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1 Introduction

The Work and Development Permit Scheme (the Scheme) is a new initiative to help
people who are experiencing difficulty paying court fines due to hardship. Under a Work
and Development Permit (WDP), eligible people can apply to complete approved
activities under the supervision of a sponsor, in place of paying the amount owed.

Activities include:

e unpaid work

e medical or mental health treatment

e educational, vocational or personal development course
e treatment for an alcohol or drug use problem

¢ mentoring (for under 25s).

The Scheme relies on sponsors to support clients in addressing their fines. WDP
sponsors can be an individual or organisation, including government agencies, health
practitioners, sole-traders and not-for-profit agencies.

The Scheme is delivered in Western Australia in partnership between the Department of
Justice, Legal Aid Western Australia and the Aboriginal Legal Service Western
Australia.

2 What can WDP Sponsors do in the eCourts Portal
The WDP eCourts Portal allows approved sponsors to:

e register as an eCourts Portal user

e apply to be a WDP sponsor;

e apply for WDPs on behalf of clients;

e vary existing clients WDPs;

e report the number of hours a client has participated in WDP activity; and
e cancel a WDP

The Attorney General has approved WDP Guidelines that all sponsors should read. A
copy of the WDP Guidelines is published on the FER Registrar’s website at
www.justice.wa.gov.au/wdp.

3  Purpose of this User Guide

This eCourts Portal User Guide aims to ensure that WDP sponsors are supported in
their use of the Department of Justice eCourts Portal. It is a guide to the WDP process
and troubleshooting if issues arise.
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4  Disclaimer
Any customer or sponsor information displayed in this guide is entirely fictional and is
for the purpose of this guide only.
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5 Registering as an eCourts Portal User

Before you can make an application to be a WDP sponsor, you must first register as an
eCourts Portal User. Google Chrome is the supported internet browser for the eCourts
Portal. Go to https://ecourts.justice.wa.gov.au in the banner across the top of the

screen you will find a link to Register. Click on this and complete the required detalils,
please ensure that you select that you will be applying to be a Work and Development
Permit Sponsor.

A

Given Names.

Peteose

scdcictswebd]

Once you have submitted your eCourts Portal registration application, you will receive
an email from ctghelpdesk@justice.wa.gov.au to complete the registration process and
set a password. Once you have completed this step, you will be able to login to the
eCourts Portal.
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6 Application to be a WDP sponsor

Go to https://ecourts.justice.wa.gov.au

In the banner across the top of the screen you will find a link to Login.

In the section of Manage Work & Development Permits, click on Work and
Development Sponsor.
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Information will be displayed for you to commence an application to be a WDP sponsor.
It is recommended that you read the information before commencing your application to

be a WDP sponsor.

Once you are ready to commence an application to be a WDP sponsor, click on Start
Application.
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The first part of the application to be a WDP sponsor asks you to complete the following
details:

e agency type or Individual,

e name, position and contact details;

e ABN (if applicable);

e website and address detalils;

e which regions you will be offering to support; and
[}

do you or your organisation identify working with specific group of people

Complete these details as shown in the screen capture on the next page and select
Next.

samplesponsord0@gmail.com ~ | Site Map | Accessibiity | FAQs | Log Out

Sponsor Information

Tips Complete the application details to become a Work and Development Permit (WDP) sponsor for eligible clients.
« Need further assistance?

For assistance in completing this What type of sponsor are you? * Agency

Organisation

Health Practitioner

® Inavidual
Service by clicking ]
Legal Service WA 0
e Individual's name
(provide the full name) ;e
¥ Surname: SPONSOR
Given name/s mple

Position *

Contact details
Email address: *
Mobile: 0400000000

Home/Work phone:

(These contact detalls may be used for electronic notifications)

ABN
Type of business * O For profit

@ Not for profit
Website

(enter the URL of your website)

Physical address

(For a Health Practitioner, enter the Aldiess:s
Practice address)
Suburb: *
Postcode: * State: * WA Country: * Australia
Postal address
(if different to physical address) Address:
Suburb:
Postcode: state: WA Country: R
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Which area do you provide support to? * RN

