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Nationally Coordinated Criminal History Check
Consent and Self Disclosure Form

A National Coordinated Criminal History Check (NCCHC) is a check that is conducted which declares the police history of an individual including details relating to charges, convictions, sentences, penalties, court appearances, traffic offences, court orders or findings of guilt without conviction. The Canberra Institute of Technology (CIT) and the ACT Public Service must take appropriate steps to verify the identity of employees and mitigate any potential risk. Use this form to disclose factors, police records or any other information that may be relevant in determining suitability for employment.

Provision of false or misleading information	
You are asked to certify that the personal information you have provided on this form is correct. If it is subsequently discovered as a result of a check of police records that false or misleading information has been provided, you may be assessed as unsuitable for employment at CIT and/or employment revoked. It should be noted that the existence of a police check record does not mean that you will be assessed automatically as being unsuitable for employment at CIT. Each case will be reviewed on merit, and it is in your best interest to provide full and truthful details on the form. 

CIT Educators and Spent Convictions
In accordance with the Spent Convictions Act 2000 Section 19 (1) (a) educators are exempt from the spent convictions provision. This implies that all offences must be disclosed to ensure the safety and wellbeing of vulnerable persons within CIT. 

A spent conviction is a criminal conviction that no longer appears on a person’s criminal record after a specified crime free period. In accordance with the Spent Convictions Act 2000, Section 19 (1) (a) all criminal records and offenses must be disclosed when completing the Nationally Coordinated Criminal History Check  for appointment or employment as a teacher/educator or listed other roles.

Such criminal history information may include outstanding charges, and criminal convictions/findings of guilt recorded against you that may be disclosed according to the laws of the relevant jurisdiction and, in the absence of any laws governing the release of that information, according to the relevant jurisdiction's information release policy. 

Any information provided on this form or disclosed by the police as a result of the records check may be taken into account by CIT/ACTPS in assessing suitability to receive an employment offer and/or employment can be revoked.

 
	Applicant details 

	Surname (present)

	Given Name

	Date of birth

              /            /
	Gender


	Town/City of birth

	State/Country of birth


	Australian Driver’s licence number

	State/Territory of issue

	Contact phone number

	[bookmark: Check3]|_| I have attached a clear copy of the driver’s licence

	Previous or other names by which you are known or have been formerly known must also be listed e.g. maiden, deed poll.

	Previous family and given names
(Please provide all combinations, e.g. Mary Smith, Mary Anne Smith, Mary-Anne Jones)
     


	
    Permanent residential address details (over the last five years MUST be provided)

	Current address
	Postcode
	Period of residence

	/	/	to	/	/

	Previous addresses over last five years (attach separate page if needed)

	
	
		/	/	to	/	/

	
	
		/	/	to	/	/

	
	
		/	/	to	/	/

	
	
		/	/	to	/	/

	
	
		/	/	to	/	/



	Identity check – certified copies must be provided

	[bookmark: Check35]|_| I have provided certified copies of the required identification. For more detail on accepted forms of identification please visit Nationally Coordinated Criminal History Check - Careers and Employment or contact PeopleandCulture@cit.edu.au

	Self-disclosure 

	I acknowledge that the information disclosed:
· Will be held securely by the ACTPS.
· Is collected as a lawful administrative function of the ACTPS.
· Will be used to assess my suitability for employment with the ACTPS only.

	|_| I have no matters to disclose.

	
Signature of applicant:  ..................................................Date:  ........../........../..............

Please print name: .......................................................…



	OR



	|_| I wish to disclose the following matters:




	Signature of applicant:  ..................................................     Date:  ........../........../..............

Please print name: .........................................................



	By signing this form, you also consent to the collection of further information relating to any disclosed matter, or to your general suitability.  Referees and other information sources will be contacted at the discretion of CIT. It is the applicant’s responsibility to disclose to the nominated officer of People and Culture, subsequent incidents, factors or criminal history records that may affect suitability.




	Consent 

	I am aware that CIT Educators are exempt from the spent convictions provision and that all criminal history will be shown within the NCCHC.
All information I have disclosed on this form is related to me and is correct.
I acknowledge the information provided on this form will be forwarded to the AFP, Australian Criminal Intelligence Commission, and or the Police Services of the States and Territories of the Commonwealth of Australia for the purpose of NCCHC. 
I consent to the AFP and any other Australian police force extracting details of any convictions, findings of guilt or pending court proceedings relating to me including in relation to any traffic offence, and providing that information to me, CIT/ACTPS.
I acknowledge the information provided on this form will be recorded in the ACIC database, however, will not be used without my prior consent for any other purpose, unless otherwise authorised by law.
I acknowledge that any information provided on this form or disclosed by the police as a result of the records check may be taken into account by CIT/ACTPS in assessing my suitability to receive an employment offer and/or employment can be revoked. 

