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How to renew your Registration to Work
with Vulnerable People (RWVP)

There are two main parts to your RWVP renewal application:
1. completing the renewal application by logging into your MyRWVP account
2. verifying your identity through your myServiceTas account.

This quick guide will help you through both parts.

1 Part 1: Complete the online application

Log in to MyRWVP and complete the renewal application.

Part 2: Verify your identity through Service
Tasmania

Gather your proof of identity documents and verify your identity with Service
Tasmania through your myServiceTas account.

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.

Watch our training videos

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

«  RWVP Renewals Application: Part 1 training video

« myServiceTas Online Identity Verification: Part 2 training video.

LN
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https://wwcforms.justice.tas.gov.au/MyLicence/
https://www.service.tas.gov.au/rwvp-renewals
https://www.service.tas.gov.au/rwvp-renewals
http://portal.my.service.tas.gov.au
https://player.vimeo.com/video/1193803628
https://player.vimeo.com/video/1193806348

Part 1: Complete the online application

This section explains how to renew your RWVP online using MyRWVP.

Opening the renewal application form
Tabs A, B and C below guide you through the steps to open the renewal application.

To get started, go to MyRWVP and log in to your account using your RWVP registration
A number, last name and date of birth. You will then need to complete two-factor
authentication to access your MyRWVP dashboard.

Department of
Justice

N ) /

Once you are logged in, you will see your MyRWVP dashboard, which shows your current
B  RWVP details.

N

Click the ‘Renew’ link to access the renewal application.
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Part 1 continued

On the Renewals page, you will find information about the proof of identity documents

C needed to complete your renewal. To make the application process quicker and easier,
make sure you have your documents ready before you start. For more information about
the documents you need, visit the proof of identity page on our website.

)

Click ‘Continue’ to start the renewal application form.

The next page walks you through the steps to complete the application form.
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https://www.justice.tas.gov.au/rwvp/support-and-resources/poi-requirements

Part 1 continued

Completing the application form

There are 9 steps to complete this part of your application.

—2—60— 000

Personal Applicant Registration ~ Employment Relevant Supporting
details details category details history documents
details

—O0—O-

Review Declaration  Confirmation
and payment

e Q Tip
4 Some details from your current RWVP will be automatically filled in. You can edit certain
" information (such as employer and address) as you complete your application.

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

1 and preferred contact method.

Personal
details

Provide any other names you have used or any name changes (for example, after
2 marriage), as well as your gender. You must update your residential address if it has
changed. If you have lived at your current address for less than 5 years, you will need

Applicant
details

to add previous addresses to complete your 5 year address history.
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Part 1 continued

Registration
category
details

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

* 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).

NS

If 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.
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Part 1 continued

3

Registration
category
details
continued

Employment
details

If you select child and vulnerable adult-related (NDIS-endorsed) activity, you
must provide details of your NDIS employer, such as the ABN, trading name or NDIS
employer ID.

You cannot apply for a NDIS Worker Screening Check without an NDIS employer (see
information below for self-employed applicants). For more information, visit the NDIS
Worker Screening Check page on our website.

If you currently have child and vulnerable adult-related (NDIS-endorsed)
activity selected, please consider whether you still need it for your work or
volunteering. If not, remove it by unselecting the checkbox.

—/

Check that the employment and volunteering details in this section are current and
correct. You can update, remove or add employer details if needed. If you make
changes, please allow time for any additional tabs to load.

The details captured 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.

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.

/
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Part 1 continued

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

Relevant
history

° Provide details of your passport, licences and any supporting documents.

Some information from your current licences may be automatically filled in. Check
that these details are correct and update them if needed. You may also need to select

your supporting documents from the drop-down lists provided.

Supporting
documents

L J /

If you are an interstate or overseas applicant, you will need to upload your proof of
identity documents in the next step.
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Part 1 continued

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

7

Review

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.

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

e Read the declaration carefully before submitting your application.

Declaration

Please continue to step 9 on the next page.
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Part 1 continued

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

No outstanding actions?

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

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 (or at any Service Tasmania service centre). If

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

End of Part 1

This completes Part 1 of the renewal process.

You can now log out of MyRWVP and log in to your myServiceTas account.

Continue to the next page for Part 2 of the renewal process.
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Part 2: Verify your identity

This section explains how to verify your identity through Service Tasmania.

