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[bookmark: _Toc192071469]About the checklist
The registration readiness checklist helps you assess how ready you, as a social service provider, are to apply for registration. This checklist is structured to help you identify the information and evidence you need for each stage of registration.
This checklist is for group three service providers only and reflects the streamlined information we ask for as part of your registration application. Group three includes disability service providers that did not need to register with the Human Services Regulator, are funded by either the Transport Accident Commission (TAC) or WorkSafe Victoria (WorkSafe) and were operating before 1 July 2024.
This checklist helps you to:
understand the information needed for registration
identify and address any gaps in your application
reduce potential delays in a decision about your application due to missing information.
[bookmark: _Toc192071470]Do I need to complete this checklist?
This checklist is not part of your application for registration. You do not need to submit this checklist to us.
We recommend service providers complete the checklist and can confidently answer “Y” to all relevant questions before beginning registration. This preparation step will save you time and help you make sure you have the necessary information ready for each part of the process.
[bookmark: _Toc192071471]How to complete this checklist
The checklist outlines the types of information you need to provide in your registration application. Document requirements vary depending on service provider size and service(s) to be delivered. 
Tables marked in purple contain details of the information we will ask of you. Tables marked in orange contain details of the documents which may assist you to demonstrate you meet the registration criteria.
The checklist is not an exhaustive list of the specific evidence you need for your application. You may decide additional documentation is relevant to demonstrate your suitability and include these with your application. We may seek additional information after reviewing your application. 
When completing this checklist, you should refer to our Demonstrating suitability for group three information sheet. It provides additional information about what information we will consider when deciding about your application.
The checklist includes a column for you to write notes. You may wish to note what documents you have or need to obtain here.
You may need to build in some preparation time to have all the information you need on hand before beginning registration.
Registration readiness checklist for new service providers	2

OFFICIAL

OFFICIAL

OFFICIAL

[bookmark: _Toc192071472]Registration readiness checklist
Preparing to register
This section helps you identify what types of information you need to provide about the service provider.
	Information
	Y
	N
	N/A
	Notes

	Are you the chief executive officer (or equivalent) of the service provider, or can you provide a statutory declaration from this person[footnoteRef:2] authorising you to complete the application on behalf of the service provider? [2:  A statutory declaration template will be provided in the registration application] 

	
	
	
	

	Have you reviewed the information on the SSR’s registration webpage about suitability requirements?
	
	
	
	


Service provider profile
This section helps you identify what information and evidence you need to provide to set up your service provider profile. Can you provide the following information about the person completing the application on behalf of the service provider?
Applicant details
	Information
	Y
	N
	N/A
	Notes

	Your details as applicant, including name, position, job title, phone number and email address
	
	
	
	


[bookmark: _Toc192071474]Service provider details
Can you provide the following information about the service provider?
	Information required
	Y
	N
	N/A
	Notes

	Service provider name
	
	
	
	

	Service provider ABN and/or ACN. If a service provider has both an ABN and an ACN, both must be provided
	
	
	
	

	Service provider’s street addresses
	
	
	
	


Service details
You do not need to register services that are not covered by the new laws. You can find out more about who is covered by the social services laws by reviewing the scope information on our Social services regulated by the Social Services Regulator webpage. 
This section helps you to identify what types of information you need to provide about the services the service provider wants to deliver and how they will be funded. 
	Information
	Y
	N
	N/A
	Notes

	Have you identified the social services the service provider will be applying for?
	
	
	
	

	Have you confirmed these services are covered by the social services laws?
	
	
	
	


Funding
Can you provide the following information about the service provider’s funding? 
“Appendix 1: Operations suitability” of our Demonstrating suitability for group three information sheet provides more information about the evidence you may provide to confirm funding. You may need to contact your funding provider to get supporting evidence.
	Information
	Y
	N
	N/A
	Notes

	Does the service provider receive, or expect to receive, funding from DFFH, TAC or WorkSafe?
	
	
	
	

	Has DFFH, TAC and/or WorkSafe confirmed its intention to fund services covered by the laws? 
	
	
	
	


[bookmark: _Toc192071475]Can you provide the following documentation about the service provider’s funding? 
	Question
	Y
	N
	N/A
	Notes

	Current service agreement with the Department of Families, Fairness and Housing, if applicable
	
	
	
	

	Evidence of funding from TAC or WorkSafe
	
	
	
	


Registration application
Service provider details
This section helps you identify what types of information you need to provide about the service provider’s suitability to provide social services. Can you provide the following information about the service provider?
	Information required
	Y
	N
	N/A
	Notes

	Confirmation that service provider is a legal entity
	
	
	
	

	The service provider’s legal entity type
	
	
	
	

	Legal entity name and provider trading name, if applicable[footnoteRef:3][footnoteRef:4] [3:  The service provider must be a legal entity to apply for registration]  [4:  The legal entity name provided must match your ABN or ACN ] 

	
	
	
	

	The service provider’s contact details, including head office, street and postal addresses
	
	
	
	

	The service provider’s NDIS provider registration number, if applicable[footnoteRef:5]. This should begin with the number 405, be 10 digits long and not include any letters[footnoteRef:6].  [5:  A provider may be providing NDIS services without being registered. ]  [6: You can find your provider registration number in your NDIS portal or reach out to the NDIS if you are unsure. ] 

The SSR does not require NDIS participant numbers or identifiers.
	
