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Department of Treasury and Finance
Government of Western Australia

CRIMINAL RECORD SCREENING – CONSENT FORM

Family Name
Given Names

Other Names



All other names by which I am, or ever have been known.  (Attach a separate sheet if necessary)

Address









Date of Birth

/ 
/ 

Birth Town 
 Birth Country 

(eg 29/04/1943)

Day
  Month
     Year
Gender

M

F

OTHER
(Circle)

Position Sought







Driver's Lic. No.
State

Ph/Mob/Email Contact:
DECLARATION BY APPLICANT

I DECLARE THAT:
1.
I have read and understood the information provided with this form, and I have provided accurate and complete information in response to each of the questions listed in this form.  I understand that if I provide false, misleading, or incomplete information, employment or placement may be refused;

2.
I consent to the Office of Shared services forwarding details obtained from this form to the WA Police Service, CrimTrac Agency or other relevant law enforcement agencies;

3.
I consent to the CrimTrac Agency making enquiries to Australian police services and those Australian police services extracting from their records details of criminal and/or traffic records relating to me pending before a Court and/or details of convictions or findings of guilt which have been recorded against me and forwarding relevant information to the CrimTrac Agency;

4.
I consent to the WA Police Service and the CrimTrac Agency providing the relevant information to the Office of Shared Services for the purpose of assisting to determine my application for the position sought; and
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5.
I acknowledge that any information provided by me on this consent form or by the WA Police Service as a result of the records check, may be taken into account by the Office of Shared Services in assessing my suitability for continued employment or placement;

6.
I understand that all proof of identity and conviction record check information will be held in the strictest of confidence and will not be used for any purpose other than to assist in determining my suitability for employment and/or the provision of services to clients of this agency, unless required by Law.  However, I am aware that my consent may be used for law enforcement purposes, including the execution of any pecuniary warrants outstanding.

7.
I understand that this "Consent Form" will be administered and confidentially retained by the Office of Shared Services.

Signature

Date


OUTCOME OF CRIMINAL RECORD SCREENING

[image: image3.png]




NO CONVICTION



OUTCOME:
APPOINT / NOT APPOINT


CONVICTION

Signed HR Manager


Date
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Department of Treasury and Finance
Government of Western Australia
CRIMINAL RECORD SCREENING - APPLICANT CHECKLIST
An applicant applying for a position within the Office of Shared Services or applying to work on behalf of the Office of Shared Services must provide identification as shown in the table below.
Name of Applicant:


Position Title:


Position Number:


ACCEPTABLE IDENTIFICATION FOR EMPLOYMENT WITHIN THE

OFFICE OF SHARED SERVICES

Identification to the value of 100 points must be produced prior to commencing employment. 

Evidence of change of name is required (ie Marriage Certificate or Deed Poll) if the name on any of the documents presented is different to the name of the applicant, as a link between former name and current name.

Identification that has expired, for example a driver’s licence will not be accepted as a form of identification.
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	TYPES OF IDENTIFICATION


	POINTS

	· Birth Certificate  (original, certified copy or extract)

· Current Passport (original)

· Citizenship certificate (original or certified copy)
	70

	· Drivers licence/permit

· Public Service ID card

· Social security benefits card

· Tertiary student ID card

Name, signature and photograph must be supplied
	40

	· Medicare card

· Debit/Credit Card

· Membership Card (Union or trade/professional bodies)
	25


To be completed by DTF Chairperson of the panel or delegate
Have originals of all relevant documents been sighted and verified?
Yes   (   No   (
Name: 



Position:


Phone Number:






Date

Signature:


(DD/MM/YYYY):

  /

  /
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Department of Treasury and Finance
Government of Western Australia
CRIMINAL RECORD SCREENING

INFORMATION

[image: image10.png]



General Information
A consent form for criminal record screening is issued by the Office of Shared Services (OSS) to applicants as part of the process to determine whether a person is suitable to be given an offer of appointment.

The information provided on this form will not be used for any purpose other than in relation to the assessment of your suitability for a given position.

Criminal Record Screening

Criminal Record Screening is an integral part of the recruitment process.  On this form you are asked to consent to the WA Police Service and the CrimTrac Agency searching for any offences against a law of the Commonwealth, State, or Territory that you have been convicted of.

Provision of False or Misleading Information
You are asked to certify that the personal information that you have provided on this form is correct.  It should be noted:

· That the WA Police Service does not judge your application but merely provided the information to assist the OSS in assessing your suitability;

· That the existence of a criminal history does not mean that you will be automatically assessed as being unsuitable; and

· That each case is assessed on its merits; hence it is in your interests to provide full and honest details on the consent form.

Evidence of Identity
Before undertaking a criminal history check, the OSS must be in no doubt of the identity of the applicant.

To aid the Office in confirming your identity, you will need to produce identity sufficient to satisfy the Application Identification Check.  

Information relating to the required documents proving your identity and the 100 points checklist are listed on the ‘Criminal Record Screening Applicant checklist’.

Confidentiality
Criminal Records Screening will only be undertaken by ‘authorised officers’ approved by the Executive Director, OSS.

All information obtained will be treated with the utmost sensitivity and confidentiality and managed in accordance with the OSS’ Records Retention and Disposal Schedule.
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