
 

Disability Worker 
Screening 
Queensland Worker Portal guide 
 

Welcome 

Welcome to the Disability Worker Screening Queensland Worker Portal (Worker Portal) guide.  
This guide will assist workers through the process of applying online for a Disability Worker 
Screening Clearance. 
 
In the Worker Portal you will be able to: 
 

• Start New Application – 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). 

• My Application Details - View your application status. 

• Update My Details – Update your personal details. 

• Apply to Withdraw My Application – Withdraw an application that has not been 
lodged OR has been lodged but not yet finalised. 

• Add New Employer Details – Advise of an additional or alternative employer to 
your existing application. 

What internet browser should I use for this portal? 

Google Chrome is the recommended internet browser. 
 

Access  

1. To access the Worker Portal and Register as a worker, visit the Department of Seniors, 
Disability Services and Aboriginal and Torres Strait Islander Partnerships - Disability 
Worker Screening website. 

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

2. If you are a first-time user of the Worker Portal, select the Register Now button.  If you 
are already registered to use the Worker Portal, select Login Now. 

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


 

Worker registration 

3. First-time users of the Worker Portal must register.   

4. 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.   

 
5. You will then be taken to the Proof of Identity screen. As part of the registration 

process, we use the Department of Transport and Main Roads (TMR) online identity 
validation system.  

 



 
Note:  Fields marked with * are mandatory. 
 

6. Select a TMR product (i.e. driver’s licence) from the drop-down menu which appears 
when you click on the down arrow. You must have one of the listed TMR products to 
register online and apply for a Disability Worker Screening check: 

• Drivers Licence 

• Adult Proof of Age card 

• Photo Identification card 

• Industry Authority 

• Marine Licence Indicator 

• New Customer Notification Email 

• I do not have a TMR identity card 

  

 

If you do have a TMR product 

7. Complete your Proof of Identity details. 

 

 



 
Note:  If your photo in TMR’s records was taken more than 5 years and 3 months ago, 
you will need to visit a TMR Customer Service Centre (or third party service delivery 
location) for a new photo at no additional cost. You can find out more information in our 
‘Identity Verification’ fact sheet.  

8. 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, please refer to the next 
section called If you do not have a TMR product. 

 
 

9. 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). 

    
 
   

Note:  To verify and/or update your email address 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. 

 
10. Enter your Name and Date of Birth and press Register. 

https://www.qld.gov.au/transport/crn


 
11. You will receive a confirmation notification to advise your details have been successfully 

confirmed and a Worker Portal account will be created for you.  Click Proceed to Login. 

 

If you do not have a TMR product 

12. If you do not have a TMR product or you need to update your photo identity, select I do 
not have a TMR identity card.  You will need to visit a TMR Customer Service Centre 
(or third party service delivery location) to get a photo taken and provide 100 points of 
identification. People who live in remote areas with no online access and who cannot 
access a Customer Service Centre, can contact the Worker Screening Unit and ask 
about an alternative process. 

 

 
 

To find out more detailed information about the identity check process and what you need 
to do next, please see our ‘Identity Verification’ fact sheet.  

Login 

13. You can now login to the Worker Portal.  You are prompted to select your TMR product 
and enter your Customer Reference Number and Date of Birth (these are the same as 
what you registered for the Worker portal).  Click on the tick-box to confirm you have 
read and understood the Privacy Notice and supporting Information Management Policy 
and select Login.   



 

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

14. When you have successfully logged in, a pop-up verification code box will appear on 
your screen requesting you enter a verification code. 

15. Enter your Verification Code.  Get your secure verification code from an email which 
will be sent to your TMR registered email address. Enter the code into the field.   

 
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. 



 

 
Important:  Your verification code will change each time you login.  You will have 
15 mins to enter your code or you will need to login again. 

Online Services Home screen 

16. Once successfully logged in you will be taken to the Online Services Home screen.  Here 
you can: 

• Start New Application 

• Update My Details 

• View My Application Details 
 

 
 

17. You can return to this screen at any time by clicking on the Home button in the header. 



 

 
 

Welcome screen 

18. If you go to the Worker Portal directly, you will see the Welcome screen.  In the Worker 
section, select and click on Log In button. 

 

Start New Application 

19. To get started, click on Start New Application. 

 

Application Initiation 

20. Enter details about Application Type and answer Eligibility Requirements. Then 
press Save and Proceed. 



 

 

Personal Details 

21. Click on the down arrow or use the next button in each Personal Details section to add 
your information. When you are finished, press Save and Proceed. 

• Names; 

• Other Personal Details; 

• Addresses; 

• Identification; 

• Qualifications (optional). 



 

 

Assessment Details 

22. Complete details about your Purpose and Role, Previous Checks and Roles and 
press Save and Proceed. 

 



 

 
 

Disclosable Information 

23. Answer the Disclosable Information questions and press Save and Proceed. 



 

 

Employer Details 

24. Click on Add Employer/Sole Trader/SMP button.  You must add at least one before 
continuing to the next step. 



 

 

25. A pop-up screen will appear so you can enter your Employer Details.  Add your 
employer by selecting an Employer Type and either enter your employers ‘Employer ID’ 
(if known) or start typing and select the correct employer name from the drop-down 
suggestions. Please note, if you are entering a Self-Managed Participant (SMP) as your 
employer, you will need to have their NDIS participant ID number and their surname.  

 
26. Click on Add Employer.  Enter additional employers if required. 



 

 

27. Answer the working with children question which appears on your screen. 

 

28. Press Save and Next. 

Declaration 

29. 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.  Press I Agree. 



 

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

press I Understand and Agree. 

 
 
 

Payment 

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



 

 
32. Pay by credit or debit card using online BPoint – add your card details. 

 
33. 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. 



 

 
34. If you have an arrangement for your employer or someone else 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. 

 
 

35. Press Complete to proceed. 

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

 

37. An email will also be sent to you confirming lodgement status. 



 

 

38. If your application is Almost Complete you will receive a notification advising this. 

 
39. If you have any outstanding tasks, you will also receive an email outlining the 

outstanding tasks required to be actioned. 



 

 

Additional Online Services  

40. Your Online Services Home screen will now change to reflect your application details 
and other functions that are available to you.  These are context-specific depending on 
the stage in your application process, including: 

• Update My Personal Details 

• Apply to Withdraw My Application 

• Add New Employer Details 
 

 

 



 

Update My Details 

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

 

 

Apply to Withdraw My Application 

42. Select Apply to Withdraw My application.  You can withdraw an application that has 
not yet been lodged OR has been lodged but not yet finalised. 



 

 
43. A pop-up screen will appear asking you to confirm your decision to withdraw your current 

application.  Press Yes to proceed. 

 

Add New Employer Details 

44. Select Add New Employer Details to advise of an additional or alternative employer to 
your existing application. 

 
45. Update, remove or add a new employer, sole trader or SMP details and check the 

working with children question is still correct. 

 
 



 

Troubleshooting 

Having problems or experiencing errors with the portal? 
Check you are using Google Chrome as your internet browser. 
 
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. 
 

Further information 

For assistance with the Worker Portal please see the Contact us tab on the Worker Portal 
header. 
 
The easiest and quickest way to get help is by reading through our detailed fact sheets and 
user guides or accessing the Worker Screening website.  
 
If you can’t find the information you need through the available resources, you can contact: 
 

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

 

 

https://workerscreening.communities.qld.gov.au/
mailto:workerscreening@communities.qld.gov.au