	
	
	

	The service provider’s primary contact to be recorded on the SSR’s register of service providers, including name, position, job title, phone number and email address
	
	
	
	


Can you provide the following documentation about the service provider?
	Evidence required
	Y
	N
	N/A
	Notes

	The service provider’s ABN, ACN and/or ASIC extract. 
If a service provider has both an ABN and an ACN, both must be provided
	
	
	
	


[bookmark: _Toc192071478]Service details
Can you provide the following information about the service provider’s funding?
	Information
	Y
	N
	N/A
	Notes

	Details of any other funding from other government (directly or indirectly) or non-government sources. 
For example, name of funding provider/program/grant, amount of funding, length of agreement and number of people using your services. 
	
	
	
	


Services for children
Can you provide the following information about any services the service provider may provide to children? 
	Information
	Y
	N
	N/A
	Notes

	Confirmation if the service provider provides, or intends to provide, services or facilities to children
	
	
	
	

	Details about these services
	
	
	
	

	Any facilities provided specifically for children directly under the service provider’s supervision or does the provider intend to provide these facilities
	
	
	
	

	Confirmation of whether or not the service provider engages or intends to engage (whether paid or unpaid) a child as a contractor, employee or volunteer to assist with providing services or facilities or in producing or providing goods?
	
	
	
	


Operations
This section helps you to identify what types of information you need to provide about the operations of the service provider.
Governance and operational management structures
Effective governance is at the heart of ensuring ongoing safe service delivery and will help providers maintain and improve safety standards over time.
Can you provide the information requested below about your governance and operational management structures?
	Information
	Y
	N
	N/A
	Notes

	Are there any known issues or areas requiring improvement within the service provider's structure, governance or operation that materially impact, or may materially impact, service delivery?
	
	
	
	

	Confirmation the service provider holds the appropriate insurances for the operation and management of the social services
	
	
	
	


Can you provide the evidence requested below about your governance and operational management structures? 
“Appendix 1: Operations suitability” of our Demonstrating suitability for group three information sheet provides examples of documentation which may support your application
	Evidence
	Y
	N
	N/A
	Notes

	Organisational profile 
	
	
	
	

	Governance arrangements and structures in place to meet financial, legislative, regulatory and contractual responsibilities
	
	
	
	

	Strategic business and operational planning
	
	
	
	

	The service provider’s business plan or equivalent (such as an operational plan)
	
	
	
	

	Risk management
	
	
	
	


Subcontractor and consortia arrangements
These questions do not apply to service providers who are not part of a consortia arrangement or sub-contract services. “Appendix 1: Operations suitability” of our Demonstrating suitability for group three information sheet provides more detail about sub-contracting and consortia arrangements.
Can you provide the information requested below about your business arrangements? 
	Information
	Y
	N
	N/A
	Notes

	Name and ABN of any current sub-contractors, if applicable
	
	
	
	

	Details of any consortia arrangements, including organisation name and ABN, name of lead consortia organisation
	
	
	
	


Financial capacity
This section helps you to identify what types of information you need to provide about the service provider’s finances. “Appendix 1: Operations suitability” of our Demonstrating suitability for group three information sheet provides more detail about financial capacity requirements.
Can you provide the information requested below which supports the service provider’s financial capacity to deliver the social services?
	Information
	Y
	N
	N/A
	Notes

	The service provider’s current assets and liabilities
	
	
	
	


Can you provide the documentation requested below which demonstrates your financial capacity to deliver the social services?
	Evidence
	Y
	N
	N/A
	Notes

	Bank statements generated within one month of the registration application covering at least the prior six-month period (or from the date the account was opened if less than six months)
	
	
	
	

	Projected occupancy of proposed accommodation-based services, if applicable. This should include the average number of people you provide services to that each premises or site will accommodate at once.
	
