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1 Background 

Council contracts with CrimCheck Ltd for the provision of Police Checks via an online National 

Police Record checking service (CrimTrac Agency).   

This procedure is designed for a limited number of Council employees authorised to conduct 

police checks using the online CrimCheck portal (known as Designated Administrative Officers 

– DAOs).   

These procedures are to be read in conjunction with Council’s Police Check Policy available 

on The Source > Corporate Policies, Procedures and Codes. 

2 Accounts 

The following departments have at least one designated DAO who can carry out online police 

checks. 

1. Organisational Development 

2. Community Care 

3. Community Arts, Culture and Libraries 

4. Community Wellbeing 

5. Regulatory Services 

6. Customer Services 

Organisational Development is responsible for administering the CrimCheck contract and 

account management.   

3 Protection of Information 

DAOs will be required to sign a confidentiality agreement [A2641744], agree to undergoing a 

police check themselves and will be trained by CrimCheck.  

Personal information must be managed in accordance with Council’s Police Check Policy and 

Privacy and Personal Information Policy.  

Passwords are never to be shared and DAO’s must not allow another person to access their 

CrimCheck account.  Failure to observe this requirement may result in action being taken in 

accordance with Council’s disciplinary processes. 

DAO’s must also ensure: 

• Only authorised users and personnel have access to the information 

• Information is only used for its intended purpose 

• Criminal History Information is not retained 

• The information is not disclosed to agencies or third parties 

• Council does not provide copies of Police Checks to the applicant even upon request 

https://thesource.greaterdandenong.vic.gov.au/governance-information/corporate-policies-procedures-and-codes
https://thesource.greaterdandenong.vic.gov.au/governance-information/corporate-policies-procedures-and-codes
https://thesource.greaterdandenong.vic.gov.au/governance-information/corporate-policies-procedures-and-codes
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4 Payment 

Council pays for all police checks regardless if the applicant is a new employee or it is a 
renewal.  

5 Document retention and destruction 

5.1 If using the online portal 

The application form is completed online, within CrimCheck, by the applicant.  It should not be 
printed however if for some reason it is, every printed copy must be securely destroyed. No 
copy is to be retained in any form, i.e. hard-copy, email or saved on any device or computer.  

The applicant can choose to upload their proof of identity documents directly into CrimCheck 
or may send copies to the DAO via email. 

• If the identification documents are uploaded directly into CrimCheck, no further action is 

required. These documents are not to be printed by the DAO.  If for some reason an identity 

document/s is printed from within the portal, it must not be retained in any form. 

• If the identification documents are emailed to the DAO, the DAO must securely destroy 

the identification documents immediately once the person’s identify is verified. 

5.2 If not using the online portal 

If the police check is not able to be completed using the online portal, the DAO will need to 
complete a manual application process.  

The applicant is required to complete, sign and return CrimCheck’s “Application and 

Informed Consent” Form [A1791909].   

In situations where the applicant cannot meet the identity requirements, CrimCheck’s 

“Verification of Applicant Identity by an Authorised Referee” form may be an option.  This 

form is located in Objective [A5032068] but it is recommended the DAO discuss the matter 

with CrimCheck prior to completing the form.   

Once the applicant’s identity has been established, the DAO must securely destroy all proof 

of identify information collected. 

Once the result of the police check is known, the application form must be sent to Records 

requesting that the application form be saved on the relevant Objective file and destroyed no 

later than 365 days from the date the police check was conducted.  

6 Results 

6.1 If a CLEAR result is returned 

1. The DAO completes the online “Evidence of Police Check – Workflow Request’ form 

which is available on The Source.  

2. The DAO completes the necessary fields on the form 

3. When the DAO submits the form, it is sent automatically to the Manager for approval. 
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4. Once the Manager approves the form, it is saved automatically in Objective on the 

employee’s personnel file in Objective (or a holding folder which is managed by 

Organisational Development if the person is not yet an employee of Council). 

6.2 If the result is NOT CLEAR: 

1. The DAO hands a printed copy of the Results of the Police Check to the Manager 

and advises the Manager to contact Organisational Development (OD).  Results must 

not be emailed.  

2. OD and the Manager review the matter considering all relevant and appropriate 

factors and in accordance with Council’s Police Check Policy. 

3. A confidential report is prepared by the Manager and OD to record discussions, the 

decision that has been reached and the rationale for the decision [Objective Template 

A2454125].  Only the minimum information required to make a decision is to be 

included. 

4. Any documentation created during these discussions is to be given to OD to save in 

Objective folders accessible by OD staff only.   

5. The online Evidence of Police Check/CrimCheck form is completed.  See 5.2 above. 

7 Police check register  

The DAO is responsible for maintaining a record/register of the dates when Police Checks 

were conducted and when a renewal is required.     

The most effective way to do this is to enter dates as an accreditation using PULSE. This 

allows real-time reporting and monitoring. 

8 Further Information / Change of Details 

• Madeleine Pullar - Organisational Development – 8571 5136 

• CrimCheck – 9955 0300 – PO Box 252, Blackburn 3130 – support@CrimCheck.org.au 

– www.CrimCheck.org.au 

• User Manual and Fact Sheets as updated from time to time and available from the 
CrimCheck portal  

 

 

mailto:support@crimcheck.org.au
http://www.crimcheck.org.au/
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