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How to apply for a Registration to Work
with Vulnerable People (RWVP)

There are two main parts to your RWVP application:

1. completing the online application form

2. verifying your identity by visiting a Service Tasmania service centre.

This quick guide will help you through both parts.

1 Part 1: Complete the online application

Head to the RWVP website > Apply for a RWVP to access the application form.

Part 2: Verify your identity through Service
Tasmania

Gather your proof of identity documents and verify your identity at a Service
Tasmania service centre.

Please note: You don't need to complete this part if you are applying from
interstate or overseas, as you will have already uploaded your proof of
identity documents through the online application form.

Watch our training video

You can watch our training videos as you work your
way through this quick guide, and as you complete
your RWVP application.

«  RWVP Application: Training video
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Part 1: Complete the online application

This section explains how to apply for a RWVP online.

Opening the online application form
Tabs A, B, C, D and E below guide you through the steps to start your online application.

To get started, go to the RWVP website and click on the Apply tab.
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~ Department of Justice
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A Apply ~ [Renew & Loginto MyRWVP ~ Check RWVPstatus Obligations 4  Support and resources ~

@Translate | Fees | News | FAQs | Contact us |

Don't leave it till the last minute

Renew your RWVP early

up to 3 months before it expires E

Check your expiry and renew early

[+ 1]

 — Y

Click the ‘Apply for a RWVP’ link. Read through the information on this page, to understand

B the process before you begin.

/ a4
’-\'_J
Tasmanian
Government

Department of Justice

Apply >

Do I need a RWVP?

Work out if you, your workers or your volunteers need RWVP

Apply for a NDIS Worker Screening Check
[ How to apply for a NDIS Worker Screening Check

Apply if you are under 18

Information for applicants under 18 and their parents/legal guardians

# |Apply v| Renew & Loginto MyRWVP ~  Check RWVP status Obligations ~  Support and resources »

@Translate | Fees | News | FAQs | Contact us |

Close

Apply for a RWVP
Step by step through the RWVP application process

Apply from interstate or overseas
How to apply for your RWVP from outside Tasmania T

How long will it take?

Factors that affect how long it takes to process an application for RWVP

v

C

Once you are ready to start your application, click the ‘Apply for a RWVP’ button to enter the
RWVP application portal.

/

2. Volunteer: this is for volunteers who do not get paid, receive material benefit or reward for their
work.

About the Volunteer Class:

¢ If you hold a Volunteer class of RWVP, it is an offence to receive payment or reward for your
work in a regulated activity.

* If you are a paid worker, it is an offence to engage in regulated activities with a Volunteer class of
RWVP.

¢ Find more information about volunteers and RWVP in our Volunteers fact sheet.

Now you can start completing the online application form!

You can pay the application fee within the online application form. See our fees webpage for
more information.

Apply for a RWVP

WNat to do before you apply

1: Make sure you need a RWVP

2: Prepare the information you need

3: Prepare your proof of identity

documents

4: Make sure you apply for the right

class of RWVP

What to do once you have applied

1: Keep your application receipt

2: Go to a Service Tasmania service

centre

What happens next?
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Part 1 continued

Now that you are in the portal, you will again see some important information about the
D proof of identity documents, what is required if you are applying for NDIS Worker Screening
Check, and additional requirements if you are under 18.

Start an application for RWVP

() Denotes mandatory field
Please read the following information to help you complete your RWVP application

Proof of Identity
« Have your proof of identity documents ready, and information such as your 5-year address history, details of your employer or volunteer organisation, and details of any family violence or other orders you may have been involved in. Read more about what you
need to begin the application and proof of identity documents
« You must present the same proof of idenfity documents you select in your application at a Service Tasmania Service Centre so your identity can be verified These can be original or cerfified copies, and they must be current Photocopies, digital and expired
documents will not be accepted. If you are applying from interstate, read more about applying from interstate.
« You will need to provide a name change document if your proof of identity documents are in a different name. Read more about providing evidence of a name change
NDIS Worker Screening Check
« To apply for a NDIS Worker Screening Check, you will need to provide details of your NDIS employer. You cannot apply for a NDIS Worker Screening Check if you do not have a NDIS employer. Your employer must verify your employment. Read more about who
needs a NDIS Worker Screening Check
Under 18 applicants
« If you are under 18, your parentllegal guardian must go to a Service Tasmania Service Centre with you to complete the process, including identity verification. Your parent/legal guardian must also provide the same proof of identity documents as you; and prove
(i connection or ‘link’ 0 you willt your birlh cerlificale or guardianship documents

