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1. Glossary 
 

Term Meaning  

AEN Assessment enrolment number – the identifying number a Candidate 
receives when they enrol for an assessment via their MyServiceNSW 
account  

Enrolment Candidates enrol via their MyServiceNSW account.  This enrolment 
indicates a candidate intends to participate in an assessment and the 
Candidate receives an AEN number, which they must provide to the 
Assessor at their in-person assessment 

High Risk Work Licence (HRWL) A licence issued under Part 4.5 of the WHS Regulation for one or more 
of the HRW licence classes 

HRWL Assessment (Assessment) An in-person assessment conducted by an accredited HRWL Assessor 
to determine a Candidate’s competency in a high risk work licence 
class. 

Multi-Factor Authentication (MFA) An authentication method that requires the user to provide two or more 
verification factors to gain access to a resource such as an application, 
online account, or a VPN.  

MyServiceNSW Account MyService NSW Account is an online service operated by Service NSW, 
on behalf of the NSW Government that Candidate must use to verify 
their identity and enrol for a high risk work assessment. 
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2. I wish to enrol for a high risk work licence 
(HRWL) assessment  

 

A candidate who wishes to enrol for a HRWL assessment will find the link to enrol on the Service 
NSW page - https://www.service.nsw.gov.au/services/high-risk-work-licence 

From 7 May 2025 there will be a tile on this page which you can select to enrol for your HRWL 
assessment.  

 

Once a candidate clicks on the correct tile, you will be taken to a login page for your MyServiceNSW 
account (section 3.1 below) or asked to create a MyServiceNSW account (section 3.2 below). 

You can also find information on the SafeWork NSW website about the process for obtaining a high 
risk work licence in the new digital system from 7 May 2025 at this link: 

https://www.safework.nsw.gov.au/licences-and-registrations/licences/high-risk-work-licences-
application-process-from-7-may-2025  

 

 

https://www.service.nsw.gov.au/services/high-risk-work-licence
https://www.safework.nsw.gov.au/licences-and-registrations/licences/high-risk-work-licences-application-process-from-7-may-2025
https://www.safework.nsw.gov.au/licences-and-registrations/licences/high-risk-work-licences-application-process-from-7-may-2025
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3. Accessing your MyServiceNSW Account  

3.1 I have a MyServiceNSW Account  
1. After you click on the link to enrol (see section 2 above) you will be taken to the 

MyServiceNSW Account login page.   

2. Enter the email and password used to create your MyServiceNSW account and select 
‘Continue’.  

 

Note: If you have forgotten your password, use the ‘reset password’ link. If you do not have an 
account, refer to section 3.2 below.  

3. Verify you are not a robot by completing the image validation e.g. Select all squares with 
motorcycles and select ok.  

4. A green tick will appear confirming the validation has been completed and you will be able to 
select ‘Continue’.  



 

MYSERVICESNSW ACCOUNT USER GUIDE – ID verification and enrolling for a high risk work licence assessment 
May 2025 3 

 

5. You will now be taken to a screen showing the information that you will need to apply for a 
high risk work licence. Once you have selected ‘Continue’ you will commence the ID 
verification process. 

Note: You can also access the privacy collection notice on this screen.  
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3.2 I do not have a MyServiceNSW Account   
1. If you do not have a MyServiceNSW account, you will need to create one.  After you have 

selected ‘I don’t have an account, Create account’ (see section 3.1) this screen will appear.  

 

 
2. Enter your email address and select ‘Continue’.  A confirmation code will be sent to the email 

address that you enter.  

3. Enter the confirmation code and select ‘Continue’. Note: this code expires after 1 hour.  
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4. Create a password for your new account and select the check box to agree to the Terms and 
Conditions.  
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5. If the system identifies that you already have a MyServiceNSW account, the below screen 
will appear. You can either return to the login page and reset your password or create a new 
MyServiceNSW account with a different email.  

 

 
 

6. You will be taken to a screen where you have the option to secure your account using multi-
factor authentication (MFA). We recommend you protect your account with the 2-step 
authentication process however it is not compulsory.  
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7. If you select ‘yes’ for MFA, the below screen will appear. 

Enter your mobile number and select ‘Continue’. 

 

8. Enter the 6-digit code you received as a text message and select ‘Continue’. MFA will now be 
activated for your MyServiceNSW Account.  

 

9. If you do not wish to set up multi-factor authentication at this stage, select ‘No, I’ll do this 
later’.  
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10. You will then be prompted to prove that you are not a robot by validating an image. E.g. select 
all bicycles in the image. Once you have verified this information, you will be able to select 
‘Continue’.  
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4. Verifying your identity  
1. Once you have logged into your MyServiceNSW account, you will be asked for documents to 

verify your identity.  Gather together your documents and select ‘Continue’. 

 

You must have 2 current identity documents from the list below.  These are required to 
validate your identity.   

You need either 2 x primary documents or 1 x primary and 1 x secondary document. 