(select all that apply)
0 Kimberley

O Pilbara

O Gascoyne

0 Mid West

O Wheatbelt

O Peel

O South West

O Great Southern

[ Goldfields-Esperance

O Outside WA

If the area is outside of WA, select the ”
location

Do you or your organisation identify as
working with *
(select all that apply) Culturally and Linguistically Diverse persons

Aboriginal and Torres Strait Islander persons

LGBTQI+ persons

O None of the above

* Indicates mandatory fields

Save for later Cancel Next

eCourts Portal of Westem Australia v1.0.266.0 - Supported on Chrome:
Home | Privacy Policy | Conditions Of Use | Feedback | ContactUs

At any time throughout the WDP sponsor application process, you can click on Save for
later, you will be prompted to name your application and once you click on Save, you
can come back and complete your WDP sponsor application at another time.

Save Application

Please enter a name for your application (for your use only)
Work & Development Permit Sponsor Application

The second part of the application to be a WDP sponsor asks you to complete the
details that will be displayed on the Department of Justice website, which lists all
approved WDP sponsors. These are the contact that people wanting to connect with
you will use.

Complete these details as shown in the screen capture below and select Next.

Page 9 of 32



‘Work and Development Permit
eCourtsPortal
Sponsor User Guide

samplesponsor40@gmail.c St c ty | FAQs | LogOut

& Sponsor Information
Contact details for the WDP webpage

e

The following information will be published on the WDP webpage for cilents 10 make contact with you

Name Sampie

first name only required

Suburb*

Postcode *

Contact details

Email address: * samplesponsor40@gmail com
Mobile: 0400000000
Home/Work phone:

These contact detalls may be used for electronic notifications)

vt “

The third part of the application to be a WDP sponsor asks you to complete the
following details:

activities supported,;

upload any relevant insurance documents;

select the expiry date of relevant insurances; and

confirm if you will be referring any clients to a third party provider

Complete these details as shown in the screen capture on the next page and select
Next.

daniel wells2@justice wa.govau ~ | SiteMap | Accessibiity | FAQs | LogOut

eCourts Portal of Western Australia

A - Work & Development Permit Sponsor Application

& Sponsor Information
Activities and Insurance
& Contact details for the WDP

webpage

Sponsors who provide WDP activities must have the appropriate qualifications, training or relevant experience.
Activities and Insurance

If the proposed Work and Development Permit activities involve child-related work within the meaning of the Working With Children (Criminal Record Checking)
Act 2004, a “Working with Children Check” must been undertaken (and evidence retained) for a client.

1 confirm | have read, fully Yes, | agree.
understood and agree with the
above statement *

Which activity types will you Unpaid work

support?

(select all that apply) (J Medical/Mental health treatment
[0 Drug or alcohol treatment
[J Educational/vocational or personal development course

[0 Mentoring programs (under 25s)

Provide the expiry date for the insurance required for the selected Activity Types.

Public liability insurance expiry date * 31/12/2020 ]
Voluntary workers insurance expiry 31/12/2020 i
date *

As part of the application process, the Department of Justice must confirm that you have the relevant insurance policies which are current. See the WDP Fact Sheet
for guidance about the insurance documentation you need to provide.
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For each of the insurance types above, upload copies of the certificate of currency.

Upload file: *

(supported file formats: .doc, .docx
and PDF)

Attachment(s)

File Name

Publi Liabilty Insurance.docx

Approved sponsors are available to refer clients to third party providers, while the sponsor continues to supervise the client. It is the responsibility of the sponsor
referring the client to ensure that the third party provider satisfies the eligibility conditions of a sponsor.

Will you be referring any clients to ® Yes O No
a Third Party Sponsor? *

* Indicates mandatory fields

If you have indicated that you will be referring clients to a third party provider, you will
be prompted to give the following details:

e name of the third party provider; and
e which activity types the third party provider will support

ts Portal of Western daniel wells2@justice wa.govau ~ | SiteMap | Accessibility | FAQs | Log Out

‘mit Sponsor Application

& Sponsor Information
Third Party Details
& Contact details for the WDP

webpage
& Activities and Insurance Name * Third Party Provider
Third Party Details
Which activity types will you [0 Unpaid work
support? *
Tips (select allthat apply) Medicaliental health treatment

« For further information, refer to
the Work and Development
Permit Guidelines by clicking
here.

