R REQUEST FORM

NATIONAL POLICE CHECKING SERVICE

Under the Agreement for controlled access by duly Accredited Bodies to Nationally Coordinated Criminal History Checks
(Agreement), and subject to Australian Criminal Intelligence Commission (ACIC) approvals, Accredited Bodies may access the
National Police Checking Service (NPCS or the Service) on behalf of another third-party.

This form collects information to assist the ACIC to assess the suitability of Customers (previously known as Legal Entity
Customers) to access the Service. It is the responsibility of the Authorised Officer to confirm that the information provided
below is accurate and correct.

Part 1: Customer Details

1. Please provide the following information in full as it appears on the Customer’s Australian Securities and
Investments Commission (ASIC) record. The ACIC will access the ASIC record and related registers to verify the
information provided.

Registered Business Name
Trading Name (if applicable)
Australian Business Number
Australian Company
Number (if applicable)
Entity Type [] Company [ Sole Trader [ Partnership [ Corporate

[ Incorporated Association [] Government Entity [ Trust
Client Base/Applicant Type | [J Existing employees [ Prospective Employees [ Volunteers
[ Subcontractors [ Agents [ Recruitment [ Labour Hire

Registered Physical Address
Contact Name

Contact Email

Website Address

2. Is the Customer requesting Nationally Coordinated Criminal History Checks to conduct checks on their existing
or prospective personnel?

[l Yes
] No (please provide details of their request)

3. For what purpose is the Customer seeking to submit checks. (ie employment screening, provision of an
entitlement)
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4. All Australian states and territories have spent convictions legislation that governs how an individual’s criminal
history information may be used, and to who it may be disclosed. Therefore, to ensure accurate release of
information, Australian police agencies must be appropriately advised when a Customer is entitled to spent
convictions. Is the Customer entitled to exemptions under spent convictions legislation?

O No

[ Yes (please provide details of the applicable legislation below and, if applicable, reference the relevant
sections and clauses of this legislation)

5. Where will the Customer be storing Nationally Coordinated Criminal History Check information? (state/territory
and country for data centre. If cloud-based, please describe)

6. Please provide an Office Code (alphanumeric, must be uppercase, no spaces, maximum 18 characters) for the
Customer.
Note — If the Customer requires expanded release of information under spent convictions legislation, then the
Office Code must be in the format of ‘EXR'+'ABN number of the Customer' (e.qg., EXR11223344556).
Note — The Office Label will be created by NPCS and will be the registered name of the Customer.

Part 2: Request for Volunteer Checks (if applicable)

The Accredited Body must complete this section if the Customer wishes to access the Volunteer Check type, where
the purpose of the check is to undertake a Volunteer role.

Note — Please leave this section blank if the Customer does not require access to Volunteer Checks.

7. Please outline the details of the work that will be undertaken by Volunteers, and how your organisation as the
Accredited Body will ensure that the Customer does not request Volunteer Checks where the relevant
Applicant is not requesting the check for Volunteer purposes.
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Part 3: Declaration by the Accredited Body

In seeking approval to service the Customer, your organisation confirms the following:

e the Customer has confirmed its acceptance and commitment to complying with the terms and conditions set
out in the Terms of Use for controlled access to Nationally Coordinated Criminal History Checks by Accredited
Body’s Customer (ToU);

e your organisation will provide a signed copy of the Customer’s ToU to the ACIC;

e the Customer will only submit Nationally Coordinated Criminal History Check requests for their current or
prospective personnel, and will not operate in a commercial capacity nor provide Nationally Coordinated
Criminal History Checks to third-parties, unless authorised or required by law;

e your organisation has reviewed the Customer’s privacy and data storage policies, and accepts that they will
comply with the provisions of the Privacy Act 1988 (Cth) when dealing with any personal or police
information provided to them as part of the Service, and will not transfer, access or store any personal or
police information outside of Australia;

e the Customer will only use personal and police information for the purpose indicated on the application and
informed consent form;

e your organisation acknowledges that the fee for Volunteer Checks is lower than the fee for Standard Checks
for the purpose of facilitating Volunteer work in the broader community;

e your organisation will notify the ACIC of any changes to the Customer’s registered entity details that the
ACIC would deem necessary to the legal functioning of the entity; and

e asthe Accredited Body of the ACIC, your organisation acknowledges that the Customer will adhere to the
requirements as set out under the Agreement.

Name of Customer

Name of Accredited Body Clear to Work Pty Ltd

Full name of Authorised Officer

Marlie Eyre

Authorised Officer Signature

N

Date

Note: If information is missing or incomplete, your Customer request may be denied or placed on hold.
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