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

If you have an outstanding action to verify your identity, you must complete Part 2
within 21 days of submitting your application to complete your renewal.

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.

Choose how you would like to verify your identity

There are 2 ways to verify your identity through Service Tasmania as part of your RWVP renewal.

Option 1: Option 2:
Verify your identity online Visit a Service Tasmania service centre

r

Visit a Service Tasmania

g service centre to verify =
£ ;%\ your identity in person. é
e

Make sure you bring
the proof of identity
documents you selected
during your online
application.

Log in to your
myServiceTas account
using your mobile or
desktop and complete the
RWVP identity verification
process online.

=

Not sure which option is right for you? Read on to learn more about both identity verification
options and choose the one that best suits your needs.

Option 1: Verify your identity online
To verify your identity online, you must have a myServiceTas account.

If you do not already have a myServiceTas account, you can create one through the Service Tasmania

website. Simply enter your personal details and verify your email address.

If you already have an account, log in and complete the online identity verification process using:
+ the myServiceTas mobile app, or

+ the myServiceTas website on a computer with a camera.

You cannot verify your identity online if:

* you have not paid your registration fee online while you were completing your application
through MyRWVP

+ all your identity documents do not have the same name as your RWVP card. If your names differ,
you will need to go into a Service Tasmania service centre (option 2) to verify your identity.
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After logging in to your myServiceTas account, click 'RWVP identity verification”
* onacomputer, find it under ‘All services’
« inthe mobile app, select it from ‘Linked services'.

/ /

If RWVP is not already linked in the app, select ‘Link a service’ and then ‘Registration to Work with
Vulnerable People'.

Download the myServiceTas app

Scan the QR codes below to download the myServiceTas
mobile app from your preferred app store.

Apple App Store Google Play

The next page walks you through the online process for
verifying your identity.
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Part 2 continued

There are 7 steps to verify your identity online.

L 2—@—0—0—0—0-

Instructions Personal RWVP card Face

Commencement Primary Use in Review and
details details verification of ID Community ID submit
Before you start, read the information provided so you understand what to expect
1 and which documents you will need.
Instructions 4
/
Confirm your name and date of birth. These details must exactly match the proof of
2 identity documents you selected.
Personal 4
details
Charlotte Citizen
30 August 2000
/
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Part 2 continued

of birth may already be filled in. If these details are incorrect, select ‘myServiceTas
profile’ to update them.

RWVP Fard After updating your details, you will return to the myServiceTas homepage and will
details need to start the identity verification process again.

‘ Enter your RWVP card registration number and expiry date. Your name and date

/

Charlotte

Citizen

30 August 2000

In this step, you will be asked to take a photo of your face using your mobile device
or a computer camera. The system will compare this photo with the photo on your

RWVP card to confirm your identity.

Face

verification

Renewing your RWVP: A quick guide
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Part 2 continued

Follow the on-screen instructions and s
tips to help the system capture a clear
image.
Face
verification For example, make sure your screen
continued brightness is turned up.

When your identity has been verified,
you will see the message: ‘Success!
Photo matched.’ J

Select the Commencement of Identity document you listed in your application and
enter the required details. This may be your Australian birth certificate, Australian
citizenship certificate, Australian passport, International passport with Australian

Commencement Visa, or ImmiCard.
of ID

/

In this step, select the Primary Use in the Community document you listed in your

application. Enter the required details exactly as they appear on the document.

Primary 4
Use in the
Community
ID

/
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Part 2 continued

Review the information you have entered and make sure it is correct.

7

Review and . o S . . .
submit Once you have submitted your identity verification, you will receive a receipt that

includes your registration number.

If you need to make any changes, go back and update the relevant details before
submitting.

/

Your RWVP renewal application is now submitted.

You can now log out of your myServiceTas account.

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.

Option 2: Visit a Service Tasmania service centre

If you do not wish to verify your identity online, you can visit a
Service Tasmania service centre and verify your identity in person
using the proof of identity documents listed in your application.

Appointments are available at the Hobart and Launceston
service centres, or you can visit any Service Tasmania service
centre as a walk-in customer.

End of Part 2

This completes the RWVP renewal process. Your renewal application
has now been submitted for assessment by the RWVP team.
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