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PRO-015-Applying for NSW WWCC

APPLYING FOR NSW WORKING WITH CHILDREN CHECK

Purpose

To outline the steps required to apply for an NSW Working with Children Check (WWCC), and how to
correctly process approved applications within the AustraliaOne business system.

Scope
All approved AustraliaOne party members must hold a valid WWCC in accordance with:

e Applicable state/territory regulations and laws.
e AustraliaOne Constitution, Policies and SOP.

APPLICATION PROCESS
Where to apply

The NSW Government websites that address the WWCC application process are:

e The Office of the Children’s Guardian are responsible for monitoring and processing all WWCC
applications in NSW. The website contains in depth information regarding the application,
including a list of acceptable identification documents. Applications must be completed via the
online form.

e Service NSW contains information only and re-directs users to the Office of the Children’s
Guardian Website to complete the online application. Once cleared individuals can access their
WW(CC details via the Service NSW app.

How to apply
Step1 Using an internet search engine type: Working with Children Check NSW.

Working with children check NSW Q C||Ck to open the homepage-
. . ’
All Images Videos News Maps Shopping Settings NSW Office of the Children’s
— Guardian

Australia *  Safe search:strict ¥ Anytime v

Working with Children Check - NSW Office of the Children's ...

& hitps://www.ocg.nsw.gov.au/child-safe-organisations/working-with-children-check

The result of a Working with Children Check is either a clearance to work with children for
five years, or a bar against working with children. Cleared applicants are subject to
ongoing monitoring and relevant new records may lead to the clearance being revoked
YouTube. NSW Office of the Children's Guardian. 561 subscribers

Help to Apply, Renew And Update
The Working with Children Check is an
online system and does not have..

Apply for a Working With Children Check | Service NSW

o https://www.service.nsw.gov.au/transaction/apply-working-children-check

The Working With Children Check (WWCC) is a requirement for anyone who works or
volunteers in child-related work in NSW. It involves a National Police Check (criminal
history record check) and a review of reportable workplace misconduct. Results of a
National Police Check can take up to 4 weeks to be received. The outcome of a check is
either a clearance to work with children or a bar against
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The Working with Children Check page will display.

N7 ! Office of the a

This page introduces applicant
categories (employer, parent,

R . volunteer) and explains in detail
' J <8 the application process for each
- - ’
= g , category.
Now available.
4 \ Empowerment and »

participation - a guide
for organisations

Find out more

Working with
Children Check

I'm an applicant

Confirm you need a Check
then Apply below.

Apply for your check

Renew your WWC
number

Working with Children
Check

Apply, renew, verify. Loginas a
child-related employer.
Resources to help you comply

Voluntary out-of-
home care

Find a service provider. Apply
for registration. Voluntary out
of-home care register

Training and
resources

Child safe
organisations

Helping organisations be child
safe. Training and resources.
Offender counsellor scheme

Children's
employment

Apply for authority o employ
children in entertainment. What
employers must 1o do

About us

Statutory out-of-home
care and adoption
Accreditation and monitoring
Apply for accreditation. NSW
Carers Register

Reportable conduct
scheme

Notify us of a reportable
allegation or conviction, Meet
obligations under the scheme

Contact us

Step2 The Application Information page will display.
Link:https://www.kidsguardian.nsw.gov.au/child-safe-organisations/working-with-children-check

Click on these menu
options to access detailed
information and launch the
application information

page.

& Office of the
NSW | Children’s Guardian

The full Application Process is
_ _ : detailed HERE.

‘Stalutory out-of-home
‘care and adoption

@ Child safe

organisations:

Home > Child safe organisations > Working with Chidren Chack

Working with Children Check

2 Applicant Working with Children Check
L Delays in processing some Working with Children Check applications - here's why TO La unc h t h ea p p I |cat|0 n fo rm
Parent

= Use the information on these pages 1o see if you, your employees or volunteers need a Check

= Remember the Working with Children Check 1s different from a Police Check and is required for people
who work with children in NSW.