Your application will net progross until you have comploted all those steps.
Type of application

Have you ever applied for a Registration to Work with Vulnerable People Card? * O Yes
O No

If you have not held a RWVP previously - Select ‘No’ for the first question.
If you have previously held a RWVP - please enter your previous registration number.

You will then see two more questions displayed: the class of registration and whether you
are the intended registration card holder. Answer these questions and you are ready to begin
your application.

epartm

Justice.

Start an application for RWVP

() Denotes mandatory field
Please read the following information to help you complete your RWVP application

Proof of Identity
« Have your proof of identity documents ready, and information such as your 5-year address history, details of your employer or volunteer organisation, and details of any family violence or other orders you may have been involved in. Read more about what you
need o begin the application and proof of identity documents.
« You must present the same proof of identity documents you select in your application at a Service Tasmania Service Centre so your identity can be verified. These can be original or certified copies, and they must be current. Photocopies, digital and expired
documents will not be accepted. If you are applying from interstate, réad more about applying from interstate:
« You will need to provide a name change document if your proof of identity documents are i a different name. Read more about providing evidence of a name change
NDIS Worker Screening Check
« To apply for a NDIS Worker Screening Check, you will need to provide details of your NDIS employer. You cannot apply for a NDIS Worker Screening Check if you do not have a NDIS employer. Your employer must verify your employment. Read more about
who needs a NDIS Worker Screening Check
Under 18 applicants
« If you are under 18, your parent/legal guardian must go to a Service Tasmania Service Centre with you to complete the process, including identity verification. Your parent/legal guardian must also provide the same proof of identity documents as you; and prove
their connection or link' to you with your birth certificate or guardianship documents

Your application will not progress until you have completed all these steps.

Type of application

Have you ever applied for a Registration to Work with Vulnerable People Card? » O Yes
@® No

Class of Registration: * @® Employee/Volunteer Fee: $137.20 you are working with children in paid employment capacity.
O Volunteer

Are you: * @ The intended Registration Card Holder.

© Someone fillng in the application on behalf of the intended Registration Card Holder.
[ rmnotarebor
Start Application
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Part 1 continued

Completing the application form

4—2—@ 00 0 7-0—0—0-

Personal  Applicant Registration Employment Relevant  Supporting Proof of Review Declaration  Confirmation
details details category details history documents identity and payment
details documents
N B Tip:

Make sure you have your proof of identity documents and information such as address
history and employment details ready before you start.

Enter your personal details, including your current email address, contact number

1 and preferred contact method.
Personal == | 7
details © 06 6 0 06 0 06 0 0 ©
Personal Applicant Registration  Employment Relevant Supporting Proof of Review Declaration ~ Confirmation
Details Details Category Details History Docs Identity and payment
Details Documents

() Denotes mandatory field

Registration Card holder details

Name: » [
[ No first given name

Date of Birth: * 1 ][ ]

Eier Emai Addressor obie Number s mandator.
Emai adress \ ]

Confirm email address: [ ]

What phone numbers can we contact you on? A minimum of one number must be provided

Mabile: [ |

Home Phone [ | (please include area code)
Work Phone: ( | (prease include area code)
What is your preferred method of contact? « O Mobile O Email

/

If you answer ‘Yes' to the first question, Have you ever been or are you currently known
2 by other names?, please enter your maiden/previous or alias name in both fields. For
example, you may have married and kept your maiden name, but as your title is now
Applicant MRS you must list your maiden name (even though it is the same). Otherwise, you can
details select the No button.

