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GIRL GUIDES VICTORIA POLICY GO 42

POLICE CHECKS and
WORKING with CHILDREN CHECKS

1.  Scope of Policy

Girl Guides Victoria takes its responsibility for the girls in its care and the management of the
organisation very seriously. The development of this policy for Police Checks and Working with
Children Checks ensures compliance with Victorian legislation and the National Standards for
involving volunteers as set out by Volunteering Australia.

2. Policy Objectives

Girl Guides Victoria shall develop and maintain efficient administrative processes for ensuring that
all staff and volunteers, both paid and unpaid, have a current Police Check and Working with
Children Check. The Chief Executive Officer or her representative shall be responsible and
accountable for administering these processes in accordance with the National Standards.

3.  Reference Documents
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Procedures- Standard 3, Criteria 3.7.- 3.12

4, Policy
This policy applies to all staff and any registered volunteer, including but is not limited to:
4.1. Unit Leaders, Managers and Unit Helpers;

4.2. Any adult whose patrticipation in Guiding involves direct unsupervised contact with youth
members (including those attending camps and overnight stays etc);

4.3. Support Group and District Support Team volunteers including committee members; and

4.4. Members of State Council, Executive Committee and any Committee of Girl Guides
Victoria.

All volunteers must have both a:

4.5. Police Check that is not more than five years old; AND
4.6. Working with Children Check that is not more than five years old.

5.  Special Exemptions

5.1. Ateacher who has registration with the Victorian Institute of Teaching (VIT) does not
require a Working with Children Check or a Police Check. However the number of each
registration must be recorded with GGV.

5.2.  Sworn Victoria Police Officers and Australian Federal Police Officers are exempt from
both the Police Check and the Working with Children Check if they provide evidence to
Girl Guides Victoria of their status as requested and no less than every 5 years. This
special exemption does not apply to any Police Officer who is suspended from duty.



5.3.

5.4.

5.5.

5.6.

5.7.

5.8.

A parent or carer who volunteers on an occasional basis, in an activity in which their child
ordinarily participates is exempt from the Working with Children Check. However, this
adult must not be unsupervised when working with other children and must have a Police
Check if they volunteer more than 3 times a year.

An adult who volunteers on an occasional basis but no more than 3 times per year is
exempt from the Working with Children Check and Police Check. However, this adult
must not be unsupervised when working with children.

A new Leader applicant may commence working with her Learning Partner or Mentor,
undergo training and work with a qualified Leader in a supervised capacity while the
Police Check and Working with Children Check are sought and examined.

A youth member who is under 18 years of age working with younger youth members.
Trefoil Guild members, who are not considered to be registered volunteers with Girl
Guides Victoria as their primary purpose is giving service to Guiding, not volunteering

with youth members.

Interstate visitors for a period of up to 30 days in the same calendar year who a) have a
WWC from where they live in Australia or b) for one occasion or event.

Applying for a Police Check and Working with Children Check

An information booklet outlining the procedure for applying for a Police Check and Working with
Children Check is available from Guide Centre and is on the GGV website.

It is the responsibility of the individual to apply for both these Checks and to ensure they remain
current. The Management Services Officer at Guide Centre can then process a Police Check
on behalf of the individual using the organisation, fit2work.

The District and Region Managers are responsible for confirming that the Checks are current
and that the information has been forwarded to Guide Centre. Guide Centre staff are
responsible for processing Check updates to ensure the database reflects current information.

Note:

1

The Working with Children Check requires Girl Guides Victoria to be listed on the form. A form to
add organisations to an existing card is available.

Girl Guides Victoria will notify District / Region Managers regularly, but at least quarterly, of those
volunteers whose Police Check or Working with Children Check is more than five years old.



POLICE CHECKS

INFORMATION TO ASSIST WITH COMPLETING THE FIT2ZWORK FORM

1. Background

Girl Guides Victoria (GGV) has contracted the services of fit2work to use their
system for conducting National Criminal History Checks (Police Check).

This is a simple system which allows Department Managers, Region
Managers, District Managers and Staff to check identification copies (as well
as doctor, lawyer, accountant etc), the check results are returned to GGV -
there is no need for the individual to send in the certificate to GGV and the
check results are returned to GGV instantly for around 80% of checks - this is
a much faster checking process than previously.