[ Drug or alcohol treatment
[0 Educationalivocational or personal development course

O Mentoring programs (under 25s)

Agree to the conditions as shown in the below screen capture and select Next.

Third Party Details

Third Party Name Activities to be undertaken

As the approved Sponsor | agree
that | have confirmed the third

party has the appropriate

insurances required in relation to

the activities they will be

undertaking. *

As the approved sponsor | agree
to undertake the responsibility of
maintaining reporting and storage

of information as outlined in the

Work and Development Permit
Guidelines for audit purposes. *

* Indicates mandatory fields
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The fourth part of the application to be a WDP sponsor asks you to complete the
following details:

e confirm relevant qualifications;

¢ confirm health and safety policies and procedures; and

e confirm a complaints management and resolution process.

Complete these details as shown in the screen capture below and select Next.

i eCourts Portal of Western Australia
!

& sponsor Information

& Contact details for the WDP
webpage

& Activities and Insurance

& Third Party Details

Qualifications

Vork & Development Permit Sponsor Application

daniel wells2@justice wa.gov.au ~ | SiteMap | Accessibilty | FAQs | LogOut

Tips

« For further information about
what qualifications are required
in order to be able to provide
these activities, refer to the
Sponsor Application Fact
Sheet by clicking here

Qualifications

List the education/vocational or
life skills course

(If activity 'educationalivocational or
personal development course' is
supported)

1 agree that | have the relevant
qualifications, training and/or
experience requirements as
outlined on the Sponsor
Application Fact Sheet. *

Provide supporting evidence of
the relevant qualifications, training
and/or experience

1 agree that | have health and
safety policies and procedures in
accordance with the WDP
Guidelines *

Upload supporting evidence of
health and safety policies and
procedures

1 agree that | have a complaints
management and resolution
system in accordance with the
WDP Guidelines *

Upload supporting evidence of
complaints management and
resolution system

4 Yes, | agree.

Upload files:
Upload file: *
(supported file
formats: jpeg,
png, .doc,
docx and
PDF)

Browse.

Attachment(s)
File Name

Educational Qualification.docx

or

Provide details:

Preview | Remove

Yes, | agree

Upload file:

(supported file formats:
doc, .docx and .PDF)

Browse.

Attachment(s)

File Name

Yes, | agree

Upload file:

(supported file formats:
doc, .docx and .PDF)

Browse.

Attachment(s)

File Name

* Indicates mandatory fields
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The final part of the application to be a WDP sponsor is the sponsor application
certification. In this screen you can preview your WDP sponsor application or if you
entered everything required, click on Lodge and your application will be submitted for
consideration by the Registrar of the Fines Enforcement Registry. See screen capture

below.

daniel wells2@justice wa.gov.au ~ | Site Map | Accessibilty | FAQs | LogOut

eCourts Portal of Western Australia

A > Work & Development Permit Sponsor Application

Sponsor Information

S Application Certifi

Contact details for the WDP
webpage As an approved sponsor for WDP, | understand that | may be audited and therefore | agree to ensure that I, in line with the WDP Guidelines, wil

« comply with any directives by the Fines Enforcement Registry or the Department of Justice (if required);
+ seek advice from the Fines Enforcement Registry when confronted with any conflict of interest or perceived conflict of interest that may arise when supervising

Third Party Details 2WDP

Activities and Insurance

reports may lead to a prosecution under the Fines, Penalties and Infringement Notices Enforcement

. any faise or
Regulations 1994

+ provide reports on all WDPs that | oversee:

+ report any non-compliance with the WDPs to the Fines Enforcement Registry

« notify the eligible person if the WDP is revoked by the Fines Enforcement Registry,

+ comply with record keeping requirements for information relating to 2 WDP

+ have a complaints handling procedure in place;

Qualifications.

