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App l i ca t i on  Como le t i on  Gu ide

Section 1: Applicant detai ls

The fol lowing requirements must be met when submitt ing an AFP National Pol ice Check (NPC).

Fai lure to meet the reouired standards wil l  result in the form beino returned for amendment.

Payment of the required fee is to be in g4! Australian Dollars only.
.@
a

.  Detai ls are avai lable on the AFP website or use the l ink -
http:/ /www. afp. gov. aulbusiness/nationa l_pol ice_checks. htm I

A copy of an Austral ian driver 's l icence or other acceptable identi f icat ion (passport,
certified full birth certificate, certified marriage certificate) must accompany
the application.
Ensure al l  the necessary detai ls have been completed and the form is sioned and dated.
Complete al l  sections in black pen using BLOCK LETTERS in the boxes.
Mark the appropriate check boxes with a cross (X).
Al l  previous or other names by which you are known or have been formerly known, including
maiden name, must be l isted in ful l  on the form or on an enclosed addit ional sheet.
Any attachments with addit ional information must be signed by the applicant.
The form must be submitted no more than three months after being signed by the applicant.
I f  the applicant is under 18 years of age the form must be signed by a parent/guardian.
Do not send the Application Completion Guide (pages 2-4 of this form) to the AFP. Please
retain these for your reference,
Do not staple or st icky tape the NPC form or attachments. (Paper cl ips are acceptable).

If you are submitt ing your NPC directly to the AFP (rather than through your employer or
organisation) the following is also required:
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Make the cheque or  money order payable to the Austra l ian
The cheque must  be f rom an Austra l ian bank or  be af f i l ia ted
Cor rec t  payment  must  be  inc luded w i th  a l l  app l i ca t ions .
Do not  inc lude sel f  addressed/stamped envelopes for  return
used nor returned.
Post  a l l  app l i ca t ions  to :

Federal  Pol ice.
w i th  an  Aus t ra l ian  bank .

of cert i f icates. These wil l  not be

Austral ian Federal Pol ice, Criminal Records Locked Bag No. 1, WESTON ACT 2611

Section 2: E m plover/Oroa nisation details
If the NPC is to be sent to an employer or organisation, l ist the name of the employer or
organisation requesting the NPC.
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Section 3: Mailino Address of Police Certificate
If the detai ls in Section 2 are already l isted the Police Cert i f icate wil l  be mailed automatical ly to
this organisation. I f  this section is completed by the applicant, the applicant consents to the
Police Cert i f icate being mailed to the person/org a nisation l isted.

Section 4: Purpose of NPC
Applicants must choose onlv one purpose from the fol lowing l ist.  Identi fy the relevant code and
insert in the appropriate box on page 1 of the NPC form.

If  the purpose for your NPC is not l isted or you are unsure please r ing the Criminal Records Help
Desk on 02 6202 3333 between 9am and 5pm (Austral ian Eastern Standard Time).

Code
number

Work ing in  the Aust ra l ian Capi ta l  Terr i tory  (ACT) Offences recorded in the ACT that wi l l  be
refeased (Spent Convict ions Act 2OOO)

1 0 Aqed Care orov ider /worker A I offences
1 1 Brothel or Escort Aqency Owner/Operator/Interested party AI offences
T 2 Chi ld  Care prov ider /worker A I offences
1 3 Disabled Care prov ider /worker  or  Hospi ta l  Emplovment A I offences
L 4 Explos ives/ f i reworks permi t  (where an ASIO check is  requi red) Unsoent  o f fences
1 5 Fi  re  f i  g  h t i  ng lprevent ion Unspent  o f fences and Arson or  At tempted Arson

offences
1 6 Fi rea rms L icence/permi t Al l  offences
L 7 Interact ive Gambl inq L icence/Casino Emolovee All  offences
1 8 Judge/Magis t ra te /Just ice o f  the Peace/  Pol ice Of f icer /Pr ison

Off icer
All  offences

1 9 Ch i ld lAqed/Disabled Care prov ider /worker All  offences
20 Work inq in  a  School Al l  offences
2 L Teacher / teacher 's  a  ide All  offences
3 0 Pre employment /s tandard d isc losure Unsoent  o f fences

Commonwea l th  purpose/  em p loyment Offences recorded in the Commonwealth that wi l l
be released (Part VIIC Crimes Act 7974)

2 2 Aoed Care staff/volunteers Unsoent  o f fences and of fences aqainst  the oerson
23 Aqed Care Key Personnel Unspent  o f fences
24 Aust ra l ian Secur i t ies  and Investments  Commiss ion (ASIC)

em p loyee/consul ta  n t
Al l  offences

25 Aust ra l ian Secur i t ies  and Investments  Commiss ion (ASIC)
Financ ia l  Serv ices L icens inq Requi rements

Unspent  o f fences

26 AU STRAC emolovee/consu l ta nt Al l  offences
27 Care of  in te l lec tua l ly  d isab led persons Unspent  o f fences and of fences aqainst  the person

