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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 
 

3.1. óNational Standards for Involving Volunteers in Not- For- Profit Organisationsô, Selection 
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 participation 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. A teacher 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. 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. 

 
5.4. 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.  

 
5.5. 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.  

 
5.6. A youth member who is under 18 years of age working with younger youth members.  

 
5.7. 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.  

 
5.8. 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.  
 
 

6. 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: 
 

¶ 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 FIT2WORK 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. 
 

 



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. 
 

¶ 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. 
 
4.2.1 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. 

 
4.2.2 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. 
 

 
 



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. 
 

 


