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Volunteer National Police Certificate
Guide

Thank you for registering with the Department of Communities to apply for
Volunteer National Police Certificates (VNPC) with the WA Police Force.

This guide will provide you with the relevant information.
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ELIGIBILITY

Applications for a Volunteer National Police Certificate (VNPC) can only be submitted
by eligible volunteers through a registered volunteer organisation.

Eligible volunteers are those who receive no payment for work (except out of pocket
expenses), and perform volunteer work that provides a community service and is not
part of an obligated work placement (e.g. student placement, work experience, “Work
for the Dole”). The VNPC is issued for volunteering purposes only and must not be
used for paid employment.

Please note: Volunteer organisations that
provide VNPC’s to paid employees will be
withdrawn from the program.

RESULTS

A VNPC will include details of a person’s disclosable court outcomes and pending charges
from Australian states and territories. Disclosable court outcomes do not include non-
conviction charges, spent convictions and some juvenile convictions.
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Please note: The Spent Legislation Act 1988 will not
be applied to any VNPC'’s.

NATIONAL POLICE CERTIFICATE

21/03/1982

;;;;;;;;;;;;;;;

*DISCLAIMER: Details used in the above example is for testing purposes only**

It is expected that the volunteer organisation and the volunteer will discuss the content of the

VNPC and the relevance of any matters disclosed when making decisions about the
volunteer’s suitability.

A Volunteer can contact the WA Police Force if they wish to query the disclosed information.

The volunteer organisation should await the outcome of the query before making any decisions
about the volunteer’s suitability.

Although the check is conducted by the volunteer organisation,
the certificate itself is the property of the volunteer and they retain
ownership of the certificate. The volunteer organisation cannot

retain copies of the VNPC or the criminal record information
disclosed.

TIMEFRAME

For applications that require no further investigation, once completed the VNPC should be
received by both the volunteer organisation & the volunteer digitally by email. Applications that
require further investigation may take up to 15 business days to be completed.
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If results have not been received after 15 business days, please
contact the WA Police Force to enquire about the progress. Please
provide your reference number (LE62DXXXXX) in order for us to
locate the application.

INVOICING

At the end of each month, an invoice will be issued by WA Police Force to the volunteer
organisations’ registered billing contact. The invoice will include all checks submitted by the
organisation for the previous month. If you have any queries upon receiving this invoice,
please contact the WA Police Force.

AUDITING

The WA Police Force conducts monthly auditing to ensure compliance with the VNPC
program. Registered volunteer organisations are required to retain individual consent forms (if
applicable) for 24 months. If you are contacted, please provide a copy of the requested,
completed and signed consent forms.

Volunteer organisations are required to keep their contact details up to date with the
WA Police Force, to ensure they are contactable and can receive relevant updates
regarding the program.

Organisations that are unable to meet auditing requirements or do not update their contact
details may have their access to the VNPC program restricted or withdrawn.
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ACCEPTABLE IDENTIFICATION

PRIMARY ID DOCUMENTS

Full Australian Birth Certificate

Australian Citizenship Certificate

Australian Passport (current or expired within the last 2 years)

International Passport (current only)

Certificate of Registration by Descent

SECONDARY ID DOCUMENTS

Australian Photo Drivers Licence

Australian Photo Firearms Licence

WA Photo Card

State or Federal Government Employee Photo ID

Centrelink or Social Security Card

Dept. of Veteran’s Affairs Card

Tertiary Education Institution Photo 1D

Australian Learner’'s Permit

ImmiCard

Working with Children Card

Medicare Card

Dangerous Goods Security Card

Maritime Security Identification Card

Consular Photo Identity Card

Property lease or rental agreement

Council or shire rates notice

Property insurance papers

Utility bill (power/phone/mobile/water/gas)

Motor vehicle registration or insurance

Professional or trade association card

Debit or credit card

Health Care Card

Passbook or statement from financial institution

100 points of ID verification can be found via the following link
https://www.police.wa.qgov.au/Police-Direct/National-Police-Certificates/Proof-of-

identity



https://www.police.wa.gov.au/Police-Direct/National-Police-Certificates/Proof-of-identity
https://www.police.wa.gov.au/Police-Direct/National-Police-Certificates/Proof-of-identity
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COMPLETING THE APPLICATION

Process 1 — Valid mobile number/email address and has a computer.