Sponsor Application
Certifications and Submission

wa.gov.au to vary and add to the activities your agency provides

Please note that you are able to apply directly to the Fines Registry at
at any time following the approval of your sponsorship under the program

I agree to the above terms: * [ Yes

* Indicates mandatory fields

ailcom ~ | SteMap | Accessbilly | FAQs | LogOut

eCourts Portal

#  Manage Lodgments

Lodging: Work & Development Permit Sponsor Application

©0 e

Lodgment Status;
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samplesponsor40@gmail.com + | SteMap | Accessibity | FAQs | Log Out

eCourts Portal of Western Australia

Lodging: Work & Development Permit Sponsor Application

© 06O

Lodgment Status:

Once your WDP sponsor application has been assessed by the Registrar of the Fines
Enforcement Registry, you will be notified of the outcome by email.

Once you have been approved as a WDP sponsor, you will be able to submit
application for a WDP on behalf of a client and you will be able to manage any

approved WDPs.
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7  Submitting an application for a WDP on behalf of a client

When you, as a sponsor, have agreed to sponsor a person under a WDP, you will be
required to submit on the behalf of a person their WDP application to the Fines
Enforcement Registry.

It is the responsibility of the person that you have agreed to sponsor to provide you with
the details of their cases that are registered with the Fines Enforcement Registry and
the details and supporting documents to demonstrate that they meet the hardship
criteria.

Go to https://ecourts.justice.wa.gov.au

In the banner across the top of the screen you will find a link to Login.

n oo

VID-19) Update
e

(3008 3% now i hace 5 ok 200 Satancing regUtons. Ppuan s have b

Click on this and enter your registered username (email address) and your password.
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noaon

Passwont

In the section of Manage Work & Development Permits, click on Work and
Development Permits.

Ingeming Documents

Manags Wy Account -

]

= Manage Logoments
o

=

*

Eavountes

BEIEIEIRIEIES <

Click on Apply for a Work and Development Permit.
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eCourts Portal of Western Australia samplesponsor40@gmail com - | SileMap | Accessbilty | FAQs | Log Out

&& =)
o
Low. i
#

Fines Enforcement Registry Home - Sample SPONSOR

The following search screen will appear. To search for your client, you need to enter
their last name and at least 2 other fields in the search screen then click on search.

eCourts Portal of Western Australia

#* Fines Enforcement Registry Apply For Work Permit

Apply for Wark and Development Apply For Work Permit- ~ Sample WDP Organisation

Permit

You must complete at least two (2) of the options as well as the client's surname
Manage Work and Development P @ P

Permits
Case Number

Charge Number

Customer Reference Number

Date of Birth

Surname*

* Indicates mandatory fields

The first part of the application for a WDP asks you to complete the following details:

e select the hardship type;

e enter the details of the hardship that the person is experiencing;

e upload any documents that the person has given to you that will support and
demonstrate that they meet the criteria of hardship;

e select the activity type that you are proposing to sponsor the person with (if the
activity is to be provided by a third party, please select the relevant activity with
the option “Third Party Provider” as shown on the screen capture on the next

page;
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e enter the details of the activities that the person will undertake, it is
recommended that you complete as much detail as possible that will describe
what activities the person will be undertaking;

e if the person has consented, verbally to you, to receive electronic notifications
from the Fines Enforcement Registry, select this option and enter the persons
email address;

e confirm if you have a perceived conflict of interest in sponsoring the person; and

e confirm if the person is an existing client of yours

Complete these details as shown in the screen capture on the next page and select
Next.
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Supporting Documents®

Acuvity Type*

Client has verbally consented to electronic service of FER documents?

Is there 3 perceived Conflict of Interest Detween yourself and the cllent?” ' Yes No

is the client an existing client?” _'Yes No

.o |

The second part of the application for a WDP asks you to select from the list of eligible
court fines that the person has registered with the Fines Enforcement Registry. You will
note in the screen below, that all eligible court fines have been selected and in doing so
it tells you the Total Hours Required for Selected Cases. If you are unable to offer
the person the number of hours required to complete the activities, you will have to
deselect some of the court fines.

