Obtaining a National Police Check
It is easier if you have the required documents already scanned in an electronic format or, although slower, you can send
certified copies in the mail. You will need four documents in total. The types of documents needed can be previewed here:
www.policecheckexpress.com.au/minimum-identity-requirements.
Go to www.intercheck.com.au

Click on Personal checks, Order Police Check

You might need to scroll down a little to find the application button,
which is just under the box with the costs listed.
Click on Apply Now

The next step is to select the Police Check you wish to apply. Staff members and members of the Parish advisory boards need
to apply for the Standard Check, while Parish volunteers should select the cheaper Volunteer Check.

Continue on the next page.

Author:

C. Ralph
Hawthorn Catholic Parish
iccparishoffice@gmail.com

Feedback welcome to this email address.
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Police Check (cont’d)
The first field is to describe the role for which
you need the Police Check, e.g. “Collection
counter at Mass”, or “Visiting parish members
at home”.
The organisation is Hawthorn Catholic Parish.
The State is Victoria.

Will you have contact with children or
vulnerable groups?
Click in the box to drop the menu pictured at
right, and select the appropriate response.
A volunteer visiting homes in our Parish may
have unsupervised contact with vulnerable
people and children.

A confirmation box will then appear. Make sure the details are correct, then either amend them or click the Continue
button.
The next page asks for your identification details. Make sure the information is accurate with no spelling errors, as this is
important for the check completing successfully and the Police Check result to be emailed to you. No paper copy will be sent
unless you pay an extra fee to receive one. The password needs to be a minimum of 8 characters long, and you need to
receive 6 ticks to continue. You should choose a password that you don’t use anywhere else, and record it for future access
to the site.

Click the Continue button to proceed.
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Police Check (cont’d)
The next page is for payment of the fee for the Police Check, and
optionally electing to receive a paper copy of your completed check. If
you are not an Australian citizen, you will also need to provide your
visa to prove you are permitted to work here. You may select the
“Right to Work check” for an additional fee, in which case Intercheck
will obtain your visa conditions directly from the Department of Home
Affairs. This may also serve as one of your identity documents for this
check, and you will also receive a copy to show future employers as
evidence of your right to work in Australia.

Note that this Police Check does not replace the need to obtain a
Working With Children Check, or some specialised record checking for
other roles.

Most of us will just need to fill in the payment details, and leave the
rest of the page untouched. The standard delivery method is via email.

Please make sure you have ticked this box.

You will receive a verification email and, if you
provided a mobile phone number, also via text
message. Enter the code in this box.
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Police Check (cont’d)

From this point on, you will be able to leave the application
process and return to it later if there is something you need
to check or to obtain assistance to complete the form by
clicking the “Save and Logout” button at the bottom of the
page.
You will need your email address and the password you recorded earlier to resume the form.
At the bottom of the first page of the form, you can ask to be reminded of the date for your next Police Check application.
For the Hawthorn Parish, this will be required every 3 years. Click Continue to proceed.
Fill in your licence details here. If you do not have an Australian car or Firearms licence, leave all fields blank. Click Continue
to proceed.
The next section should be pre-filled with the details you entered earlier. At the bottom of this page there is an option to
disclose the result of your Police Check to a 3rd party. Although this step is optional, it will mean that the Parish will receive a
copy of your Police Check as soon as it is completed. If you click on the Yes button, a panel will drop down to allow you to
enter the Parish’s details, which are below:
Organisation:

Immaculate Conception Catholic Church Hawthorn

ABN:

40 154 259 871

Email:

iccbusinessmgr@gmail.com

The next page is the signature page, and you will need to tick
two boxes at the bottom of the page to acknowledge that
you have entered the details correctly, and that you will need
to submit the identity documents for verification.
Once this is complete, the next page gives you two options:
1.

To provide scans of the necessary documents
electronically (see next page), or

2.

To post certified copies of your identity documents to
Intercheck. If you are posting your documents, follow
the instructions on how to get your documents
certified, and which documents you require.
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Police Check (cont’d) - Electronic Submission of Documents

When you click in the box to tell Intercheck which type of
document you will providing, a list of the acceptable
documents will appear. Click on the document type you are
providing.

After that, click on the Browse Your Document button, which
will open a file window to find your document image. Select it
and click the Open button. Then click the green “Click here to
upload file” button to send the document.

You should then receive a message that the upload was successful,

And the status of the document will change to
“Submitted”
Repeat for the remaining documents.

The final step is to upload a photo of yourself. The web site asks for a recent photo, taken in the last hour. You may use your
webcam to do this on a laptop, or your mobile phone or tablet camera if completing the form on that device.

The final step is click on the “Submit” button to finalise your application. If everything has worked, you should then receive a
“Submission successful” message.
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