Primary Documents Secondary Documents 

Australian birth certificate Medicare card 

Australian certificate of registration by descent Health Care Card 

Australian citizenship certificate Commonwealth Seniors Health Card 

Australian driver licence Pensioner Concession Card 

Australian Passport Veteran Gold Card 

Foreign passport with Australian visa Veteran Pensioner Concession Card  

ImmiCard Veteran Seniors Health Care Card 

Aviation and Maritime Security Identification card  

4.1 Linking Documents  
Linking documents may be required to demonstrate the continuity of a customer's identity, where 
identity details have changed (e.g. their name). 

• Marriage certificate 

• Change of name certificate 

• Australian divorce papers 
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• Australian Birth Certificate 

• Commonwealth victims’ certificate 

1. You will be taken to a screen showing the privacy collection notice and Terms and Conditions.  
You can access the privacy collection notice and terms & conditions by clicking on the blue 
hyperlinks.  

2. Select the declaration box to agree that ServiceNSW can digitally verify your document and 
select ‘Continue’.  

 
3. If you have previously saved your verified details, you will be given the option to re-use your 

previously verified details. Select the checkbox followed by ‘Continue’ if you agree or only 
select ‘Continue’ if you do not.  

4. Select your first current identity document from the list and select ‘Continue’.  

 

5. You can choose to save your verified details for your MyServiceNSW account and re-use 
these if you need to verify your identity again at a later time. 
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If you choose to re-use your verified details, select the check box allowed Service NSW to re-     
use your verified details for later logins (this step is optional). 

 
6. Once you have selected your first identity document, you will be prompted to verify it.  You 

can either manually enter the document details or take a photo of your document. Select 
your preferred option and ‘Continue’. 

 

7. In this example we are using an Australian driver licence.  Select the state shown on your 
licence. 
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8. Enter the details exactly as they appear on the ID document and select ‘Continue’. 
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9. A message will appear indicating that your ID document is being verified & a green tick will 
appear once the verification is complete.  

 

 
10. You will now be required to complete the same steps for your second ID document following 

the prompts as required by Service NSW.  

11. Once your ID documents have been verified, you will be prompted to review your 
MyServiceNSW account details to ensure they are correct.  

Check the details are correct.  Then enter current mobile phone number and select 
‘Continue’. You will be sent a confirmation code to your mobile phone.  
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12. Enter the confirmation code sent to your mobile and select confirm. 

Note: This message can take up to 3 minutes to arrive. If you do not receive the code, select the 
blue hyperlink to resend it.  

 



 

MYSERVICESNSW ACCOUNT USER GUIDE – ID verification and enrolling for a high risk work licence assessment 
May 2025 15 

13. A message will appear showing that your mobile number has been confirmed. Select 
‘Continue’.  

 
14. You are now ready to enrol for a High Risk Work Licence (HRWL) Assessment.  
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5. Enrolling for a High Risk Work Licence 
(HRWL) Assessment 

 

1. The system will ask you if you have an existing NSW high risk work licence. Select your 
answer and choose ‘Continue’   

The following is the path you will see if you select ‘no’. If you do have an existing HRWL 
select ‘yes’ and answer the questions which will be similar.  

 
2. The system will create an application form for you. 

 

 

3.  You will be asked to check your details for your enrolment for your high risk work licence.  If 
they are correct, select the ‘Continue’ button.  You may make changes to your email, mobile 
number and address in this section.   

Note: any changes you make here will not be saved in your contact information in your 
MyServiceNSW account. 
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4. You will be taken to a screen to select the classes you wish to enrol in your high risk work 
licence assessment. You can select more than one class here and select ‘Continue’  
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5. You now need to answer the disclosure questions – select your answer and select ‘Continue’. 

 
6. If you answer ‘yes’ to the disclosure questions you will see the below message. Once you have 

read the message, you can select ‘Continue’. 

 
7. You will be taken to the Review and Submit screen. You can edit the details on this screen 

using the edit hyperlink. If the details are correct, select ‘Continue’. 
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8. You will now be taken to the declaration screen where you must read the declarations, mark 
the checkbox and select ‘Continue’.  
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9. Once your enrolment has been submitted, you will be taken to a confirmation screen.  You 
can download a copy of your enrolment form from this screen.  The screen also contains 
information on the next steps a candidate needs to complete. 
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10. You will also receive an email from SafeWork NSW with your Assessment Enrolment Number 
(AEN) as well as a copy of the next steps you are required to take.  
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6.  Help & Assistance 
 

Phone: 

• Service NSW on 13 77 88 Monday to Friday between 7am and 7pm (Sydney time). 

• If you are overseas, call + 61 2 8894 1555 

 

Accessibility Services: 

• If you're deaf, hard of hearing, or have a speech/communication difficulty, contact us 
through the National Relay Service and ask for 13 77 88. 

• Call 13 77 88 for translation and interpreter services. 

 

Visit a Service centre 

• Use the  service centre locator to find a Service NSW location near you 
• Or you can contact Service NSW - https://www.service.nsw.gov.au/contact-us  

 

 

https://www.accesshub.gov.au/about-the-nrs/nrs-call-numbers-and-links
tel:137788
https://www.service.nsw.gov.au/service-centre
https://www.service.nsw.gov.au/contact-us
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32 Mann Street  
Gosford NSW 2250 
 
Locked Bag 2906 
Lisarow NSW 2252 
 
Office hours: 
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