FOOTBALL VICTORIA - CLUB CHILD SAFETY

WORKING WITH
CHILDREN CONNECT

How to Use Guide — Step by Step

Log in, link your club, give access to your team and notify the Social Services
Regulator of every worker and volunteer.
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The Process at a Glance

Work through the four parts in order. Each slide shows the screen you will see, with navy numbered markers and blue arrows
showing exactly where to click.

PART A - STEPS 1-8 PART B - STEPS 9-11 PART C - STEPS 12-18 PART D - STEPS 19-20

Log in & set up Give your team Add a worker Bulk upload

your club access Enter a coach or Add many workers at once
Sign in to Service Victoria, Invite other club officials so volunteer’s WWCC details, using the CSV template.

open WWC Connect and more than one person can review and submit.
link your club’s ABN. manage your workers.

@ Before you start: have your Service Victoria login, your mobile phone (for the 6-digit code), the club’s ABN and each worker’s
WWCC card number ready.
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Step 1 — LOg In PART A - SET UP

Go to the Working with Children Connect
page on the Service Victoria website.

Click Log in at the top right of the
page.

Working with
Children
Connect

Notify the Social Services Regulator and maintain
records of workers — including volunteers — you
engage in child-related work, who hold a Working with
Children Check (WWCC) or Victorian Institute of
Teaching (VIT) Registration (if the work is not teaching
in a school or early childhood service).

Tip: no account yet? Choose Create
account on the next screen and follow the
prompts.
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Step 2 — Enter Email and Password PART A~ SET UP

Type the email address linked to
your Service Victoria account.

e Type your password. Log in

Email

e Click Log in. ﬂ_ I

Forgot your email?

Password

Forgot your password?

Tip: forgotten your details? Use the Create account
Forgot your email? or Forgot your
password? links under each box.

VICTORIA
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Step 3 — Verify with the SMS Code PART A" SET UP

A 6-digit code is sent by SMS to the mobile
number on your account.

The new place to go for
governmen t services

Open the text message on your

phone and enter the 6-digit code.
We've sent an SMS with your code to =+ {JJ)

1 2 IR

H = Code is valid for 9 min 42 sec
e Click Verify.
If you don't receive a code within a few minutes, tap 'Send new code".

1 can't do this Send new code

—]

o

Tip: the code expires after about 10
minutes. No SMS? Click Send new code.
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Step 4 — Open WWC Connect

You are now on your Service Victoria
dashboard.

Click Find services in the top
menu.

Under What’s new, click
Working with Children Connect.

Working with Children Connect - How to Use Guide

Find services v Aboutus

our new Parent Portal

+ Track your kids' growth and development with the digital Green Book

» Understand miles

to look for

sted resources and services

Contactus Logged in

My records My security

You b

Mobile

Access the digital Green Book, create a child profile and

get support.

> Digital wallet > Getadigital driver licence

Transport and driving Get a digital Working with Children card

Work and volunteering

Apply for @ Working with Children Check

Outdoor and recreation

Apply for your driver history report

> Personal

Renew vehicle or boat rego

Family and child

Check vehicle rego status

> Housing and property

Apply for a fishing licence

Emergency services > NDIS Worker Screening Check

Crime and the law

Renew a Working with Children Check

Health and care

Victorian Disabllity Worker Registration

> Seeall services

Victorian Disability Worker Registration
Renewal

Highlights

# Change

> Goto Pet Portal

torian birth certificate
ind fuel prices with Servo Saver
Renew your NDIS check

> Get your digital VIT registration card
> Apply for a Victorian tobacco licence
> Scam Safe Check

> Parenting support in Victoria

PART A - SET UP
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Step 5 — Choose For Organisations PART A - SET UP

Scroll down the Working with Children
Connect page to How you notify.

In the For organisations and

sole traders panel, click Get How you notify
started.
For organisations For parents
B and sole traders @ and individuals
Notify the Social Services Regulator about You can choose to notify, monitor and
workers you engage in child-related work receive alerts about the WWC Clearance of
for your organisation or sole trade people you engage to work with children.

operation.

=

Tip: clubs always use the organisations
option — not “For parents and individuals”.

Working with Children Connect - How to Use Guide L\ \F,?ggé}k
o




Step 6 — Add Your Club’s ABN PART A - SET UP

Under Add your business, type
the club’s 11-digit ABN. SER G e

Click Add. The search will load _—
your buSineSS details. N-digit A, Jalian Business Number

1 aon‘t have an ABN

Find services Your services
Your business registration
Here you'll find your pre-filled business detalls, which we take from the Australion Business Reqister (ASR
We'll match your personal info against details from the ABR
Registered business name ABN Status
ABN - Registration date
ACN Business s tructure

Tip: no ABN? Use the | don’t have an
ABN link under the box.
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Step 7 — Confirm Your Business PART A- SET UP

Your ABN links to the Service Victoria page

and the club's details fil i from the N R -

Australian Business Register.

Manage Find services Your services

Check the club name, ABN and
ACN shown are correct.

