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INTRODUCTION 

Context 

As of 2025, the Worker Screening Unit (WSU) is a business unit that sits within the 

Department of Government Services and is responsible for screening workers in 

accordance with the Worker Screening Act 2020. At the time of issue of this standard, the 

WSU was responsible for issuing, reviewing and managing Working With Children Checks 

and NDIS Worker Screening Checks. During development of this standard, it was 

understood that other worker screening programs may be added to WSU's purview in the 

future. 
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Copyright Statement           

© State of Victoria 2025 

 

 

 

Except for any logos, emblems, and trademarks, this work (PROS 25/05 Worker 

Screening Function) is licensed under a Creative Commons Attribution 4.0 International 

license, to the extent that it is protected by copyright. Authorship of this work must be 

attributed to the Public Record Office Victoria. To view a copy of this license, visit 

http://creativecommons.org/licenses/by/4.0/  

 

Disclaimer           
The State of Victoria gives no warranty that the information in this version is correct or 

complete, error free or contains no omissions.  The State of Victoria shall not be liable for 

any loss howsoever caused whether due to negligence or otherwise arising from the use 

of this Standard.          

 

  



Retention and Disposal Authority for Records of Worker Screening 

Function 

Authority number: PROS 25/05 

 4 of 12 

 

OFFICIAL 

Retention and Disposal Authority for Records of Worker Screening 

Function 

 
 

Retention and 

Disposal 

Authority No      

PROS 25/05 

 

Scope      This RDA applies to the records of the Worker Screening Unit. The 

function of the Unit is to assess and issue valid checks to workers 

and volunteers who work with vulnerable people such as children 

and NDIS participants. 

 

Status      Issued by Keeper 

 

Issue Date      17/06/2025 
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Reference Function Activity Page 

1 Application Management and 

Assessment 

 10 

2 Appeal Management  12 
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Introduction          

Purpose of this Authority          
The purpose of this Authority is to provide a mechanism for the disposal of public records 

in accordance with the Public Records Act 1973.  

The Authority: 

• identifies records which are worth preserving permanently as part of Victoria’s 

archival heritage 

• prevents the premature destruction of records which need to be retained for a 

specified period to satisfy legal, financial and other requirements of public administration, 

and 

• authorises the destruction of those records not required permanently. 

 

Context of this Authority 
Public Record Office Victoria Standards 

This Authority should be used in conjunction with the Standards issued by the Keeper of 

Public Records under Section 12 of the Public Records Act 1973. Copies of all relevant 

PROV standards, specifications and regulatory advice can be downloaded from 

www.prov.vic.gov.au. These documents set out the procedures that must be followed by 

Victorian public offices. 

 

Disposal of records identified in the Authority 

Disposal of public records identified in this Authority must be undertaken in accordance 

with the requirements of Public Record Office Standard - Disposal.  

 

It is a criminal offence to unlawfully destroy a public record under s 19(1) of the Public 

Records Act 1973.  

 

The destruction of a public record is not unlawful if done in accordance with a Standard 

established under s 12 of the Public Records Act 1973.  

 

This Standard (also known as an Authority) authorises the disposal of public records as 

described within its provisions. However, disposal is not authorised under this Standard 

if it is reasonably likely that the public record will be required in evidence in a current or 

future legal proceeding. 



Retention and Disposal Authority for Records of Worker Screening 

Function 

Authority number: PROS 25/05 

 7 of 12 

 

OFFICIAL 

For the purposes of this Retention and Disposal Authority, a ‘legal proceeding’ has the 

same meaning as the Evidence (Miscellaneous Provisions) Act 1958, and includes any 

civil, criminal or mixed proceeding and any inquiry in which evidence is or may be given 

before any court or person acting judicially, including a Royal Commission or Board of 

Inquiry under the Inquiries Act 2014. 

Under PROS 22/04 Disposal Standard, authorisation to destroy public records is 

WITHDRAWN and NOT GIVEN (even if specified in an RDA or other authorised disposal 

instrument) if: 

• it is reasonably likely that they will be needed in a current or future legal 

proceeding. This includes any civil or criminal proceeding or an inquiry where 

evidence may be given before a court or person acting judicially such as a Royal 

Commission or Board of Inquiry 

• they are required for meeting any Freedom of Information (FOI) applications which 

are not finalised 

• they are required for audits or investigations which are not yet finalised; and/or 

• they are subject to disposal freezes applied by government or by the organisation. 

If the public office identifies that public records must be retained under other applicable 

legislation for a period that exceeds the retention period specified under the Standards, 

then the longer retention period must apply. 

Normal Administrative Practice 

PROS 22/04 Disposal Standard authorises the destruction of some public records under 

Normal Administrative Practice (NAP) principles. Low value facilitative records described 

below are authorised for destruction by PROS 22/04 under NAP principles: 

• working documents, such as notes or calculations, used to assist in the preparation 

of other records 

• minor drafts and transitory documents, where the content is reproduced elsewhere, 

and the information will not be needed to show how the work has progressed or 

actions approved 

• minor updates of content, such as those in databases, which will not be needed to 

show actions, decisions, or approvals 

• communications for the purpose of making minor arrangements 

• duplicate copies 

• periodic backups of records, information, data, software and settings for recovery in 

case of technical failure and/or catastrophe and are duplicate copies of official 

business records/data that is held elsewhere on a managed system. 
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Transfer of records to Public Record Office Victoria 

Contact Public Record Office Victoria for further information on procedures for 

transferring permanent records to archival custody.  