If, for example, a person’s cases required 34 hours of activity and you can only offer 30
hours. It will let you proceed, however a message will be displayed that the person will
still have an outstanding balance at the end of the hours approved under the WDP.

The person can choose to enter into a time to pay arrangement at the end of the WDP
or alternatively, may choose to engage with another sponsor to undertake further
activities on another WDP.

Complete these details as shown in the screen capture on the next page and select
Next.
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sponsor40@gmallcom = | SteMap | Accessbilty | FAQs | LogOut

Apply For Work Permit - Sample SPONSOR

Please corres

« The value

exceeds the hours offered

Full name: Joe BLOGGS

Permit Hours®

Eligible Cases
Case Number Status
0 Notice of intention to Enforce Issued

0 Notice of intention to Enforce Issued

0 Notice of intention to Enforce Issued

Customer Reference Number 6064933562

Total Hours Required for Selected Cases

34
Amount Outstanding ~ Selected
$650.00 $650 00
§725.90 $725.90
$1,000.00 $1.0

6.0 - Supported on Chrome

Feadvack | Contact Us

samplesponsor40g@gmail com ~

ap | Accessbilty | FAQs | LogOut

Apply For Work Permit - Sample SPONSOR

Please com n

. Thev

es exceeds the hours offered, please de-

Full name. Joe BLOGGS

Permit Hours*

Eligible Cases

Case Number Status

263395/2020  Notice of intention to Enforce Issued
263396/2020 Notice of intention to Enforce Issued

263397/2020  Notice of intention 1o Enforce Issued

Customer Reference Number 6084933582

Total Hours Required for Selected Cases.
1

Amount Outstanding ~ Selected
$650.00 $650.00
$725.90 $725.90
$1.000.00 $1,000.00

6.0 - Supported on Chrome
e | Feedback | Contact Us

The final part of the application for a WDP is the confirmations. In this screen you can
click on Confirm & Lodge and your application for a WDP will be submitted for
consideration by the Registrar of the Fines Enforcement Registry. See screen captures

below.
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samplesponsor40@gmaii.com - | SieMap | Accessibity | Log Out

n Australia

ent Registry

Apply For Work Permit - Sample SPONSOR

Apply for Work and Development

Permit
Manage Work and Dew Full name: Joe BLOGGS Customer Reference Number 6064933582
Permits

Activity Type: Treatment for alcohol or drug use prodlem under a treatment pian

Permit Hours 10

Piease note that 10 hours will not satisty all of the selected case/s upon completion of this Work and Development Permit. If you
wish to continue with the current offer of hours, please be aware that upon completion of the permi, the remaining cases and
amounts owing will continue 10 be enforced. These cases will need 10 be satisfied by payment or a further Work and
Development Permit

To submit your application, click Confirm & Lodge

ea [ [ oo 0

eCounts Portal of Wester Ausiralia v1.0.266.0 - Supported on Chiome
¥ Polcy | Conditions Of Use | Feadback | Contact Us

Home | P

eCourts Portal of western Australia samplesponsord0@gmallcom + | SteMap | Accessibiity | FAQs | Log Out

A Fies Enforcement Registry

Apply For Work Permit - Sample SPONSOR

Apply for Work and Development

Permit
Manage Work and Development Lodgment Confirmation
Permits The work and development permit application has been fodged with the Fines Enforcement Registry. The appiication will be

and you will be notified of the outcome. If you have any queries. please contact the
dp@ijustice wa gov au

assessed within three to five working da
nent Registry via emai on f

Fines Enforce:

torn Austraka v1.0.266.0 - Supported on Chrome
icy | Condiions Of Use | Feedback | Contact Us

‘sCourts Portal of

Home | Prwacy P

You and the person who you have applied on behalf of will receive an email or letter in
the post advising of the outcome.
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8 Managing approved or pending WDP applications

When you, as a sponsor, have agreed to sponsor a person under a WDP, you will be
required to manage the WDP'’s.

Go to https://ecourts.justice.wa.gov.au

In the banner across the top of the screen you will find a link to Login.