= The Check lasts for five years even if you move jobs.

Get the Service NSW app

I'm an applicant
« Confirm you need a Check then Apply below

clicking the Apply for your check
button.

> Legal o support person
> Help and further info

Working with Chikiren Week

Contact us

« You must keep your contact details up to date

« Your Check lasls five years — renew before you're due

« Your Check can move job with you — just tall your new employer your number
= Change from a Velunieer to a Paid Worker choose "Update my details” below
+ No refunds — be sure you need it before you apply

NOTE: The Service NSW app is not
required to complete the WWCC
application process.

Wit for WINC
notfication

Apply for your check

This app gives you digital access to
approved licences, registration and
WWCC data.

Renew your WWC number

Find my numbar Update details Haip 1o apply renew and update

Application process Authorised carers
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Step3 Complete the WWCC Application Form.

Application for a NSW Working With Children Check registration Complete your personal data and
select Volunteer in the Purpose of
check section

P Personal details P Eirth details
e S Al i
[ ) | 101 3
Firet ghven name = Town *
| -
- ] i
Of T Mo frst given name. Ceountry
Migdie of Other given names * [ At v |
== ] State / Torritory *
OR D No other gven namos (v~ ) Purpose of check
Famity name Check purposs *

© Paid employes

B Purpose of check

c © Seif emploved
- Chack purpom ® Volunieer, aulhorised carer, adull household member, student on a
Genger Paid empioyoe professional placemant, prospecive adoptive parent

Female ® Male O Oter Chilld related sector *

Parant Volinteer - Othar v

Do you identify 33 being Aboriginal sna/or Torres Strait
Tnlander?

CRig related sector ®

[ Prrert Voluntocr - Other N

P identity documentation

dentity regumerients & Docurments using 3 lormes rame? Cick

P Contact details

Ee B OO SRONE AUTOR OF I BTN BOTNESS (1 AOUINC 1O ——
ROIMCAZON PUTTOSES. AL BES! 0N COMC PRONE NUm2er 13 | Asraion b orstean |

Commencement of ientity Socument *

NOTE: For AustraliaOne purposes
— ! you are an unpaid Volunteer

Home / private phone Primary document =

[P — e
Lo || [nemmeme ‘ The WWCC are free of charge for
) | [eem ) unpaid Volunteers.
Emali adarens Secondary document | *
] | Modcare Cors v

P Current address
streat agaress =

|-1.:r 3t Aove |

$uburt | Town *

Pasteons Reference Numder3 cOTE FOT I JOCUTENT (g PaII0o B
. Fosoas’ Canicae. AHOCAT, CID. CUTIOMEr TUmORr £17)

Mailng sadress *
B Same as above

} Previous names and aliases

Haws YOu 8ver Changed your name Gr used a different name? *
Yo ® N

= Once complete click the NEXT
button

Step 3  Giving consent and making the declaration.

Application for a NSW Working With Children Check The consent and declaration page
} Consent W|” dISplay.
I have fully completed this Form, and the personal information | have provided in it relates to me, contains my full name and all names previously
used by me and is correct.
I acknowledge that the provision of false and misleading information is a serious offence under the WWC Act. Re a d b Ot h d ec I a ratl ons an d t h en
I acknowledge that the Office of the Children's Guardian is collecting information in this Form to provide to the Australian Criminal Intelligence g've conse nt by C I | Ckl ng the Ch ec k
Commission (ACIC), an Agency of the Commonwealth of Australia, and the Australian Police Agencies for the purposes of a National Police v
the boxes.

Pleafle check the box to confirm you have read and agree to the above declaration and acknowledge that the information you have provided can
assess your suitability to work with children.

I understand that if | am engaged in child-related work by the NSW government agencies of Education and Communities, Family and Community
Senvices, Juvenile Justice or Health, the Office of the Children's Guardian may inform the agency that my National Police History Check obtained
from the Australian Criminal Intelligence Commission (ACIC) did not disclose any criminal history information.