Enter your personal details, including gender, country of birth, state, town or village of
birth, residential address and how long you have lived at that address. If you have lived
at your current address for less than 5 years, you will need to add previous addresses
to complete your 5 year address history. There can be no gaps larger than 3 months.

Wolcomo. Sarah Cilizon  Logout

slsis e ¢ 0 6 0 0 o0 o o

Empioyment  Relovant  Supporing  Proof of Review  Declaration n
Details History Docs Identty aymen
uuuuuuuuuuuu

(%) Denotes mandatory field

16 you answer Yes" 1o e first question below and you are relaining yout tiaiden aime afler maiiiage, please enler your maiden name in bolh fields

Genaer: -

Country of Bin: +

Austrata

H

Postone [

)y

(Please provide at least the montn and the year)

Fostal Adaress As Above /
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Part 1 continued

Registration
category
details

Make sure you select:
+ the correct class of registration: employee/volunteer or volunteer

+ the registration category that matches the work or volunteering you currently do,
or plan to do: child-related activity, or child and vulnerable adult-related (NDIS-
endorsed) activity.

» My Registrations

© 0 6 0 6 o0 o o

«Personal Applicant  Regisiration ~ Employment  Relevant Supporting Proof of Review Declaration  Confirmation
Details Details Category Details History Docs Identity and payment
Details’ Documents

() Denotes mandatory flela

‘child and vulnerable adult (NDIS Endorsed) activity, you must also apply for ‘Child-related activity'

You are working with chilgren In paid employment capacty.

ble agul-related (NDIS endorsed) actvity

When you select the child-related activity category, you will need to choose the
applicable regulated activities from the list provided. If none of the listed activities
exactly match your role, select the closest option.

b My Registrations

» Registration Details e n E ° a E o @

+ Personal < Applicant Registration Employment Relevant Supporting Proof of Review Declaration Confirmation
Details Details Category Details History Docs Identity and payment
Details Documents

Registration Categories

 Child-related activity

Regulated Activities
Select the main child related activity where you are currently (or intend) working or volunteering. Your selection will not imit you registration.
Selected Regulated Activities

Child are senvice: Reamove

Select Regulated Activity to ada

[cpease saect- S BT
<pease scioc>
L RENEEY Adoption service

Chilg accorminodation service
il aisabiy service:
Cilg education service (govemment scnools)

You " NDIS employer. Have this information i ore starting the appiication pr For more information, please click on this I
00 MUSE P (s egucation service (non-govemment schooks) aNDIS employer. Have this information ready before starting the appiication process. For more information, please click on this

Chil related religious activity

/

If you select child and vulnerable adult-related (NDIS-endorsed) activity, you must
provide details of your NDIS employer. You can search for this using either the ABN/
trading name or NDIS employer ID.

You cannot apply for a NDIS Worker Screening Check without an NDIS employer.
For more information, visit the NDIS Worker Screening Check page on our website.

» My Registrations

b Registration Details e n E ° a E o @

+ Personal < Applicant Registration Employment Relevant Supporting Proof of Review Declaration Confirmation
Details Details Category Details History Docs Identity and payment
Details Documents

jou are curtently (or infend) working or voluneering Your selection will nol imit your regisiration

Selacted Regulated Activities

Child care servi

Child related commercial service  Remove

Select Regulated Activity to add

<please select> v|  Aca setectea Reguiatea Actity

thece ool P NDIS omployer.

Do you hold or have you ever held a NDIS ragistration? - ves e /
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Part 1 continued

Employment
details

Enter your employment or volunteering details in this section. You can add more
than one employer’s details if needed. When you are adding employers, please allow
time for any additional form fields to load.