In the section of Manage Work & Development Permits, click on Work and
Development Permits.
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Click on Manage Work and Development Permits.

samplesponsor40@gmail com - | SiteMap | Accessbilty | FAQs | Log Out

As shown in the screen below, a sponsor will see Pending Permits and Approved
Permits. Pending Permits are WDP applications that you have submitted on behalf of
a person that are pending the approval of the Registrar Fines Enforcement Registry. It
should be noted that a person cannot start a WDP until the WDP application has been
approved. Approved Permits are WDP applications that have been approved by the
Registrar Fines Enforcement Registry.
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travis. cobumHang@justice wa govau - | SileMap | Accessibiity | FAQs | Log Out

Manage Work Permits - SAMPLE SPONSOR

Pending Permits

; - Permit
Client Activity s
Joe BLOGGS Medical o mental health ireatment provided under a treatment pian 23

Amend Permit | Cancel Permit

Approved Permits

Permit Completed

Client Activn
! Hours Hours
Medical o mental health treatment provided under
Jane DOE edical of mental heallh treatment provided under a . .
treatment pian
Cancel Permit | Manage Activities

With both Pending Permits and Approved Permits, a sponsor can amend or cancel
WDP applications at any time. If you select to amend a Pending Permit or an
Approved Permit, you will be returned to the WDP application and can amend any
details in the WDP application that was submitted.

Secondly, a sponsor may cancel a Pending Permit or an Approved Permit. Select
Cancel Permit and as shown in the screen below, you will be asked to select the
reason why the WDP is being cancelled and provide any additional details. Click on
Save, and the WDP application will be cancelled.

Wravis cobum-ang@justice wa gov.au ~ | SieMap | Accessibily | FAGs | Log Out

meat Cancel Work Permit - SAMPLE SPONSOR

nd Development Full name: Joe BLOGGS Customer Reference Number 6025496354

Activity Type
Modcal o m

Permit Hours: 23 Completed Hours 0
Cancellation Detail
Reason

Additional Details™
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9 Reporting approved activity hours (or part thereof) under an
approved WDP

When you, as a sponsor, have agreed to sponsor a person under a WDP, you will be
required to manage the reporting of the hours that a person undertakes in agreed
activities under the WDP.

Go to https://ecourts.justice.wa.gov.au

In the banner across the top of the screen you will find a link to Login.

~ o
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In the section of Manage Work & Development Permits, click on Work and
Development Permits.

BEIEIEIRIEIES <

Click on Manage Work and Development Permits.

e al of Western Australia samplesponsor40@gmail.com - | Site Map | Accessbility | FAQs | Log Out
(lad eCourts Portal of w Austral
Lwl

Fines Enforcement Registry Home - Sample SPONSOR

As shown in the screen below, a sponsor will see Pending Permits and Approved
Permits. Pending Permits are WDP applications that you have submitted on behalf of
a person that are pending the approval of the Registrar Fines Enforcement Registry. It
should be noted that a person cannot start a WDP until the WDP application has been
approved. Approved Permits are WDP applications that have been approved by the
Registrar Fines Enforcement Registry.
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You, as a sponsor, will be required to report on the agreed activities that a person
undertakes. To do this click on Manage Activities, as shown in the screen below.

rtal alia travis. cobumHang@justice wa govau - | SileMap | Accessibiity | FAQs | Log Out

Manage Work Permits - SAMPLE SPONSOR

Pending Permits

Permit

Client Activity s

Joe BLOGGS Medical o mental health ireatment provided under a treatment pian

Approved Permits

Permit Completed

Client Activi
B Hours Hours
Medical of méntal health treatment provided under a
Jane DOE . 25 [
weatment pian

Amend Permit | Cancel Permit | Manage Activities

Homs

To record the approved hours of activities of a person, simply select the date the activity
was undertaken and enter the number of hours (or part thereof).

For example, if you as a sponsor, undertook a counselling session (as an approved
activity) under an approved WDP for 1.5 hours. You would select the date the
counselling took place and enter 2 hours.