To proceed click in the ’m not a
robot reCAPTCHA check box.

b check the box to confim you have read and agree to the above declaration.

Im not a robot

Step4 Authentication via reCAPTCA.
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Application for a NSW Working With Children Check

) consent

used by me and is correct

I have fully completed this Form, and [UEE LS 3ins my full name and all names previously =
chimneys
1 acknowledge that the provision of f¢ Ve At

© to the Australian Criminal Intelligence
+ for the purposes of a National Police -

I acknowledge that the Office of the €
Commission (ACIC), an Agency of th
Please check the box to confirm -
be used to assess your sutabilty to v

ge that the information you have provided can

Iunderstand that i | am engaged in ¢ |
Services, Juvenile Justice or Health,

from the Australian Criminal Intelliger ’ I

~ | mation.

{and Communities, Family and Community
= my National Police History Check obtained

Please check the box to confirm y

Step 5

I'm not a robot

PRO-015-Applying for NSW WWCC

Follow the reCAPTCHA prompts
and when complete click the
VERIFY button.

Then, click the Submit button.

Acknowledgement Emails from WWCCNotification@kidsguardian.nsw.gov.au

The first email you receive is and auto-generated acknowledgement of your application.

The second email you receive will be your clearance/approval notification.
This email contains your WWCC Number, expiry date and the type of clearance.
®  You need to retain a copy of this email for your personal records.

®  Your WWCC should now be available to view on the Service NSW app.

NOTE: NSW DO NOT issue photo WWCC ID Cards

Step 6

End of process — 2.2 How to apply

Renew an existing WWCC registration.

When your WWCC is due to expire you will receive notification from the Office of the Children’s
Guardian reminding you to renew your WWCC clearance.

How to renew.

Step 1
it | . a
NSW | Qfigrea's Barcian
¥ g7 <= 9
| & e & =
G | %
’ -
o ’
Now available.
| Empowerment and >

participation - a guide
for organisations

Find out more

Working with

Working with Children I« T EY ()
Children Check i

Aggiy. renew, verlly Log in as a

rm an applicant

Children’s

Statutory_out-of-home

d &

employ;
" &

e you nead a Check

Apply for your check

man Apply be
Renew your WWC
number

Training and About us
resources

DIQEBONS L

Contact us

Using an internet search engine visit the Office of the Children’s Guardian homepage.

Click to open the homepage:
NSW Office of the Children’s
Guardian

The Working with Children Check
page will display.

Click here to launch the
renewal form.

Latest news

[T p——

Step2 The Renew WWCC registration form will display.
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the working
with chikdren iss v lirag ot o BDW Working Wi Chaiidren Check remewai application

check 3 Ensure that you are completing
the form to RENEW a WWCC

Application to renew a NSW Working With Children Check registration

: Complete your personal data and
- Working With Chidren Check number P Registered birth detaits select Volunteer in the Purpose of

'Warking With CRidrsn Check namber [cument o sxpind) © Date of birth * .
| o = check section
Torwm *
} Registered personal details —
. I Country *
[ v R el
Firsd given name * St !H!'iﬂdy' )

| = ~

Oft Ha fral gven narva

MIOES OF CERAr gven naman p JPurposs of chack
[ J ChecK papan =
& T Ho ather given rames [ Fp—
TamEy . - e
[ | T AN S —————
trofessional slacement Of prospecive BMObTve parerl
Srgie name orly Cli-caled acor » ) Purpose of check
Gangst = Pasertt nkoriiner - Cthar W Check purpose *
Farmzis ® Male O Other © Paid employes

b TEEnty Gezumentaton ©Self employed

' Aberigingl andior Tomes Sirait islander status @ Volunteer, autholised carer, a0Ult household member, student on &

- Eral ol denire rensmnenta & Docynents iging g dgures pgme? Siih professional placement, prospective adoptive parent
D6 you Ientity 4 bélng Abongingl sodiar Torres Stralt corem e
e - ™
e Commencement of identity document * Parent Volunteer - Other v
Aporgnal Hurseafion birth covifenin |
Taus Sersit fntarcioe fe————