The volunteer agency is required to invite the candidate to fill out the application form
themselves (as per picture guide below)

Please note: The declaration page outlines that the registered volunteer organisation
representative is authorised to invite the candidate to submit the check. This confirms the
volunteer organisation/representative will not release any information to third parties and any
information will be treated confidentially.

The Volunteer organisation is then required to invite the candidate to apply for a Volunteer
National Police Certificate.

PLEASE NOTE: When typing your organisation name, you need to use the drop-down
box otherwise it will not be successful. Please also start with ‘0’ (zero) when typing
your organisation number.

!t! Western Australia Police Force
Application for a Volunteer National Police Certificate

Invite candidate

Organisation name

Start typing...

Organication number

The candidate cannot apply for a Volunteer National Police Certificate unless the registered
organisation has sent the candidate an invite link.
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The link will expire after 10 business days.

é Western Australia Police Force

Application for a Volunteer National Police Certificate

Invite candidate

Candidate dotails

Given name(s)
Surname

Emall address
All police check correspondence will be sent to this email

address

Australian mobile phone number

0 this number to send the condidate an SMS reminder

Does the applicant have a valid Working with Children card?

) Yes No

Organisation contact details

seralf of Awstratian Red Cross

Oiven namels)

The first name of the parsen creating this invite

Surname

The kast name of the parsen creating this Invite

Australian mobile phone number
Once the cartificats i ready, youll onty be able 10 noosss It

with the security code wa'll text to this mobie number

Contirue

&) Help 8 wpwort

Process 2 — No mobile number or email address/unable to use a
computer.

Candidates who do not hold a mobile number/email address or are unable to use a computer
are required to complete a consent form held by the agency and provide proof of their identity
to the volunteer organisation (please see acceptable ID in table above)

A mobile number or email relating to a member of the organisation can be utilised if a
candidate does not have one or both of these requirements to fulfil the portal application.
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The volunteer organisation must check the consent form and ensure that the information on
the form matches the candidate’s identification details. Copies of identification should not be
accepted.

Any errors on the application submitted may result in an incorrect Volunteer National Police
Certificate and you may be required to submit another check at the agencies own cost.

For auditing purposes, the completed consent form must be
retained by the volunteer organisation for 24 months.

The Volunteer must supply a minimum of one primary identification document AND one
secondary identification document, both of which contains a photograph or one photo Primary
Identification and two non-photo secondary Identification.

If the identification is in multiple names, a change of name document, such as a Marriage
Certificate, Divorce Certificate or Change of Name Certificate, is required to validate previous
names.

Once the ID has been confirmed and the consent form completed, the volunteer agency will
then complete the Volunteer National Police certificate process on behalf of the candidate.
Process 3 — 100 points of ID but cannot select ID on the online portal from
the drop-down box — Exceptional Circumstances.

If the candidate has 100 points of ID however cannot select from the drop-down box the
Volunteer agency will need to take photocopies of all original ID provided as well as a
completed ‘VNPC consent form’.
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é Western Australia Police Force Hto & suppon
National Police Certificate

ImeniCard

Pensioner Concession Card
) Health Care Card

Commonwoalth Seniors Hoath Card
don't have all of the required 1D documents

Less options ~

@ Western Australia Police Force Help & support
National Police Certificate
v Q) essasessaneas 05 esssssesssdi D SeSAesesEEse o
1. Choose 1D 2,10 detalls opl

.....

Exceptional circumstances

An exceptional circumstances application is for peaple who can not provide the
identity documents we need for our online National Police Check.

When you apply with exceptional circumstances, you will have to find other ways
to prove and confirm your identity.

Next steps

1. Contact the volunteer org:
check with exceptional cir

nd ask to apply for a volunteer police

2. Ifthey are unable to do an exception:
please contact the WA Police Force Natior
Email: Volunteer.Check@police wa.gov.au
Phone: 08 6229 5900

tances application, then
nal Police Check Team directly:

The agency will need to then email the photocopies and the ‘VNPC consent form’ along
with all ID sighted to the WA Police on volunteer.check@police.wa.gov.au. The WA
Police Force will then approve/not approve your request to process a manual Volunteer
National Police Certificate. This will be done by the Team Leader who will respond
back to the agencies email.