	Signature of applicant:  
	Date: ........../........../..............

	If you are under 18 years of age, please provide consent from a parent/guardian.
If a parent/guardian has signed in the consent section they consent to a NCCH check being sought for their son/daughter/ward.

	Parent/guardian name:

	Parent guardian signature:
	Date: ........../........../..............



	Disputed record enquiries

	If an applicant believes the information provided on the police check is incorrect or inaccurate, a dispute may be lodged. For more information please visit ACIC Appeals and Disputes.

Include any additional information or documents supporting the enquiry to enable the provider to more accurately assess the application.  In some instances, the provider may require comparison fingerprints to resolve some disputes. 
Applicants will be notified in such instances.

	The Privacy Commissioner

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





	Proof of Identity - Required for the National Coordinated Criminal History Check (NCCHC)
You must provide four certified copies of original documents with your completed form to confirm your identity. One commencement, one primary and two secondary documents.

Change of came: If you have had a name change, you are required to provide certified copies of this change i.e.: marriage certificate or change of name by deed poll.

	Commencement document(s) – only one document is required for this category:
Australian Birth Certificate or authorised record of birth (not an extract), Australian Citizenship Certificate, Valid Australian Visa supported by a foreign passport, ImmiCard, Current Australian Passport not expired (if the Document Verification Service is used to verify the passport it may be up to 2 years expired).

	Primary document(s) – only one document is required for this category:
Current Australian Passport not expired (if the Document Verification Service is used to verify the passport it may be up to 2 years expired), current Australian Drivers Licence, ImmiCard, Australian Marriage Certificate, current Foreign Passport with a valid entry stamp or visa, current Proof of Age or Photo Identity Card, current Shooter or Firearms Licence which includes a signature and photo, Student Identification Card (for persons under the age of 18) which includes a signature and photo.

	Secondary document(s) – two documents are required for this category:
Certificate of Identity issued by DFAT to refugees and non-Australian citizens for entry to Australia, Document of Identity issued by DFAT to Australian citizens or persons who have the nationality of a Commonwealth country for travel purposes, Convention Travel Document Secondary (United Nations) issued by DFAT, Foreign Government issued documents (for example, drivers licence), Medicare card, A relationship certificate issued by a state or territory Births, Deaths and Marriages, Enrolment with the Australian Electoral Commission, Security Guard or Crowd Control photo licence, evidence of right to an Australian Government benefit (Centrelink or Veterans’ Affairs), consular photo identity card issued by DFAT, photo Identity card issued to an officer by a Police Force or Australian Defence Force, photo identity card issued by the Australian Government or a state or territory government (this may take the form of a Working with Children/Vulnerable People Card or a government occupational licence), Aviation Security Identification Card (ASIC) or Maritime Security Identification Card (MSIC), Australia Post Keypass with photo, firearms licence, credit reference check, Australian secondary or tertiary student photo identity document, certified academic transcript from an Australian university or a registered higher education provider, trusted referees report, bank card, credit card or bank statement (without recording the payment/card number/s), Australian Tax File Number, State/Territory Government rates assessment notice or Australian Taxation Office assessment notice (must not be issued more than 12 months prior to use), Australian utility bill showing name and address (must not be issued more than 3 months prior to use), Australian private health insurance card, Australian trade association card.



	Certified ID
An approved witness for a Commonwealth statutory declaration (certification) is someone prescribed under Schedule 1 of the Statutory Declarations Regulations 2023.

An approved witness could be (not limited to):
· Permanent employee of a state or territory, or a state or territory authority, with 5 or more years of continuous service
· Permanent employee of a Commonwealth authority with 5 or more years of continuous service
· Justice of the Peace
· Police officer
· Teacher employed full-time or part-time at a school or tertiary education institution
· Medical practitioner
· Pharmacist
For more approved witness please visit - Who can witness a Commonwealth statutory declaration | Attorney-General's Department

For any clarification or assistance please do not hesitate to contact:  PeopleandCulture@cit.edu.au
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