The details required include the organisation you work or volunteer for, their email
address, your job title, whether you are employed or volunteering, and the start date
of your work.

b My Registrations

» Registration Details

© 6 0 0 0 o0 0©

 Personal Applicant  / Registration Employment  Relevant Supporting Proof of Review Declaration  Confirmation
Details Details Category Details History Docs Identity and payment
Details Documents
() Denotes mandatory field
Employment and Volunteering Details
An employer email address must be provided
Avre you currently working or volunteering in a child/adult related activity?
O Yes
O No
WARNING: You must advise details of all or where ion is required.

Registration, Accreditation, Approval or Licensing Authority Details

Select Add Regulated Body if your employment or volunteering details have changed

Are you also required 1o be registered, accredited, approved or licensed by another authority (€.g. teaching, child care, public passenger vehicle)?

O Yes
O No

If you are required to be registered, accredited, approved or licensed by another
authority (for example, the Teachers Registration Board or the Australian Health
Practitioner Regulation Agency), select ‘Yes’ and choose the relevant authority from
the list provided. Only select the authority if it appears in the dropdown list. If your
authority is not listed, you do not need to select anything.

Registration, Accreditation, Approval or Licensing Authority Details
Select Add Regulated Body if your employment or volunteering details have changed

Are you also required to be registered, accredited, approved or licensed by another authority (e.g. teaching, child care. public passenger vehicle)?
® Yes

O No
NOTE: Registrar of Motor Vehicles should only be selected by people that are required to hold an Ancillary Certificate to drive a Public Passenger Vehicle (such as a taxi, bus, luxury hire or restricted hire vehicle).

Regulated Body Name: * <please select> v

<please select>

Remove

Add Regulated Body

Australian Health Practitioner Regulation Agency
Education and Care Unit

Non-Govemment Schools Registration Board
Registrar of Motor Vehicles
Teachers Registration Board

Apply for a RWVP: A quick guide




Part 1 continued

Relevant
history

Supporting
documents

Answer all questions in this step honestly and accurately. Provide any additional
information if prompted.

» My Registrations

b Registration Details

6 0 o 0 o0 o

v Personal v Applicant Registration ./ Employment  Relevant Supporting Proof of Review Declaration  Confirmation
Details Details Category Details History Docs Identity and payment
Details Documents

(+) Denotes mandatory field

These are general registration questions
Have you lived in Australia for less than 5 years? *
O Yes

® No

Have you lived outside of Australia for 1 year or more? *
O Yes

® No

Have you been convicted o found guity of an offence outside Australia? *
O Yes

® No

Have you had a family violence order (or its equivalent) taken out against you in this or any other State or Territory in Australia? *
O Yes

@ No

Have you had a restraint order (or its equivalent) taken against you in this or any other State or Territory in Australia? »
O Yes

® No

Have you ever been involved in circumstances which have resulted in a Child Protection Order (or its equivalent) being granted in this or any other State or Territory in Australia? *

v

Provide details of your passport/s, licences and any supporting documents as
prompted. To complete your application, you will need to have these same proof
of identity documents verified at a Service Tasmania service centre in person.

Make sure they are current (expired documents will not be accepted). These can
be the originals, or copies that you have had certified by a Justice of the Peace,
Commissioner for Declarations, Notary Public, or other authorised officer.

» My Registrations
» Registration Details e o o o 0
» Update Contact Details
« Personal v Applicant  « Registration  Employment + Relevant  Supporting Proof of Review Declaration  Confirmation
Details Details Category Details History Docs Identity and payment
Details Documents
(% Denotes mandatory field
Passport/ Licences Details ( 3
Do you have a current Australian passport? * @® vesO No
Passport Type * [Government ]
Passport Number (100110110000
expryoate:+ [0t /[ o1 /[ 2028 |
D0 you hiave a curent inlemational passport? * ® vesO no
Passport Type *
Gountry Of Issuc *
Passport Number (100110110000
expry oate:* (o1 Ji[ o1 |/ 208 |
Do you have a current Australian Drivers Licence? * ®
Issuer
Licence Number+ (0110011
ExpiyDate:+ [01 |1[ 01 1] 2028 |
Do you have a current Foreign Dvers Licence? * O Yes ® No
Do you have a current Firearms Licence? * Yes® No
L J /
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Part 1 continued

7

Proof of
identity
documents

Now make sure that you have all these documents to take with you to a Service
Tasmania service centre.

