire approximately one 
month after being initiated. 

Applicant 

Finalised The screening assessment has been finalised, i.e. an 
outcome has been determined and the 
applicant/requesting organisation has been (or is about to 
be) advised. 

In Progress The applicant has activated their application and has now 
to complete and submit it to the Screening Unit so that 
assessment can commence. 

Applicant 

Returned to 
Applicant 

The application has been completed and submitted by the 
applicant, however, they have been notified that there is 
an error in the application which is to be addressed before 
the applicant resubmits their application. 

Applicant 

Submitted The application has been successfully completed and 
submitted to the Screening Unit and will proceed to 
assessment. 

Screening Unit 

Waiting Payment The applicant has yet to pay for the application. The 
application must be paid for by credit card online before 
the application can proceed. 

Applicant 

Waiting to be 
Submitted 

The applicant has verified identity and payment has been 
received (for all credit card payments). The applicant is 
now required to select the ‘Complete’ button to review, 
finalise and then submit the application. 

Applicant 

Withdrawn A submitted application or screening has been withdrawn 
prior to commencement of the assessment process. Note: 
Any screenings withdrawn once assessment has 
commenced will instead have a status of ‘Finalised’ and an 
outcome of ‘Withdrawn’. 

A requesting organisation can also utilise the Organisation Initiated Application Search function 
within their portal. 
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OFFICIAL 

This search function displays the same information available on the Homepage (all five sections) but 
allows for searches to be conducted using a single search criterion, a combination of search criteria 
or a date range. 
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