Your business registration

Here you'll find your pre-filled business details, which we take from the Australian Business Register (ABR).

We'll match your personal info against details from the ABR.

e CI ICk Save and co nti n ue . Registered business name ABN Status Active

Registration date 16/06/2000

Business structure Australian Public Company

View and edit your business details below. It'll save you time in future by pre-filling your info into

Head office contact details
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Step 8 — Complete the Club Setup PART A SET UP

Two setup tasks must be finished before you
Ca n a d d WO rke rS . ‘omplete the required steps to confirm your organisation details and access WWC Connect.

Provide official contact details © meskimunssspene
— postal address, phone and club
email for status alerts.

Complete verifications — confirm
your access to protect the club’s

i nformation . Postal address (the postal address you get mail)

—
Provide official contact details
+ Completed Edit
heck these details are correct. We'll use these details to netify your organisation about WWC Clearance status changes

Contact number

Business email (The email address you'll receive email)

Industry sector

Youth clubs, assoclatlons, movements and camps

= Clubs, associations, or movements of a cultural, recreational or sporting nature

Tip: use a shared club email (e.g.
secretary@) so alerts aren’t lost when 6‘2 Complete verifications © Reaurred

Complete these checks to confirm your access and protect your organisation’s information,
officials change.
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Step 9 — Open Access Management PART B - TEAM ACCESS

Give more than one person at your club
access to manage workers.

Under Select service, choose

Working with Children Connect.

Access management
CIICk Contlnue to access Invite people to join this Business Profile and manage who has access.

You can give access to team members who need to view or manage this business.
management.

Select service

Working with Children Connect -

Choose the service you '-.'-.--:vto manage access
for.

O ==y

Working with Children Connect - How to Use Guide 9".\ ReeIEATL

VICTORIA




Step 10 — Invite a Team Member PART B - TEAM ACCESS

Your club’s business profile now shows on
the Access management page.

a Click Invite team member. Access management

Add people and give them required access
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Step 11 — Give Access

Enter the email address of the
person you are inviting.

Select Reporter (view the profile
and submit worker details).

e Click Give access.

Next: they get an email invite and must

sign in with that same email to accept.

Working with Children Connect - How to Use Guide

Give access to a team member

Add or update a team member's access to this business profile

Email address

Enter the email address of the person you

What access would you like to give?

O Admin
+ view and edit this business profile
« manage team access
« give access to team members
« submit worker details

view 1§ Dusiness
= submit worker details

‘What happens next?
‘We'll send an invitation to this email address.

The person must accept the invitation and sign in with the
same email address.

Once accepted, they'll get access to this business profile
with the access level you selected

PART B - TEAM ACCESS

o

Cancel
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Step 12 — Go to Add Worker PART C - ADD A WORKER

From your club’s business profile:

Your services

0 Open the Find services tab. Manage
Find services

w all available results from local councils, as well s the Victorian

Next to Working with Children _ o _
Hers you can search licences and permits for your business.
Connect, click Add worker. government.

Search for a Licence or Permit

Feywerse g flonorticence |

Workers check Issuing authority

Working with Children Connect Social Services Regulotor

Application/ Registration Issuing authority

Skip Bin Permit Yarra Ranges

\ FOOTBALL
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Step 13 — Choose How to Add PART C - ADD AWORKER

The Worker list shows everyone recorded
for your club.

Add worker — add one person at
a time (Steps 14-18). ————————

View and manage your workers.
Add new workers and volunteers as needed. G Bulk actlons

Bulk actions — add many people
e with a CSV file (Steps 19-20).

Search by name

Enter worker name ‘ ‘ %':h ‘

Clearance type () Clearance status (7) A:‘tlveﬁd-re\cted work ()

v ‘o v ‘ ‘ Apply filters ‘ Reset
23

Add workers

Working with Children Connect - How to Use Guide @ f,?ggé}k




Step 14 — Select the Clearance Type PART C - ADD A WORKER

From Worker clearance type,
choose Working with Children
Check (WWCC). () Buscespufie | At sl verar

o Click Next.

Add worker

Clearance details

Tip: teachers may hold a VIT registration
instead — pick the type that matches their
card.
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Step 15 — Enter the WWCC Details PART C - ADD A WORKER

Type the worker’s family name Add worker
exactly as it appears on their
WWCC card.

Clearance details
application number, then click
Next. Working with Children Check {(WWCC

Working with Children Check (WWCC)

C card or appiicotion number. if using the
f the digits or characters before the dosh on the card.

Tip: using the card number? Enter every

nter number
You'lli find the WWCC carg number in the cloces on the cand circled In red
nthes Imoges below.

digit or character before the dash.

Working with Children Connect - How to Use Guide 4 \ ReeIEATL

VICTORIA




Step 16 — Check the Worker Details PART C - ADD A WORKER

Confirm the result shows Eligible Add worker
to work, with the right name,
expiry and card type.

ats and thot services and netifications w

Clearance detalls Worker details
N Ent: rmation. Keeping worker details up to do

3] Review

Enter the child-related work N P
start date and other work details,
then continue.