Both | Abaigingl snd Tames STl Islanser TTMEAAC |

& Proster rost 4o armwer

P comact senails e

EEngr 3 oS prone FUTOGr G 3 ATAL SONSS I3 PMLING B - 2 NOTE: For AustraliaOne purposes

NOSFCATGO PUPOSEs. AL BES O7 CORIRGE BAONE NUTOR 1§ Rti Wl AGME *

regured 1T280A1 .

s B you are an unpaid Volunteer
o | Sacondary decumant 1 *

Home [ privits phone | Memcirarn o [ '|

| | Situince numer . The WWCC are free of charge for

aniteen phons toh o e 1 unpaid Volunteers.
Sscondary doourant 2

Emull addreas Lty il e |

——— | | :

Pleanse confrm your small sddresa 123458TAZ |

MERRICE NS COME 20N M JOCUTEY (B PIIDOT BT
P Current address CETECHE ARSI S0 CURDTE A gy

Strast saarens -
B |

Subure | Town *

Postcods =

Siwde =
oW e
Masling addrees

B Same s above

P Mame changes

Hawe Jou Chamged your name ¥ince your last HEW Working
WIS Chillren Chach appiication? *
™

b Previous names and aliases

Hawa you aver changed yost name of used & difensnt name? *
er ® hg

Once complete click the NEXT
button

Step 3  Giving consent and making the declaration.

Woeorking With Chil Check - A

b consent The consent and declaration page

I have fully completed this Form, and the personal information | have provided in it relates ta me, contains my full name and all names previously Wi | I d 1S p | ay
used by me and is correct .

| acknowledge that the provision of false and misleading information is a serious offence under the WWC Act

I acknowledge that the Office of the Children's Guardian is collecting information in this Form to provide to the Australian Criminal Intelligence

Commission (ACIC), an Agency of the Commonwealth of Australia, and the Australian Folice Agencies for the purposes of a National Police - Read both decla ratlons a nd then
P\N:K the box to confirm you have read and agree to the above declaration and acknowledge that the information you have provided can
give consent by clicking the check

bssess your suitability to work with children

| understand that if | am engaged in child-related work by the NSW government agencies of Education and Communities, Family and Gommunity
Services, Juvenile Justice or Healh, the Office of the Children's Guardian may inform the agency that my National Police History Check obiained the boxes.
from the Australian Criminal Intelligence Commission (ACIC) did not disclose any criminal history information.

nack the bax 1o confirm you have read and agree to the above declaration

I'm not a rebot

To proceed click in the ’m not a
robot reCAPTCHA check box.
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Follow the reCAPTCHA prompts
b consent and when complete click the
| have fully completed this Form, and the personal information | have provided in it relates to me, contains my full name and all names previously & VERIFY b utto n.

used by me and is correct.

Working With Children Check - Renewal Application

| acknowledge that the provision of false and misleading information is a serious offence under the WWC Act

| acknowledge that the Office of the Children's Guardian is collecting information in this Form to provide to the Australian Criminal Inteligence
Commission (ACIC), an Agency of the Commonweaith of Australia, and the Australian Police Agencies for the purposes of a National Police -

Please check the box to confirm y ge that the information you have provided can
be used to assess your suitability to

Select all squares with

stairs
| understand that if | am engaged in ¢ and Communities, Family and Community
Services, Juvenile Justice or Health, my National Police History Check obtained
from the Australian Criminal Intelliger mation,

Then, click the Submit button.

8 Please check the box to confirm y

Step4 Acknowledgement Emails from WWCCNotification@kidsguardian.nsw.gov.au

The first email you receive is an auto-generated acknowledgement.

The second email you receive will be your clearance/re-approval notification.
This email contains your WWCC Number, new expiry date and the type of clearance.
®  You need to retain a copy of this email for your personal records.