2. Payment

GGV pays for the cost of conducting the National Criminal History Check for
all volunteers and staff every five years via the fit2work system.

3. Frequency of National Criminal History Check

GGV Governance Policy GO42 outlines the requirement for all volunteers and
staff to undergo a National Criminal History Check every five years.

This may be conducted by GGV or the volunteer / staff member may obtain
their own check and give a copy to GGV.

4. Process for completing the form

There are two options for completing the form:

Download and print out the five page National Criminal History Check
Application Form from the GGV website or telephone Guide Centre and

request a form be sent out to you. Complete it and send it back hard copy.

Request an online form which can be emailed to you and you complete it
electronically. A sheet of instructions will be sent to assist you do this.

Contact Guide Centre and ask for the link to be sent to you.



4.1 Page One

This is an example of how page one should look. Please provide as much
information as possible.

STAFF-IN-CONFIDENCE (WHEN COMPLETED)

NATIONAL POLICE CHECKING SERVICE
f'rt@{vork.com.au e

APPLICATION/CONSENT FORM
(ACCREDITED AGENCIES - CUSTOMERS)

SECTION 1: PERSONAL INFORMATION - Use BLOCK LETTERS and black ink to complete this form. Mark check boxes with an (X)
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Gender: & Male e/FemaIe & Unknown/Other Date of Birth I‘)‘( MOI { ‘/| { 'ﬁ)c(‘ (|

Place of Birth (Required)
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Current Residential Address (Required)
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Additional Details
If more room is required, list on separate sheet, sign and send the sheet with this application form. Additional sheet included? < Yes = No

Previous names (if applicable)

o [EAIRPIOE] T T T T T[T T[T wmeamneme [T [ [T TTTTT1]
aumne STACTAl T T T T T TT T T T T T TTTTTTT] e otne rmiune i

5 Year Previous Addre
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5 Year Previous Address
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Contact Details
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Documents

Aust. Driver's Licence No. HS‘O| (olz]o[Z] | | | | sutemeniory U iel | ] ] | | ] |
Firearms Licence No. | ‘ ’ ’ ‘ | ’ | ‘ ‘ ’ | | State/lertitory | ‘ | l ’ ’ l | ‘ |
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Passport Type « Private ¢ Government ¢ UN Refugee
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4.2 Page Two

This page relates to the 100 points of identification that need to be provided
with the form. The form details the different types of documentation that can
be provided and how many points each is worth.

1 Write in the box "Points Scored" the number of points of identification that
you have for each section on the page.

Ensure that you attach a photocopy of each item of identification.

Ensure that the total points add up to at least 100 and that one piece of
identification has a photo of you on it.

Arrange to have your identification checked/verified or certified.

A = =22

2.1 To have your identification checked/verified:

Meet with any of the following GGV personnel to check your identification.
These people are known as Authorised Checking Officers. When you meet
with them you will need to take the form, the original identification documents
and the copies to be checked/verified.

Chief Executive Officer

Management Services Officer Admin and Support Officer
State International Manager State Olave Manager
State Outdoor Activities Manager State Program Manager
State Risk Assessment Manager State Training Manager

A Region Manager A District Manager

The Authorised Checking Officer is to:

Sight the original documentation.

Declare that they have confirmed your identification copies as being true
copies and that they are satisfied as to the correctness of your identity.
Sign and date each photocopy.

Print their name, position and the word "Verifier" in brackets after their
position on each document to be verified.

Sign, date and write their name on the bottom of page 2 in the space
provided.

= = =4 = =4

4.2.2 To have your identification certified:

If it is more convenient to have your identification certified, page 5 outlines
who can certify the copies of your identification. You need to take the original
identification items and the copies to be certified to this person. Page 5
explains what the certifier has to do



This is an example of how page two should look.