You may need to select additional supporting documents from the drop-down
list provided. If your documents are not all in the same name (for example a birth
certificate in your maiden name) you must provide evidence of your name change.

» My Registrations

» Registration Details o o ° @

» Update Contact Details

v Personal v Applicant v Registration + Employment + Relevant v Supporting Proof of Review Declaration Confirmation
Details Details Category Details History Docs Identity and payment
Details Documents
(%) Denotes mandatory field
PLEASE NOTE: Using the documents below, you will need o verify your identty.
‘You will need to provide original or certfied documents.
Further information on how you can verify your identity will be given once you have completed the application process.
Commencsement of identity documents
Australian Passport Remove
Gurrent passport, not expired.
Primary use in the community documents
Remove

Australian Drivers Licence
Current Australian drivers licence, leamer permit or provisional licence issued by a state or territory, showing a signature and/or photo and the same name as claimed

Secondary use in the community documents

Select a document type to add

(splease setect- <] Add selected document type

Name change documents
DO you liave a different name (e.g. former name, maiden name) appeating O ves O No
on any of tne identiy Gocuments You Wish 10 rovide (nave providea) for

identity purpose? *

o | )

If you are an interstate or overseas applicant, you will need to upload your certified
proof of identity documents in this step.

» My Registrations

» Registration Details o o o @

» Update Contact Details

v Personal v Applicant v Registration  Employment + Relevant v Supporting Proof of Review Declaration Confirmation
Details Details Category Details History Docs Identity and payment
Details Documents

() Denotes mandatory field
All identity documents must be certified by a Justice of the Peace, Commissioner for Declarations or Notary Public.

-
Commencement of identity documents

Australian Passport Remove
Current passport, not expired.
Choose a file to upload: | Choose file | No file chosen
L
-
Primary use in the community documents
Remove

Australian Drivers Licence
Current Australian drivers licence, leamer permit or provisional licence issued by a state o territory, showing a signature and/or photo and the same name as claimed

Choose a file to upload: | Choose file | No file chosen

Foreign Passport Remove
Current passport issued by a country other than Australia with a valid entry stamp of visa.
Choose a file to upload: | Choose file | No file chosen

- /
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Part 1 continued

Review

Declaration

Review your application carefully to make sure all information is correct.

If you need to make changes, use the numbered buttons at the top of the screen
to return to the relevant section and update your details before submitting your
application.

» My Registrations

» Registration Details

© o0 O0

+ Personal v Applicant Registration + Employment + Relevant v Supporting v Proof of Review Declaration  Confirmation
Details Details Category Details i Docs. Identity and payment
Details Documents

() Denotes mandatory field

Please ensure all details below are correct. Should you need to edit the details please navigate back to the page either by using the Previous button below or clicking on the number relating to the page you wish to return

Personal Details

Full Name: Mrs Sarah Citizen

Date of Birth 01/01/2001

Email address sarah citizen@example.com

Mobile: 0400000000
Home Phone:

Work Phone:

Preferred method of correspondence: Mobile

Applicant Details
Previous Names: saran Citizen
(Maiden Name)

Gender: Female

Place of Birth Hobart, TAS, Australia

Residential Address: 1
sample Road
HOBART
TAS 7000 Australia

From 01/01/2020

Read the declaration carefully before submitting your application.

Tick the required acknowledgement checkboxes and click ‘Submit’ to submit your
online application.

Department

of Ju

o O

< Personal v Applicant Registration  Empleyment « Relevant v Supporting  + Proof of + Review Declaration ~ Confirmation
Details Details Category Details History Docs Identity and payment
Details Documents

9.1 acknowledge that personal information provided in the application process may be disclosed to the Department of Justice or equivalent agency (including coniractors or related bodies corporate) located in Australia or overseas for
‘administrative purposes, including for maintaining a national registration database.

