NDIS Quality
and Safequards
Commission

Add or manage key personnel

Quick reference guide — Provider registration

Providers can add or manage their own key personnel in the NDIS Commission Portal.

Adding a key personnel
1. Loginto the NDIS Commission’s business application system using the Registrant role

2. Select the My Registration tile

T N NDIS Quality
% 2T and Sefeguards Change role / Manage access Notmcauonse Switch to myplace Logout
o Commission

Home Applications ~ My Registration = Tasks - Worker Screening ~ Participants ~

Welcome to the NDIS Commission Portal,

My applications My registration

Home  Applications ~  MyRegistration ~  Tasks ~  Worker Screening ~  Participants ~
Vel VIE . | S——

Registration details ’ No nactive
Registration conditions ’ No Active Actions=
Notification of changes and ) No nactive Actions=
events

> No Inactive

Beriocicaudi Select Format, Press Export, and Save Download

Format: | Tab Separated > | Export |
Auditor relationship
Provider details Workers
Addresses Add a linked worker who Is considered key personnel. —
Add | T View filter
Key personnel Worker Work email
Name Screening 1d Position Date of birth address Status
Registration groups ’ Active
v Actions~
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4. In the Key personnel window select Add

Key personnel

Contacts

Provider type:

Registered ﬁ T View filter

Status: Approved
Primary Name Position Date of birth Email Status
Renewal date:

04/07/2025 > Yes Active Actions~
Registration Id:

. . . > No Inactive Actions~
Registration details L

ngmmal i

Overview ’ No Inactive Actions~
Registration details ’ No Inactive Actions=
Registration conditions ' No Active Actions~
Notification of changes and ’ No Inactive Actions~
events

} No Inactive Actions~

Periodic audits Select Format, Press Export, and Save Download

Format:

x
k=]
o

Tab Separated v| ‘
Auditor relationship

5. In the Add/update key personnel window complete the details and select Save and continue

Add/update key personnel * required
Provider type: Title:* First name:* Last name:*
Status: Please Select A
Renewal date: )71
Registration Id:
Date of birth:* dd/mm/yyyy Position:* Q Role:*

Registration details B Please Select v KeyPersannel v

Ers Business name: ABN: Percentage share: (7]

0

Registration details

Email address:*
Registration conditions.

Notification of changes and events.
Record at least one phone number*

Periadic audits

Phone: Mobile:
Auditor relationship
Provider details
status: start date: dd/mmiyyyy End date: da/mmyyy
05 2
Addresses
Key personnel Record type:

Registration groups

Outlers

Save and continue

e
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6. Select Update to answer all 7 suitability question for the key personnel added

Key personnel

Provider type: Registered

Status: Appi Name: Position: Director

Renewal date

Registration Id|

The NDIS. Commission assess the suitability of the er and their key personnel

Registration details Itls required that below are and the above key personnel Is considered In the responses. Responses are only required when adding new k

sarung key personnel as"Active’ on This registration

Overview f you record a ‘Yes' response to any of the suitability questions listed, please attach any relevant documents or evidence rel

levant to your response at the bottom of the page.

For further information on insalvency and the definitions of these terms visit section 9 of the Corporations Act 2001, availabie in the Br i (2,

Registration details To view more details about a suitability question, select the triangle to the left of the question numiber. The record will then expand to show mere information.

Question Response

Registration conditions
13 1. Has the provider, or this key personnel ever been convicted of an indictable offence?

Notification of changes and events

Periodic audits

Auditor relationship

=2

Provider details

Addresses

Key persannel

ersonnel, that the NDIS Commissioner may

Registration groups
Select Format, Press EXport. and Say

Outlets Format: | Tab Separated - H Export

Applications
Attachments

Atach any documents or evidenc: 1110 the respanses on the above questions (if available).

7. Complete the Response box by using the drop down and select Yes or No. To add more
information to the Provider details box click in the box and start typing. Select Save and return to
go back to the list of question. Select Save and continue to move to the next question

Update suitability question 1 * required

Key personnel

Provider type: Registered

Status: Approved Name: Position: Support Coordinator
Renewal date: 04/07/2025
Registration |d:
E . i Question:
Registration details
1. Has the provider, or this key personnel ever been convicted of an indictable offence?