0 el

Status

3
3

Expiry
23/01/2030

Card type
Lo

This Working with Children Check is valid and the worker can do child-

related work. You con add them to your worker list

Child-related work information

Not eligible? The person must not start
child-related work. Speak to your Child o
Safety Officer. M“”"
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Step 17 — Review and Submit PART C - ADD A WORKER

Read every section on the Peviow
Review page: worker details, E S e/
WWCC, child-related work and

contact information. e

Worker details -

. . . . -
Fix anything wrong using the section Q| SRS
headings, then submit. These details are

sent to the Social Services Regulator.

Eligible

Expiry
23/01/2030

Card type

Volunteer

Child-related working information -

Child-related work start date
27102026

Child-related work end date

is this worker o WCES worker?

Mo

s this worker In pald employment or volunteering?

Volunteer

Contact information =

e number

Phon
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Step 18 — Worker Added PART C - ADD A WORKER

You'll see “You’ve added a worker”. They -

government services My account ~
are now on your worker list and recorded
with the Regulator.

Click Return to worker list to
add the next person.
® Thank:

You've added a worker

What's next?

er list and recorded with the Sccial Services Regulator:

ork for your crganisation, return to your warker list and add their

= Thigy
fou can return to your worker list ot any time to update this worker's details

How was your experience?

Good Bod

Remember: when someone stops child-
related work, return to the worker list and
add their end date.
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Step 19 — Download the CSV Template PART D - BULK UPLOAD

From the Worker list, click Bulk actions.

Bulk actions

Click Download template, then
fill in one row per worker. Z ‘ Add workers via CSV

Follow these steps to add your workers information by CSV file.

Step 1: Download the CSV
template

Include: family name, clearance type and P —

number, start and end dates, WCES status, iﬁ!ﬁ?ﬁi‘ﬁ:g?ifﬂﬂ‘;l’t:i »
engagement type (paid, volunteer, both),
phone, addreSS and ema” Step 2: Enter worker data

into CSV template

Download file

Enter your worker details into the CSV

The values you need to include
are:

= Family name

« Clearance type

= Clearance number

= Date child-related work.
storted

= Date child-related work.
ended

« Worker and Carer Exclusion
Scheme

- Engogement typel(paid,
volunteer, both])

= Phane number

Tip: only use the CSV downloaded from
this page — not an older version. -
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Step 20 — Upload the Completed CSV PART D - BULK UPLOAD

Click Tap to choose file and
select your completed CSV.

e Click Next to upload. Step 3: Upload updated CSV
Upload your updated CSW to add
workers.

Maximum files size is IMB.

Only one file may be uploaded
at a time.

Changes may take up to 24
haurs to apply. We'll email you
once they're complete.

Error: We can't help you without
thig info. This is required.

Cancel Back
Good to know: one file at a time, 1 MB .

maximum. Changes can take up to 24
hours — you’ll get an email when done.
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Club Quick-Reference Checklist

a L?g in to Service Victoria and verify Open WWC (?onnect and choose () Add and confirm the club’s ABN
with the SMS code For organisations
Complete contact details and a Invite at least one other official as Collect WWCC numbers for all
verifications Reporter coaches and volunteers

D Add each worker, or bulk upload the

csy () Check every worker shows Eligible (1) Add end dates when people leave

THE FLOW

taal Link ABN o 2 Ll Add workers R 4l Keep up to date
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THANK YOU

Head Office:
3 State Football Centre
3 Sports Drive, Bundoora VIC 3083

Postal Address:
PO Box 124
La Trobe University VIC 3083

Contact Us:
Phone: (03) 9474 1800
Fax: (03) 9474 1899



	Slide 1: WORKING WITH CHILDREN CONNECT
	Slide 2: The Process at a Glance
	Slide 3: Step 1 – Log In
	Slide 4: Step 2 – Enter Email and Password
	Slide 5: Step 3 – Verify with the SMS Code
	Slide 6: Step 4 – Open WWC Connect
	Slide 7: Step 5 – Choose For Organisations
	Slide 8: Step 6 – Add Your Club’s ABN
	Slide 9: Step 7 – Confirm Your Business
	Slide 10: Step 8 – Complete the Club Setup
	Slide 11: Step 9 – Open Access Management
	Slide 12: Step 10 – Invite a Team Member
	Slide 13: Step 11 – Give Access
	Slide 14: Step 12 – Go to Add Worker
	Slide 15: Step 13 – Choose How to Add
	Slide 16: Step 14 – Select the Clearance Type
	Slide 17: Step 15 – Enter the WWCC Details
	Slide 18: Step 16 – Check the Worker Details
	Slide 19: Step 17 – Review and Submit
	Slide 20: Step 18 – Worker Added
	Slide 21: Step 19 – Download the CSV Template
	Slide 22: Step 20 – Upload the Completed CSV
	Slide 23: Club Quick-Reference Checklist
	Slide 24: THANK YOU