If approved, a member of the NPC team will create the check manually. Once
completed, an email will be sent to the registered representative with the details of the
check (application number and date of submission)

Please note that all manually processed VNPCs will be provided by mail to the
organisation as a physical copy. No digital Certificate will be issued.


mailto:volunteer.check@police.wa.gov.au
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Process 4 — Insufficient ID to meet 100 points and cannot proceed at all.

If the candidate cannot meet the 100 points of ID due to lack of personal ID (international
students etc) then it is up to the applicant and the agency to form a work around.

Process 5 - Volunteer under 18 years of age.

The candidate must follow process 1 with a guardian present along with the guardians
requested 100 points of ID. Once they have finalised their application they should
receive an email titled “Next steps”. They must then present with their guardian to an
Australia Post outlet with the ID they used in the application. Once their ID and their
guardians ID has been sighted and verified the application will be processed with the
WA Police Force.

Under 18-year old’s that cannot complete their application as per process 1 will have to
follow process 3 to complete the application. The candidate and their guardian will need
to attend the Volunteer organisation to have their ID sighted and sign the consent form.

Step 3 — Volunteer completing the application

Once the candidate has received the invite via their email address, they will be prompted to
‘Start Check’.

INVITATION EMAIL TO VOLUNTEER CANDIDATE

YOLII’ baCkgrOUnd Ch ec k 4& Western Australia Police Force
invite

Candidate: John James Smith

Organisation:  Australian Red Cross

policaagonau  Aboutus WA Pelics Privacy Statsmam  Ausialis Poct Pravcy Statemant  Accsssity Coct Us £ elp & mppert

bty & support . © 2023 Australia Post

When the application has started, an email will then be sent back to the Volunteer agency
notifying that the volunteer has started the check and it is underway.

The candidate will be able to check the status of their check by clicking ‘Check Status’

10
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@ Wesiern Ausiralia Police Furce

|nVIte Sel"lt to John é Western Australia Police Force

The police check application for John Smith is undervay

Appiication number: 123456
Volunteer erganisation; Australian Red Cross John's application status
Working with Childran Gard: Yoa Analication sumbar: TEIEEE

Once processing is compe, youl receive an emai fom Ausiralia
Postto download the certificate.
© wwtsuen

e e cosslulby st T i 1) canborty sl

EN  seessssssss—) B sosieston s

Tha condblabe bac sgncd the o link ned ctarsed their
applestion

YU GAN CIRC He SEEus of tis application & any Ume,

Or copy and
(el

e this URL into your browser:

stabas
-fhaczd et cieicdc biabdicd

iransaction o

1] limeframes. 1 Aesultawaliable

Learm mose aDout police check proos

e Fost i e e o e o s,
ot w wrecurt ifarmaton
it vt i i Fyp—
Pomeroty | ) AustiatiaFost | Digital ity [ — 1

ot Wasiem futrabi Polin Force. | you have any concerms. o
e fusiala Pal o Force. Vist

i, ploas2 coriac o
0 o urcebne sy,

Once the Volunteer National Police Certificate has been finalised you will be able to obtain
your certificate by clicking on the ‘Get certificate’ button as shown below. You will then be
prompted to click on the ‘Get code’ button and a code will be sent to your mobile number listed.

‘) Australia Post

Secure Document Delivery

John's police check is ready
Welcome Jake Pty. Ltd.

The police check for application no. CD9EDB44C3 is now available,

certificate you

This application was ordered by: Jake Litchfield on behalf of Jake Pty To access your pol
Ld will need the venficatio

We'll text a security code to the mobile number Jake nominated ( We

Get certificate
th mber is Incomact please

T (13 76 78)

We'll keep this National Police Certificate on file for 12 months.

Accessing your documents
If you have any problems accessing your documents, contact the
Western Australia Police Force on (08) 6299 5900.

11
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Secure Decument Delivery

From Western Australia Police Force
Sent Friday 24th Mareh 2023, 06:29 pm

(| To: Jake Litchfisdd

Messagess

Document

View Download Secure Sham

Please check the candidates details prior to submitting the VNPC.
Once a check has been submitted, the WA Police Force are unable
to make changes to their name & date of birth. If any errors are
made, the volunteer organisation will be billed for the incorrect
check and a new correct check will need to be submitted.

FOR ANY QUERIES PLEASE CONTACT
Email: volunteer.check@police.wa.qgov.au
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