Overview

Registration details
Additional considerations:

This includes convictions of indictable offences against a law of the Commonwealth, state or territory or other jurisdiction (including a foreign

Registration conditions N
country)

Notification of changes and events

Response:*

Periodic audits Please Select 4

Auditor relationship Provide details:

Provider details

Addresses

Key personnel Discard ct and return

e
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8. Once all questions have been answered, add any relevant document by selecting Add
attachment. Read the declaration and select Submit and return to complete

— —
Question Response

Resgistration conditions

» 1. Has the provider, or this key per: ver been convicted of an indic No
Notification of changes and events

> thin the No
Periodic audits p—

» emen by any of the entities identified in the Additiona Yes Update
Auditor relationship —

2 Ha been disquallfied from Managing corporations under Part 20.6 of the Co No Update
Provider details —

b No Update
Addresses

[ 2 No Update
Key personnel

> No Update
Registration groups

Select Format, Press Export, and Save Download

Outlers Format: | Tab Separated v ‘ Export |

Applications

Attachments

Arach any responses on the above questions (if availablel

Actions #Add sttachment

Notes There are

Atachments
By supmitting, | am declaring:
o have authority to act on behalf of the provider in relation to this reg) n
Tasks edge, the INformation provided is true, COMECT and accurate. | Nav ured that the key personnel identified above has been considered and | have provided responses.

lons above accurately

NDIS Quiality and Safeguards Com
& has read and understood the P
i purpases and in the circur

ission (NDIS Commission) for the purposes set out in the Priva
llection Statern alst sented to their pes
it In That Stateme ne purpases of the NDIS Comy

Notifications

Email preferences

Update/manage a key personnel

9. In the key personnel window, select Actions then select an option from the drop down list. You
can View, Update, Make primary or Set as inactive any selected key personnel

Key personnel

Contacts

Provider type: Registered

Status: Approved m T view filter

Renewal date: 04/07/2025
Primary Name Position Date of birth Email Status

» ves Active Actions=

» No Inactive Actions=
Overview —

> No Inactive Actions=
Registration details

' No Inactive Actions=
Registration conditions

o > No Active Actions=
Notification of changes and events

Registration Id

Registration details

> No Inactive

Update
Periodic audits
» No Active Make primary
Auditor relationship Set as inactive
S
| M|

Provider details
» No Inactive
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10.To view the details of the key personnel, click View (shown in slide 9). The personnel details are
displayed. To update the details on record for the key personnel, click Update or select update
from the Actions drop down (shown in slide 9)

View key personnel

Provider type: Registered m

Sz Title: First name: Last name:
Renewal dat 2!
Other
Registration Id:
Registration details Date of birth: dd/mm/yyyy Pasition: Role:
Assaciate Professor General Staff
Overview
Business name: ABN: Percentage share:
Registration details
Registration conditions
Email address: Phone: Mobile
Notification of changes and events
Status: Start date: de/mm/yyyy End date: dd/mm/yyyy
periodic audits o
Active 16/03/2017

Auditor relationship
Record type:

Provider details Contact

Addresses.

11.To make a key personnel the primary contact, select Make primary. This option only appears if
the key personnel selected is not currently a primary contact. You can only have one primary
contact

Key personnel
Contacts
Provider type: Registered
Status: Approved Bl e
Renewal date: 04/07/2025
Primary Name Position Date of birth Email Status

Registration Id:
Registration details

Overview

Registration details

Registration conditions

Notification of changes and events

Periodic audits N

Auditor relationship

Provider details

|
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12.To make a key personnel inactive select Set as Inactive. Once a person is made inactive, they
cannot be made active again. However, they can be added again as a new key personnel

Key personnel
Contacts
Provider type: Registered
Status: Approved m T View filter
Renewal date: 04/07/2025 ‘ ) ‘ ‘
Primary Name Position Date of birth Email Status
Registration Id:
P v Active Actionse
Registration details
» No Inactive Actionse
Overview
’ No Inactive Actions~
Registration details
Registration conditions
Natification of changes and events
4 He Inactive Actions~
Periodic audits
Auditor relationship
| Active
Update
Provider details
» o Make primary
Addresses
Select Format, Press Export, and Save Download
i Format: | Tab Separated - Export

End.
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