‘( a’k eCourts Portal of Western Australia samplesponsor40@gmall com + | SteMap | Accessiity | FAQs | Log Out

o~ A

s Manage Activities - Sample SPONSOR

Full name' Jane DOE Customer Reference Number 6084932432

Activity Type

Permit Hours 10 Completed Hours 3 Remaining Permit Hours 7

Required Hours to complete cases on Permit 12

New Activity Details

Activity Date* Activity Hours®
<
Previously Recorded Activities
Activity Date
02/1112020
02/1172020 1
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10 Sponsor Organistations
The Department of Justice has enabled for sponsor organisations to approve additional
Portal users within their own organisation.

A sponsor organisation does not have to have every person within their organisation
sign up as a sponsor. To facilitate this, the Department of Justice has enabled the one
person that does sign up on behalf of a sponsor organisation to be a sponsor manager.

This means that once the organisation has been approved as a sponsor that the
sponsor manager can then add additional Portal users for the organisation.

Go to https://ecourts.justice.wa.gov.au

In the banner across the top of the screen you will find a link to Login.

~

Click on this and enter your registered username (email address) and your password.
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When the sponsor organisation manager has logged in you will see your email address
displayed in the banner across the top. Click on the down arrow and click on Register

User.

¢j]C| €| ¢
«

Enter the details of the additional Portal users to be registered to your organisation and
click on Register. The person that you have registered as an additional Portal user for
your organisation will receive an email from ctghelpdesk@justice.wa.gov.au to complete
the registration process and set a password. Once they have completed this step, they
will be able to login to the eCourts Portal to submit applications for a WDP and manage

pending and approved WDPs.
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‘_" eCourts Portal of \ alia wavis, cobumdang@ijusiice wa govau - | Manago Subscripions | SheMap | Accessbiiy | FAQGs | Log Oul
=

# - Register User K AR

Create a New Account
lease complote the below fiekds 1o register a new user for SAMPLE SPONSOR

Email address  Sampiesponsor7 3@gmail com

Confirm Email address ~ Sampiesponsor73@gmail com

[—

When the sponsor organisation manager has logged in you will see your email address
displayed in the banner across the top. Click on the down arrow and click on Manage
Users.

au - | Manage Subscriptions | SiteMap | Accessiility | FAQs | LogOut

Incoming Documents

Manage Lodgments

Manage My Account -

* e Lh[¢ |

Eavourites

Work and Developi

Work and Development Sponsor v

View Fines/Infringements

Lodge/Managy

Pay Fines/Infringements

= Pay Invoice

Lodge Prosecution Notices v

A list of users who have been registered as a Portal user for your organisation will be
displayed. The only functionality in this section is to remove a user who is no longer a
sponsor under the WDP Scheme.

Select a user listed and click on Remove. This will remove that persons access to the
Department of Justice eCourts Portal.
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urts Portal c ern Australia T —— Manage Subscriptions. | y | FAQs | LogOul

ige Usars

Manage Users

For a user 1o view Ciminal Charges, Matters and Listings, they must be a Certiicaled Practitioner in the Stete o

stern Australia. Employees of a law fim who are not Certificated Practiior

5 musst 0t be granted aceess. The name of the lawyer must match the name of the user. Clck on the Link to Lawyer button

Select to remave user accounts for SAMPLE SPONSOR

Name Email Lawyer

‘eCourts Portal of Weslar Austraia +1.0.113.0 - Supporled an Chrome
Home. | Prhacy Policy | Conins Of Use | Feedback | Contact Us
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11 Contact and support

If you require assistance in relation to a WDP or have questions in regards to the WDP
Scheme, please contact:

Fines Enforcement Registry
Phone: 1300 650235 or 9235 0235 (mobile or international callers)
Email: ferwdp@justice.wa.gov.au

If you require assistance in relation to becoming an approved sponsor please contact:

Legal Aid Commission of Western Australia
Phone: (08) 9261 6353
Email: wdpservice@legalaid.wa.gov.au

Aboriginal Legal Service of Western Australia Limited
Phone: (08) 6371 4600
Email: WDPService@als.org.au
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