


Sample text for email to an applicant for a Police Check

[Subject] CrimCheck Online Check Instructions.
Please follow the following instructions to lodge your National Police History Check:
Please note that as part of a criminal history check you will be required to confirm your ID (list of Minimum Proof of Identity Documents below) by sending us clear images (this can be as simple as taking a picture on your smartphone or tablet).  If you do not wish to send your identification via email please make an appointment with Marissa Nathaniel to have your 
The steps you need to take are as follows:
1. Go to www.crimcheck.org.au/check/cgdacl  
2. If you give consent and authorisation to disclose click the “ Yes” icon
3. Fill in your personal information (please double and triple check that the information you have entered is correct – once the results come back we cannot edit any incorrect information) and submit.
4. Forward the automated email you receive along with your Identification documents to [insert Designated Administration Officer DAO email address]
5. [bookmark: _GoBack]. IMPORTANT: BE SURE TO ATTACH CLEAR PICTURES OR SCANNED COPIES OF YOUR ID DOCUMENTS or we will not be able to process your check
6. Once we receive your email and ID we will lodge your check

Any issues? Call [DAO name and telephone number].
Yours sincerely
[DAO Name]
Minimum proof of identity documents
There are three categories of identity documents and a list of the documents acceptable under each category (tabled further below).

You must provide the following identity documents to meet the minimum proof of identity document requirements:
· one commencement of identity document
· one primary use in the community document
· two secondary use in the community documents.
An identity document must only be used once and applicants must supply all four required documents from the three mandatory categories.
The combination of the identity documents collected must contain the applicant’s:
· full name
· date of birth
· photograph

If a photograph is not provided on the identity documents presented, a passport-style photograph certified by a person listed in Schedule 2 of the Statutory Declarations Regulations 1993 (Cth) can be accepted in addition to the four required documents.
Applicants are only required to provide identity documents for their primary name. They are not required to provide identity documents for previously known names.
Note: If an applicant provides identity documents using a former name, such as a maiden name, they must provide evidence of the name change in addition to the four identify documents 
Commencement of identity documents
(a) full Australian birth certificate (not an extract or birth card)
(b) current Australian passport (not expired)
(c) Australian visa current at time of entry to Australia as a resident or tourist
(d) ImmiCard issued by Department of Home Affairs (previously the Department of Immigration and Border Protection) that enables the cardholder to prove their visa and/or migration status and enroll in services
(e) certificate of identity issued by Department of Foreign Affairs and Trade (DFAT) to refugees and non-Australian citizens for entry to Australia
(f) document of identity issued by DFAT to Australian citizens or persons who have the nationality of a Commonwealth country for travel purposes
(g) Certificate of evidence of resident status.

Primary use in the community documents
(a) current Australian drivers licence, learner permit or provisional licence issued by a state or territory, showing a signature and/or photo and the same name as claimed
(b) Australian marriage certificate issued by a state or territory (church or celebrant- issued certificates are not accepted)
(c) current passport issued by a country other than Australia with a valid entry stamp or visa
(d) current proof of age or photo identity card issued by an Australian Government agency in the name of the applicant, with a signature and photo
(e) current shooters or firearms licence showing a signature and photo (not minor or junior permit or licence)
(f) for persons under 18 years of age with no other Primary Use in Community Documents, a current student identification card with a signature or photo.

Secondary use in the community documents 

a) certificate of identity issued by DFAT 
b) document of identity issued by DFAT 
c) convention travel document secondary (United Nations) issued by DFAT 
d) foreign government issued documents (for example, drivers licence) 
e) Medicare card 
f) enrolment with the Australian Electoral Commission 
g) security guard or crowd control photo licence 
h) evidence of right to an Australian government benefit (Centrelink or Veterans’ Affairs) 
i) consular photo identity card issued by DFAT 
j) photo identity card issued to an officer by a police force 
k) photo identity card issued by the Australian Defence Force 
l) photo identity card issued by the Australian Government or a state or territory government 
m) Aviation Security Identification Card 
n) Maritime Security Identification card 
o) credit reference check 
p) Australian tertiary student photo identity document 
q) Australian secondary student photo identity document 
r) certified academic transcript from an Australian university 
s) trusted referees report 
t) bank card 
u) credit card.
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