28 Care,  ins t ruct ion or  superv is ion o f  ch i ldren Unspent  o f fences a)  a  sexual  o f fence;  or  (b)  any other
offence against the person i f  the vict im of the offence
was under  18 at  the t ime the of fence was commit ted

29 CASA ASSC Unsoent  o f fences
3 0 Commonweal th  depar tment  employee Unsoent  o f fences
3 1 Emolovee wi th  access to  secret  or  too secret  in format ion All offences
3 2 Immiqrat ion Detent ion Cent re  Employment Unspent  o f fences and of fences invo lv inq v io lence
3 3 Imm iq ra t i on /C i t i zensh ip All offences
34 Law enforcement / In te l l igence or  Secur i ty  agency

em o lovee/consul tant
Al l  offences

3 5 Overseas em p loyment /v isa Unsoent offences
3 6 Supera n n  uat ion Trustee/Custod ia  n / Investment  ma nager Unspent  o f fences and of fences in  respect  o f  d ishonest

cond uct
3 7 Care,  ins t ruct ion or  superv is ion o f  ch i ldren/  Care o f

in te l lec tua l ly  d isab led persons /  Aged Care s ta f f /vo lunteers
Unspent  o f fences,  o f fences against  the person and i )  a
sexual  o f fence;  or  ( i i )  any o ther  o f fence against  the
person i f  the v ic t im of  the o f fence was under  18 at  the
t ime the of fence was commit ted

Other
3 0 Pre employment /s tandard d isc losure Unsoent  o f fences

Section 5: Finoerprint Checks are only required where there is a legislat ive requirement for
such a check to be conducted. The employer or organisation wil l  advise you i f  this is necessary.
Fingerprints wil l  be compared with a central data base of f lngerprints records and wil l  take
fufther t ime to Drocess.

An addit ional cost is associated with this service. Detai ls are avai lable on the AFP website or use
the l ink - http:/ /www.afp. gov. a u/business/nationa l_pol ice_checks. htm I
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Fingerprints can be taken by your local pol ice jurisdict ion or the AFP. These f ingerprints must be
included with page 1 of this form at the t ime of submission.

Where f ingerprints are taken by the AFP and the AFP charges for this service a receipt must be
obtained and supplied to Criminal Records.

Section 6: Consent
This section must be signed by the applicant. I f  a parent/guardian has signed in the consent
section they consent to the AFP conducting an NPC on their son/daughter/ward.

Spent Convict ions Leoislat ion
The aim of spent convict ions legislat ion is to prevent discrimination on the basis of certain
previous convict ions. Spent convict ions legislat ion l imits the use and disclosure of older, less
serious convict ions and f indings of gui l t .

There are some offences excluded from being spent where the check is required for certain
purposes as indicated in the table above - these offences wil l  be released regardless of how old
they are.

Where a record exists within an Austral ian pol ice jurisdict ion, relevant spent convict ion
legislat ion/pol icies governing the release of that information for that jur isdict ion wil l  be applied.
As a result cetain convict ions wil l  not be released orovided this is in accordance with the
relevant legislat ion/pol icies.

For Commonwealth records the AFP applies the provisions within Part VIIC of the Crimes Act
1914 and for ACT records provisions within the ACT Spent Convictions Act 2000 are applicable.
If  further information or clari f icat ion is required please contact the individual jur isdict ion where
the record is held.

Provision of False or Misleading Information
You are asked to cert i fy that the personal information you have provided on this form is correct,
Where your check is for employment related purposes and the result is to be provided to your
employer or other organisation, discovery of any false or misleading information may be
reported by the AFP and may impact on the decision being undeftaken by the employer or
organisation.

The AFP provides information, with your consent, to the employer or organisation but takes no
part in any subsequent assessment.

Disputed Record Enquir ies
If you bel ieve the information provided on your pol ice cert i f icate is incorrect or inaccurate
contact AFP Criminal Records to obtain a Disputed Record form (CR 1200). This form is also
avai lable from the AFP website.

Include any addit ional information or documents support ing your enquiry to enable the AFP to
more accurately assess your appl icat ion. In some instances the AFP may require comparison
fingerprints to resolve some disputes. Applicants wil l  be noti f ied in such instances.

The Privacy Commissioner is responsible for ensuring the protection of private information
relat ing to individuals. This includes investigating instances where information has been
released improperly or incorrectly. An individual who bel ieves the standards dealing with
disclosure and use of old convict ion information have been breached may apply to the Privacy
Commissioner for an investigation of the matter. The phone number is 1300 363 992.
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