STAFF-IN-CONFIDENCE (WHEN COMPLETED)

- NATIONAL POLICE CHECKING SERVICE
frt@{vork.com.au s

APPLICATION/CONSENT FORM
(ACCREDITED AGENCIES - CUSTOMERS)

SECTION 2: PROOF OF IDENTITY (100 - POINT CHECK)

When applying for a national police history check you must provide proof of your identity with your application. You will be asked to provide personal identity documents that add up to at least 100 points. The
combination of documents supplied should, as a minimum, evidence your full name and date of birth. All documents must be originals or certified true copies. Documents must be selected from the list below.
Change of Name

If the name you use to apply for a national police history check is different from that shown on any of your personal identity documents, you must provide evidence of the name change, e.g. Marriage or Change of
Name Certificate issued by a State or Territory Registry of Births, Deaths and Marriages and Divorce papers issued by the Family Court. These documents must be originals or certified true copies and DO NOT
count towards the 100-points. If you use a change of name document you must provide in Section 1 the other names you have used.

You must use ONE Primary document OR At least ONE Secondary Document which MUST contain a photograph

> ,: Points.
Document Type Document Points Value | o "0y
PRIMARY
e Birth Certificate/Birth Extract
3 o 2 Australian Passport (Current, or expired within the previous two years, but not cancelled)
Only one form of identification accepted from this categor e 70 I"‘ 1
4 L P Y gory @ Australian Citizenship Certificate O
o International Passport (Current, or expired within the previous two years, but not cancelled)
e Other document of identity having same characteristics as a passport e.g. diplomatic/refugee (Photo or
Signature)
SECONDARY

e Current Licence or Permit (Government Issued)
© Working With Children/Teachers Registration Card

Your initial Secondary Documents will score 40 points, any e ASIC/MSIC Card 40 0r 25 I

ti will be 25 points each @ Public Employee Photo ID Card (Government Issued) [(—D

e Depariment of Veteran Affairs Card
e C Pensi C ion Card or Health Care Card
e Current Tertiary Education Institution Photo ID
@ Reference from a Doctor (must have known the applicant for a period of at least 12 months)
e Foreign/International Driver's Licence
e Proof of Age Card (Government Issued)
® Medicare Card/Private Health Care Card
e Council Rates Notice
o Property Lease/Rental Agreement
e Property Insurance Papers S—
® Tax Declaration 28 Z >
e Superannuation Statement
e Seniors Card
@ Electoral Roll Registration
@ Motor Vehicle Registration or Insurance Documents
e P i or Trade iation Card

Utility Bills (e.g. Telephone, Gas, Electricity, Water)
: bl Credit/Debit Card 25
from different organisations e Bank Statement/Passbook

If you wish to use more than one of these documents they must be

SPECIAL PROVISIONS ONLY TO BE USED IF 100 POINT CHECK ABOVE CANNOT BE MET

The full 100 point check is required when the applicant has been in

Australia for longer than 6 weeks For recent arrivals in Australia (6 weeks or less — proof of arrival date required) current passport 100

area/community Leaders’ of the community to which the applicant belongs

Birth Certificate/Birth Extract

Australian Passport (current, or expired within the previous two years, but not cancelled)
Australian Citizenship Certificate

International Passport (current, or expired within the previous two years, but not cancelled)
Other document of identity having same i as a passport eg. di| i igee (Photo or 100
Signature)

Child Under 18

Aboriginal person or Torres Strait Islander resident in a remote Identity of applicant ordinarily resident in an isolated area verified by TWO persons recognised as ‘Community 70 I

OR

from an ional itution, signed by the principal or deputy principal, confirming that the child
attends the institution (statement must be on the institution’s letterhead)

TOTAL POINTS

5 Total Points
Points must equal or exceed a total of 100 Scored:

VERIFICATION - (OFFICE USE ONLY)
| declare that | have sighted and confirmed the applicant's original or certified true copy personal identity documents and that verification has been achieved using the 100 point check. | am satisfied as to the

correctness of the applicant's identity.

Signature of person who has confirmed 5 'Lq el So e Printed name of person who 5 (& N~ /\Tuﬁ_é
100pts of ID: 5 has confirmed 100pts of ID:
- ;)
Position/Employee Id of person who ["’( IN pOINGE /Q o~
has confirmed 100pts of ID: : Date:‘D_‘ @iﬁo W
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4.3 Page Three

Under Section 5, write the purpose of the check as being "Contact with
children and access to cash".

Complete Section 6 with your name, signature and the date.