®  Your WWCC should now be available to view on the Service NSW app.
NOTE: NSW DO NOT issue photo WWCC ID Cards

Step 5 End of process — 4.1 How to renew

How to make changes to an existing WWCC

https://wwccheck.ccyp.nsw.gov.au/Applicants/ChangeOfDetails

Step1 Using an internet search engine visit the Office of the Children’s Guardian homepage.

Click to open the homepage:

% fficecithe ¢ NSW Office of the Children’s
| e Guardian

( _' _‘_\‘-‘ g

2 >

Now available.

Empowerment and »
participation - a guide

for organisations

Click here to launch the

Working with Working with Child, Child saf Si -of : : .
g_witl ildren ild safe tatutory out-of-home
Children Check Check T TE—rmre—]  Working with Children Check
] Apply, renew, verify Loginasa | Helping organisations be child Accreditation and monitoring P
Resources to help you comply Offender counselior scheme Carers Register
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Step2 The Working with Children Check page will display.

Working with Ghildean Check The Working with Children Check
page will display.

Delays in processing some Working with Children Check applications - here's why

+ Use the information on these pages to see if you, your employees or volunteers need a Check.

» Remember the Working with Children Check is different from a Police Check and is required for people
who work with children in NSW.

« The Check lasts for five years even If you move jobs

Get the Service NSW app

I'm an applicant
+ Confirm you need a Check then Apply below
= You must keep your contact details up to date
= Your Check lasts five years — renew before you're due
= Your Check can move job with you — just tell your new employer your number
s Change from a Volunteer to a Paid Worker choose "Update my details” below
+ No refunds — be sure you need it before you apply.

Apply for your check Go to a service NSW Wait for WWC
(online form) centre or motor registry notification

Apply for your check
Renew your WWC number

Find my number I Update details I Help to apply renew and update

Click here to launch the
Update Details Page .

Application process Authorised carers

Step3 The make changes form will display.

the working

u!;;w :M;ren You are fEng out 3 MSW Working With Children Check change of details applcation.

Sl Ensure that you are completing

| Application to change NSW Working With Children Check registration details I the form to CHANGE WWCC

P e registration details

P Registerea personal details
— Complete your personal data and
i ) make a selection from the change
Middle or Other given names * options provided.
©OR & No other piven names
M _ R Click the Yes button to open the

01011870 =

applicable option.

) Upgrade clearance from volunteer to paid worker

Yes # No /Mot apphcatie

b Update name

e b o Complete the information
o requested and when finished click

[ Update Aboriginal andior Torres Strait Islander status

the Next button.

Yes ® No

b Update contact details.
Yes ® No

NOTE: In some cases, you may be
required to submit proof
documents in person at your local
Service NSW office.

Once complete click the NEXT
button

Step 4 Giving consent and making the declaration.
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Change of details
The consent and declaration page

| have fully completed this Form, and the personal information | have provided in it relates to me, contains my full name and all names . W | | I d |S p | ay .
previously used by me and is correct

} Consent

| acknowledge that the provision of false and misleading information is a serious offence under the WWC Act.

| acknowledge that the Office of the Children's Guardi llecting information in this Form t ide to the Australian Criminal Intelli i
acknouiedge thatthe Offce of the Chidren's Guardian i collecting information n this Form to provide (o the Ausiralian Criminal Inteligence Read both declaratlons and then

Commission (ACIC), an Agency of the Commonwealth of Australia, and the Australian Police Agencies for the purposes of a National Police

F'Ieasetheck the box to confirm you have read and agree to the above declaration and acknowledge that the information you have provided can g|ve conse nt by C I |Ck| n g the Ch ec k
| ssess your suitability to work with children
the boxes.

| understand that if | am engaged in child-related work by the NSW government agencies of Education and Communities, Family and Community
Services, Juvenile Justice or Health, the Office of the Children's Guardian may inform the agency that my National Police History Check obtained
from the Australian Criminal Intelligence Commission (ACIC) did not disclose any criminal history information.

Pleasefeheck the box to confirm you have read and agree to the above declaration

To proceed click in the ’'m not a
robot reCAPTCHA check box.

