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1. PURPOSE AND SCOPE 

The purpose of this policy is to safeguard One2One and its consumers against appointing Board 

members, recruiting staff, volunteers and contractors who have been convicted of criminal 

offences that may present increased risks to the organisation and its consumers. These risks 

include, but are not limited to, possible fraud, misappropriation of funds, violence, abuse, neglect 

and the recruitment of unsuitable people to provide services to adults and children with disability. 

This policy recognises One2One’s legal and moral duty of care obligations under relevant 

legislation, including the National Disability Insurance Scheme Act 2013, the NDIS Practice 

Standards, the Disability Services Act (where applicable), the Working with Children (Criminal 

Record Checking) Act 2004 (WA), and any screening requirements for aged care-funded programs. 

This policy applies to all One2One’s services and all people engaged by One2One, including 

employees, Board members, volunteers, contractors and students on placement. 

2. POLICY STATEMENT 

One2One requires that all staff, Board members, volunteers, contractors and students on 

placement who are engaged in work for the organisation have appropriate and satisfactory 

criminal record checks prior to commencing duties, and on an ongoing basis as required. 

For NDIS supports and services, this includes a valid NDIS Worker Screening Check (NDIS WSC) 

for all workers in risk‑assessed roles, in accordance with the NDIS (Practice Standards – Worker 

Screening) Rules 2018 and any subsequent amendments. 

Where workers will have contact with children under 18 years of age in child‑related work, a 

current Working with Children Check (WWC Check) is also required in line with the Working with 

Children (Criminal Record Checking) Act 2004 (WA). 

NDIS Worker Screening Checks are generally valid for five years, and WWC Checks are generally 

valid for three years; workers must maintain current clearances and renew them before expiry for 

the duration of their involvement with the organisation. 

3. POLICY CONTENT 

The following procedures are to be implemented to ensure that staff, Board members, volunteers 

and contractors have appropriate criminal records checks prior to undertaking any duties for 

One2One.  

3.1. Screening Requirements 

One2One will:  
• require potential Board members to obtain a NDIS WSC prior to appointment to the 
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• inform all prospective staff and volunteers that they will be required to apply for a NDIS 

WSC prior to commencing work at One2One 

• ensure that, where workers will have contact with children in child‑related work, they 

hold a current Working with Children Check (WWC Check) in accordance with the 

Working with Children (Criminal Record Checking) Act 2004 (WA). 

3.2. Pre-engagement Processes 

One2One will: 

• require short‑listed applicants (staff or volunteers) to provide documentary proof of 
identity when attending the selection interview 

• require recommended applicants (staff, volunteers and Board members) to obtain a 
satisfactory Nationally Coordinated Criminal History Check or equivalent police check 
and, where required, a WWC Check prior to commencing duties at One2One 

• where a recommended applicant has lived outside Australia for 12 months or more in 
the last 10 years, or since turning 16 (whichever is more recent), require additional 
overseas criminal history checks and/or statutory declarations in line with NDIS 
Commission and government guidance. 

Conditional engagement before clearance 

One2One may allow a person to commence work in a risk‑assessed role prior to obtaining an 
NDIS Worker Screening Check clearance only where all the following conditions are met: 

a) Application lodged and written confirmation received 

i. confirmation issued by Worker Screening Unit 

ii. One2One has verified and linked the worker in the database 

b) b. One2One has confirmed no interim bar, exclusion, suspension or cancellation 

c) c. Direct supervision by a worker with current NDIS WSC 

d) d. Risk management plan developed and implemented 

e) e. For secondary school students on a formal work experience placement, One2One 
may engage the student before they obtain a NDIS WSC, provided the student is 
directly supervised at all times by a worker with a current NDIS WSC or other 
acceptable check under transitional or special arrangements, in line with NDIS 
Commission guidance. 

3.3. Contractors and third-party providers 

One2One will require all contractors (and their employees) who are likely to have contact 
with consumers or access to sensitive information to satisfy the organisation that appropriate 
criminal history screening has been obtained and is current (for example, NDIS WSC, WWC 
Check, aged care police check, or National Police Check, as applicable). One2One may 
require contractors to provide copies of clearances or written confirmation from their 
employer and may refuse engagement or suspend work if satisfactory evidence is not 
provided. 

3.4. Ongoing monitoring, record keeping and privacy   

One2One will maintain ongoing oversight of worker screening and criminal history checks to 
ensure all clearances remain current and valid. It will maintain a secure register of criminal 
record checks and worker screening outcomes for all staff, Board members, volunteers, 
contractors and students on placement. This register will include the type of check, issuing 
body, clearance or card number (where applicable), issue date and expiry date, and any 
conditions or risk management  



One2One Pty Ltd. All Rights Reserved. 3 of 3 

 

Workers must immediately notify One2One if: 

• their NDIS WSC, WWC Check or other required clearance is suspended, cancelled, or 
subject to an interim bar or exclusion; or 

• they are charged with or convicted of any offence that may impact their suitability to 
work with people with disability, children or older people. 

The register and related records will be stored securely and accessed only by authorised 
personnel in accordance with One2One’s Privacy and Confidentiality policies and relevant 
privacy legislation. 

3.5. Risk management, decision-making and non-compliance 

One2One will assess all criminal history and worker screening outcomes on a case‑by‑case 

basis, taking into account the nature of any offences, their relevance to the role, the time 

elapsed since the offence, any pattern of behaviour and any evidence of rehabilitation. 

Where required, a documented risk assessment and risk management plan will be 

completed. 

One2One will remove a worker from any risk‑assessed or child‑related role if they do not 

hold a current and valid clearance, or where an interim bar, exclusion, suspension or 

cancellation applies and will comply with any notification and reporting obligations to the 

NDIS Commission or other regulators. 

Failure to consent to required checks, to provide requested evidence, or to disclose relevant 

changes to criminal history or screening status may result in withdrawal of an offer of 

engagement, redeployment to non‑risk‑assessed duties, or termination of engagement, 

subject to procedural fairness requirements. 

4. PERFORMANCE ATANDARDS 

The following performance standards must be met to ensure that the procedures specified in 

Section 3 are implemented effectively: 

4.1 All prospective staff, Board members, volunteers and contractors have been informed of the 
requirement to provide a satisfactory criminal records check. 

4.2 Applicants (staff and volunteers) have provided proof of identity at the interview, and the 
nature of those documents are recorded in the interview notes. 

4.3 All recommended staff, Board members, volunteers and contractors have satisfactory 
criminal records checks and working with children checks for those who will work with 
people under the age of 18 years, and copies have been stored on their personal files. 

4.4 The register of worker screening and criminal record checks is maintained, kept up to date 
and periodically audited. 

4.5 Where workers commence in risk‑assessed roles prior to their NDIS WSC outcome, a 
documented risk management plan is in place and controls are consistently implemented. 

5. POLICY REVIEW 

This policy will be reviewed on a two-yearly basis.  However, if at any time the legislative, policy or 
funding environment is so altered that the policy is no longer appropriate in its current form, the 
policy will be reviewed immediately and amended accordingly.  
 

Authorised:  Director – One2One 

  


