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Name of document	2
Dear [NAME]
The Department of Health and Human Services (the department) operates a Disability Worker Exclusion Scheme (the Scheme) which applies to all providers of disability services funded or registered by the department and to Disability Workers employed at such services (workers). 
The Scheme provides a mechanism to collect, store and use information about persons who are deemed unsuitable to work with clients in disability services. It is designed to protect clients and workers by ensuring that persons who are found to be unsuitable are placed on the Disability Worker Exclusion List (the List) and prevented from obtaining employment or performing Excluded Work in disability services with the department or an organisation funded or registered by the department. 
[ORGANISATION NAME] [receives funding from / is registered by] the department to provide disability services and is therefore required by the terms of this Scheme to report to the Disability Worker Exclusion Scheme Unit (Unit) if they become aware that a worker, former worker or potential worker, has engaged in conduct which may fall within the criteria for placement on the List.
On [DATE], [specify briefly the reason for notification - e.g. it is alleged you physically assaulted a client]. 
This conduct [, if proven,] - include these words for notifications arising from an investigation] falls within the criteria for the List and [ORGANISATION NAME] has therefore provided the above information to the Unit as required by the Scheme.
The Unit will write to you in order to confirm with you that they have received a notification and will advise as to what will happen next in respect of the notification.
However, you should be aware that it is a requirement of the Scheme that until you are advised that your name will not be placed on the List, you are not permitted to apply for or commence or continue  employment or engagement by:
A. a disability service provider (as defined in the Disability Act 2006 (Vic)) as:
A Disability Worker, being a person engaged by a service provider who:
(i) provides, or supervises or manages a person who provides direct support to a person with a disability, and
(ii) has direct contact or access to a person with a disability 
and excluded from any work at the disability service that falls within the definition of Excluded Work being work at a disability service:
1. as a Disability Worker, or
1. that involves regular direct contact with or access to a person with a disability.
B. a registered NDIS provider registered under section 73E of the National Disability Insurance Scheme Act 2013 (Cth) as:
1. an NDIS worker involved in the direct delivery of specified supports and services to people with a disability as a normal part of their duties or
1. an NDIS worker likely to require more than incidental contact with people with a disability as a normal part of their duties
1. a key personnel as defined under section 11A of the National Disability Insurance Scheme Act 2013 (Cth) which includes executive, senior management and operational positions in a registered NDIS provider (such as, a Chief Executive Officer, Chairperson or Board Member).
Further information about the operation of the Scheme can be found on the DWES page on the department’s website <http://providers.dhhs.vic.gov.au/disability-worker-exclusion-scheme> or by contacting the unit via email <DWESU@dhhs.vic.gov.au> or phone: (03) 9096 3203.
	To receive this publication in an accessible format phone (03) 9096 3203, using the National Relay Service 13 36 77 if required, or email the DWES Unit <DWESU@dhhs.vic.gov.au>.
Authorised and published by the Victorian Government, 1 Treasury Place, Melbourne.
© State of Victoria, Department of Health and Human Services, November 2019.
Available at the DWES page on the department’s website <https://providers.dhhs.vic.gov.au/disability-worker-exclusion-scheme>.
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