	
	
	

	Any other documents that may demonstrate that the service provider has the financial capacity to comply with the social services requirements
	
	
	
	


Premises 
This section helps you to identify what types of information you need to provide about the premises the service provider wants to deliver its services from.
[bookmark: _Ref199928228]Site details
Can you provide the information requested below about the sites you will deliver social services from? 
The SSR requires different types of information depending on the category of premises. We may manage some sites through attestation, while others require detailed evidence of suitability. See “Appendix 2: Premises suitability” of the Demonstrating suitability for group three information sheet for more detail about which sites you need to provide information about.
	Information
	Y
	N
	N/A
	Notes

	Site primary contact details, including name, position, phone number, email address 
	
	
	
	

	Site street and postal addresses
	
	
	
	

	Site funding
	
	
	
	

	Service delivered at the site
	
	
	
	

	Maximum number of people you provide services to which the site can accommodate
	
	
	
	

	Confirm if the site is owned by the service provider, or leased 
	
	
	
	


Accommodation details
If you intend to deliver accommodation-based services, can you provide information requested below about your accommodation arrangements?
	Information
	Y
	N
	N/A
	Notes

	Proposed profile of people who you provide services to, including characteristics and needs
	
	
	
	

	Type of accommodation provided
	
	
	
	

	Confirm if the accommodation will include provision of support
	
	
	
	

	Confirm if rostered support will be provided at this site, including details of sleepover and/or upright staff
	
	
	
	


Premises suitability
Can you provide evidence if requested below to demonstrate the suitability of your premises?
	Information
	Y
	N
	N/A
	Notes

	Confirm the premises meets the safety and accessibility requirements of the people using your services
	
	
	
	

	Confirm the premises has suitable fixtures and fittings that enable the safe use of the premises
	
	
	
	

	Details of any issues at the site which relate to:
safety and accessibility requirements
suitability of fixtures and fittings
agreements with the owner of the property pertaining to the safety of the facility and fixtures 
compliance with laws.
	
	
	
	

	If the service provider owns the premises, confirm all relevant local government land and premises approvals have been obtained and remain valid
	
	
	
	


Can you provide documents requested below which demonstrate the suitability of your premises? “Appendix 2: Premises suitability” of our Demonstrating suitability for group three information sheet provides examples of documentation which may support your application
	Evidence
	Y
	N
	N/A
	Notes

	Documents that support premises suitability (for example, insurance for the premises)
	
	
	
	

	Site/floor plan showing room numbers and documentation detailing maximum occupancy per room
	
	
	
	

	Lease agreements, where the site is leased. This should include any references to responsibility for maintaining the safety of the site
	
	
	
	


Key personnel
This section helps you to identify what types of information you need to provide about the people who lead the service provider. We call these leaders “key personnel”. See the People section of our Demonstrating suitability for group three information sheet for details on who is considered key personnel.
Can you provide the information requested below about each of your key personnel?
	Information
	Y
	N
	N/A
	Notes

	Details of individual key personnel, including name, position held, qualifications, skills, experience
	
	
	
	

	Qualifications, skills and experience required for each key personnel role (e.g. outlined in the position description)
	
	
	
	

	Details of individual key personnel’s professional registrations, Working with Children Check and NDIS Worker Screening Check status, if applicable
	
	
	
	

	Details of individual key personnel’s criminal history
	
	
	
	

	Any findings or judgments in relation to fraud, misrepresentation or dishonesty in any civil proceedings about any of the service provider’s key personnel
	
	
	
	

	Any revocation, sanction, condition or restriction placed on the provider of a social service owned or managed wholly or in part by any of the service provider’s key personnel
	
	
	
	

	Whether any business or service owned, provided or managed wholly or in part by any of the service provider’s key personnel has been placed under administration
	
	
	
	

	Any disciplinary proceedings before a board of a relevant professional discipline (for which registration or licensing is a prerequisite to practising) that led to removal or restrictions on any of the service provider’s key personnel’s ability to practise within that discipline
	
	
	
	


[bookmark: _Toc192071477]Service provider suitability
This section focuses on the suitability of your service provider to safely deliver the services you’ll be registering. 
Can you provide the information requested below about the service provider?
	Information required
	Y
	N
	N/A
	Notes

	The service provider’s criminal history
	
	
	
	

	Any findings by a relevant regulator or tribunal of misconduct by the service provider
	
	
	
	

	Any findings or judgments in relation to fraud, misrepresentation or dishonesty in any civil proceedings about the service provider
	
	
	
	

	Any revocation, sanction, condition or restriction placed on the service provider by any regulator (including a regulatory authority) of a social service owned or managed by the service provider
	
	
	
	


Workforce
The following questions consider your readiness to provide key details about the volunteers and people you employ.
Can you provide the information requested below about the arrangements you have in place for the people in the service provider?
	Information
	Y
	N
	N/A
	Notes

	The service provider’s systems and processes which ensure that services are delivered by staff and volunteers who have relevant qualifications, skills and experience to safely deliver social services
	
	
	
	


[bookmark: _Toc192071479]Social Services Standards
This section helps you to identify what the Social Services Standards are and how they apply to the services you intend to deliver. The SSR’s information about the Social Services Standards will help you prepare to meet the Social Services Standards.
We require the CEO, or equivalent to complete an attestation confirming the service provider's understanding and knowledge of the Social Services Standards, and service requirements as part of the service provider’s registration application. 
	Information
	Y
	N
	N/A
	Notes

	Have you read the information on the SSR’s website about the Social Service Standards?
	
	
	
	

	Do you understand the service requirements of the Social Services Standards and how they apply to your service?
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