10.1 acknowledge that personal information may be disclosed to Ausiralian Police Agencies for use for their respective law enforcement purposes including the investigation of any outstanding criminal offences.

1.1 acknowledge that wihil the Regisiraion to Work with Vulnerable Peopl isinforce. may store in the Tasmanian Police database (whether or not a person has a criminal record),

12,1 acknowledge that new criminal history information or misconduct reports received by the Department o Justce while the Registration to Work with Vulnerable People system s i force may be used o reassess a regisiration satus.

151 acknowledge that if| request a review of a decision by the Depariment o Jusiice regarding an application for Registration to Work with Vuinerable People, any information that was sed in the assessment of hat application may be made
available to an expert,a trbunal or courtinrelation o the review of the decision.

14,1 acknowlsdge that it is an offence under the Registration to Worik with Vuinerble People Act 2013 for a parson required to be registered to be engaged in a regulated actvty without a vald registration. If an application is withdraw or refused,

orf a registration s surrendered, suspendad or cancelle, then | may not be legally able to work with vulnerable people

15. | acknowiedge that application fees are non-refundable

(0 1 nave read ana understood this INTOrMAoN, ana | CONSent 10 the CONAIIONS aDOve.

O 1 understand that the Department of Justice may notify my employer that my National Police History Check (NPHC) does not contain any criminal history information about me if
« My NPHC does not contaln any criminal history Information; and
« 1am an employee or volunteer of a Tasmanian govemment agency.

Previous

Apply for a RWVP: A quick guide 10



Part 1 continued

The final step of your online application is important. Make a note of your
application reference number and download your New Application receipt.

Check whether there are any outstanding actions you need to complete, such as
paying the application fee or verifying your identity. Any required actions and their
due dates will be listed on this page.

Confirmation
and payment

» My Registrations

» Registration Details

Applcant  Registration  Employment  Relevant  Supporting oot of Review Decaraton  Confimation
Detalls Category Detalls History Docs gentry
Detais Documents

» Update Contact Details

K with Vuinerable People Form. This application has been submitied for processing

below

@ Print it OR
415836071

fied - applicants may present certified copies or original documents to Service Tasmania
Tor your Registraton cara

ISsioner of Deciarations or Notary PUDIC) of the three proof of

Outstanding actions?

If you do have outstanding actions, it is important that you complete them

by the due date. For example, if you have to pay any outstanding fees, you

can do this through your MyRWVP account. To log in you will need to use your
application reference number, your surname and your date of birth. You can also
pay at a Service Tasmania service centre.

If you do not complete them within the due date, your application will not be
processed.

No outstanding actions?

2 If you do not have any outstanding actions, your online application is complete
and you do not need to do anything further.

@ This is mostly applicable if you are a volunteer who is applying from interstate.

End of Part 1

This completes Part 1 of the application process.

You can now log out of the application portal.

Continue to the next page for Part 2 of the application process.

Apply for a RWVP: A quick guide 11
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Part 2: Verify your identity

This section explains how to verify your identity through Service Tasmania.
This section does not apply to interstate or overseas applicants.

Important: You must complete this part to finalise your RWVP
application.

To verify your identity, you must go to a Service Tasmania service centre within
21 days of submitting your application.

If you do not verify your identity within this timeframe, your application will
expire and cannot be processed. If this happens, you will need to submit a new
application (unless you have paid).

Visit a Service Tasmania service centre

Visit a Service Tasmania service centre to verify your identity in person.

Make sure you bring the proof of identity documents you selected in
your online application (ensure these are current as expired documents
will not be accepted).

These can be the originals, or copies that you have had certified by a
Justice of the Peace, Commissioner for Declarations, Notary Public, or
other authorised officer.

Your RWVP application is now submitted.

The RWVP team will now assess your application, including the required
background checks and risk assessments.

Most applicants will receive an outcome within 6 weeks. However, it may
take longer if additional information is needed.

Please note that we are unable to provide application progress updates
while your application is being assessed.

a &
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