 

Use of Other Authorities 
In applying the disposal sentences set out in this Authority, reference should be made to 

other current Authorities where applicable. Where there is a conflict between two 

Authorities (for instance this Authority and the General Retention and Disposal Authority 

for Records of Common Administrative Functions), consult the Public Record Office 

Victoria for advice.            

Explanation of Authority Headings          
Class Number 

The class number or entry reference number provides citation and ease of reference. 

 

Description 

The description of each record class is specified in this entry. A record class is a group of 

records that relate to the same activity, function or subject and require the same 

disposal action. 

 

Status 

This entry provides the archival status of each class - either permanent or temporary. 

 

Custody 

This entry specifies whether the records are to be retained by the public office or 

transferred to the Public Record Office Victoria. Permanent records must be managed and 

transferred in accordance with PROV Standards.  
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Establishment of Standard          
Pursuant to Section 12 of the Public Records Act 1973, I hereby establish these 

provisions as a Standard (also known as a Retention and Disposal Authority) applying to 

Worker Screening Unit. This standard as varied or amended from time to time, shall have 

effect from the date of issue unless revoked. 

Justine Heazlewood, Keeper of Public Records  

Date of Issue: 17/06/2025 

 



Retention and Disposal Authority for Records of Worker Screening 
Function 

 

Authority number: PROS 25/05 

No Function/Description Status Disposal Action 

 

 10 of 12 

OFFICIAL 

1.0Application Management and Assessm ent Application Management and Assessment 

The function of receiving applications for a worker 

screening check, assessing those applications against 

set requirements, and informing the applicant of the 

outcome of their application. 

The occupational fields where a worker screening check 

is required are outlined in worker screening legislation. 

The fields involve work with vulnerable people, including 

children and people with disabilities. Both employees 

and volunteers are required to apply for a check to 

ensure that they do not pose an unacceptable risk to the 

health and safety of the vulnerable people they are 

working with. 

This function covers the entire application and 

assessment process, from the initial application, to the 

assessment of supporting information received from 

Victoria Police and other notifying bodies, and through 

to notification of the outcome to the applicant. 

This function does not cover appeals from applicants 

who were denied a worker screening check; for this see 

function 2.  

See Records of Common Administrative Functions 

Community Relations for records of enquiries and 

complaints 

  

1.1Application Management and Assessm ent Long-Term Records 

The full case file for each applicant to a worker 

screening program. Includes Working With Children 

Check, NDIS Check, and other programs implemented 

to screen workers and volunteers prior to taking up a 

position working with a vulnerable group. 

The case file may include: 

• name of applicant 

• date of birth 

• address and other contact details 

• details of employer/volunteer organisation 

and where applicable: 

Temporary Destroy 100 

years after 

date of birth 

of the 

applicant. 
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• descriptions of criminal conduct obtained from 

other agencies such as Victoria Police  

• descriptions of professional misconduct, and/or 

• reasons for exclusion from a Check. 

 

This class also includes notifications received from 

prescribed bodies and notifying bodies about offenders 

who have not yet applied for a Check and who are 

prohibited from being granted a Check. Notifications 

may be received from bodies such as Victoria Police, 

Commissioner for Children and Young People, and the 

Victorian Institute of Teaching. Includes notifications 

received as part of information sharing programs with 

worker screening agencies in other states and 

territories. 

1.2Application Management and Assessm ent Short-Term Records 

Records of short-term value generated as part of the 

application and assessment process. Includes: 

• copies of CCTV or other video footage/audio 

recordings received as evidence of an applicant's 

suitability to hold a valid Check 

• weekly lists of current Check holders generated 

for Victoria Police as part of the ongoing 

monitoring process. 

Temporary Destroy 5 

years after 

action 

completed. 

1.3Application Management and Assessm ent Facilitative Records 

Facilitative records of the application and assessment 

process, including: 

• documents received as part of an application 

deemed not relevant and therefore not included 

in the case file 

• documents supplied by the applicant that are 

unable to be used or are supplied in error, e.g. 

photographs depicting multiple people 

• other facilitative records of the application 

process that do not become part of the case file. 

Temporary Destroy after 

administrative 

use has 

concluded. 
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2.0Appeal Managem ent Appeal Management 

The function of managing and responding to appeals 

against exclusions from a worker screening check. 

Some categories of prior offences do not result in 

immediate exclusion from a check. If an applicant is 

excluded due to such an offence, they can appeal this to 

the Victorian Civil and Administrative Tribunal (VCAT).  

This function covers the entire process of defending an 

appealed exclusion at VCAT. 

  

2.1Appeal Managem ent Long-Term Records 

The full case file for each applicant where exclusion from 

receiving a valid Check is appealed to the Victorian Civil 

and Administrative Tribunal (VCAT). 

The file may include: 

• identifying information about the applicant 

• descriptions of criminal conduct obtained from 

other agencies such as Victoria Police 

• descriptions of professional misconduct 

• correspondence to and from legal representatives 

• documents prepared for VCAT proceedings 

• appeal findings. 

Temporary Destroy 100 

years after 

date of birth 

of the 

applicant. 

2.2Appeal Managem ent Facilitative Records 

Facilitative records generated or received during the 

appeal process that are not included within the 

individual case file. 

Temporary Destroy after 

administrative 

use has 

concluded. 

 