I'm not a robot

Change of details

} Consent

Follow the reCAPTCHA prompts
T Py T e e ] P T T and when complete click the
previously used by me and is correct.

| acknowledge that the provision of false and misleading information is a serious offence under the WWC Act. VERIFY b Utto n .

I acknowledge that the Office of the Children's Guardian is collecting information in this Form to provide to the Australian Criminal Intelligence
'Commission (ACIC), an Agency of the Commonwealth of Australia, and the Australian Police Agencies for the purposes of a National Police %

Please check the box to confirm ynii have read and anree in the aove declarafinn and acknowledge that the information you have provided can
be used to assess your suitabilty to
‘Select all squares with

I understand that if | am engaged in ¢ traffic Imh.s and Communities, Family and Community

Services, Juvenile Justice or Health, ISRl my National Police History Check obtained
from the Australian Criminal Intelliger mation.

L3
Please check the box to confirm y \‘\‘

I'm not a robot

Then, click the Submit button.

coo KN

Step5 Acknowledgement Emails from WWCCNotification@kidsguardian.nsw.gov.au

The first email you receive is an auto-generated acknowledgement.

@ e Visit your local Service NSW office with all applicable documents if required to do so.

NOTE: Your updated WW(CC registration may be issued in hardcopy during this visit.
(Ask the assistant to send you a copy via email as well).

The second email you receive will be your updated clearance notification.
®  You need to retain a copy of this email for your personal records.
®  Your WWCC should now be available to view on the Service NSW app.

NOTE: NSW DO NOT issue photo WWCC ID Cards

Step 6 End of process — 4.1 How to make changes to existing WWCC
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Expiry Date Management

Expiry date management is the responsibility of each individual WWCC holder. AustraliaOne will not
issue reminder notices.

Failure to manage your expiry date may result in your AustraliaOne membership being placed on
hold until we receive your updated WWCC data.

REGISTER YOUR WWCC WITH AUSTRALIAONE

How to update my AustraliaOne member record
Upon receipt of your original clearance, renewal or change of detail notification use the following
processes to submit your WWCC to have your AustraliaOne member file updated.
Electronic Update - Email
Step1 Take a photograph (selfie) holding your WWCC and identification evidence.

Hold your Drivers Licence and WWCC clearance, close to
your face and have a photograph taken.

o

NOTE: The person in the photograph must match the
Drivers Licence photograph. The Drivers Licence detail
must match the WWCC name data.

The text on each document must be clear and legible in the
photograph.

This proof of identity is required because NSW do not issue
WWCC photo ID cards.

Other acceptable forms of photo Identification are:

NSW Photo Card
Australian Passport

Step 2 Email the photograph and documents to your State Coordinator Team.
Email the following files to your State Coordinator Team:
e The photograph of you holding your documents.
e The email clearance you received from WWCCNotification@kidsguardian.nsw.gov.au
e The identification you used when taking your photograph.

NOTE: Acceptable file formats are:
. ﬁiﬁ-’ PDF: Portable Document Format.

o 4 JPEG or JPG: Joint Photographic Experts Group.
° ﬁa PNG: Portable Network Graphic.
° & ZIP: Utilising compressed files is also acceptable.

NSW AustraliaOne: mailto:nsw@australiaoneparty.com

Step3 Acknowledgement of receipt and processing from AustraliaOne.

Upon receipt of your email the State Coordinator Team will process your information in
the following manner:
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e Review, accept, or reject the documents.
e Update your AustraliaOne status as applicable.
e Add the documents to your member record.

You will receive an Acknowledgement of Receipt and Processing email from the State
Coordinator Team once your documents have been fully processed.

NOTE: All rejected documents will be returned with a re-submit request. The text on
each individual document (including your photograph) must be clear and legible.

Step4 Resubmit documents, if required.

Cycle through steps 1 — 4 until a Task Completion Notification email is issued by your
State Coordinator Team.

Step 5 End of process — 3.2 Electronic Update - Email
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