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Criminal Record Screening Procedure

This procedure supports the application of MP_0189/25 Criminal Record Screening Policy (the
policy) and provides the mandatory requirements for the criminal record screening (CRS) of
individuals providing health services to the WA health system.

1.  Who needs a Criminal Record Screening?
1.1 Prospective employees

All prospective employees working in or providing a service to the WA health system
including individuals from overseas are required to undergo a Nationally Coordinated
Criminal History Check (NCCHC). This will be in the form of the individual either:

e applying for a NCCHC to be undertaken by Health Support Services (HSS) (as an
accredited body), or

e provide a National Police Certificate (NPC) issued within the past 12 months, or

e provide a NCCHC (from a commercial accredited body), issued within the past 12
months.

This excludes secondments, across or within the WA health system.
Prospective employees from overseas must also provide evidence of an international CRS
pursuant to subclause 1.6 of these procedures and a National Police Certificate (NPC) as

per the policy.

HSS will notify the relevant manager once the prospective employee has cleared all pre-
employment screening checks and confirmed the prospective employee’s appointment.

1.2 Existing employees

Existing employees moving from one position to another within the same WA health entity
without a break in service are treated as a continuing employee and will not require
criminal record rescreening.

All medical, nursing, midwifery, and allied health training programs on rotation across the
WA health system are not required to be rescreened provided they have previously
undergone a WA health CRS (refer to section 3.1.1 of the policy).

1.3 Students on placements

Students under 18 years of age on work experience placements are not required to
undertake a criminal record screening.
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Students who are over 18 years of age are to provide a NPC or NCCHC (from a
commercial accredited body), issued within the past 12 months, prior to the
commencement of their first placement. Students are responsible for arranging their NPC
or NCCHC (from a commercial accredited body) for practicums/work placements and
forwarding to HSS for a WA health CRS card with educational institutions providing advice
and direction.

It is the responsibility of the student placement coordinator to check that students (over 18
years of age) on placement have a current CRS card (issued by HSS) prior to
commencing practicums/work placements.

1.4 Independent contractors and non-government organisations

Independent contractors who provide services to the WA health system must have a NPC
or NCCHC (from a commercial accredited body) issued within the past 12 months, prior to
being engaged.

Non-government organisations funded by government are required to conduct NPC or
NCCHC (from a commercial accredited body) on their prospective employees. This
requirement will form part of their contract or funding agreement.

All contracts will include a statement indicating that in accordance with the policy and
procedure:

e any contractor providing a service in the WA health system must obtain a
satisfactory* NPC or NCCHC (from a commercial accredited body).

e any contractor/s receiving an unsatisfactory NPC or NCCHC (from a commercial
accredited body) will result in the contract provided by that contractor/s being deemed
void.

¢ in the case of a contract for services by an agency, if any individual providing services
on behalf of an agency receives an unsatisfactory* NPC or NCCHC (from a
commercial accredited body), they will not be allowed to provide services to the WA
health system.

*For guidance on what constitutes satisfactory/unsatisfactory for a given role refer to
Section 3.3.

For assistance with the exact wording to use in contracts, contact HSS Procurement and
Supply on 1344 77.

It is the responsibility of each contract manager within their WA health entity to check the
NPC or NCCHC (from a commercial accredited body) status of all independent contractors
prior to engaging them for services. The contract manager should apply the same
principles as per section 3. Individuals found to have a Disclosable Court Outcome (DCO).

1.5 Private agencies

Private agencies (including agencies providing temporary staff) are required to conduct
NPC or NCCHC (from a commercial accredited body) that comply with the requirements of
the WA health system on their employees, before those employees are permitted to work
in a position in the WA health system.
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Private agencies are responsible for ensuring agency staff have undergone a NPC or
NCCHC (from a commercial accredited body) issued within the past 12 months, prior to
their commencing work.

1.6 Individuals employed from overseas

Individuals who are to be employed by WA Health from overseas on either temporary
and/or permanent work visas are required to provide evidence of both:

(@) A CRS from their country of origin and from any other country in which they have
lived for one (1) year or more in the last ten (10) years. The evidence must meet the
following criteria:

¢ Any CRS in a language other than English must be accompanied by a ‘certified
copy’ of an English translation of the CRS.

e The original CRS must be provided with the translated certified copy.

o All certificates need to be forwarded to HSS for assessment in accordance with
the policy.

Certified copies are copies authorised, or stamped as being true copies of originals,
by an individual or agency recognised by the law of the country in which the
individual is currently residing as having the authority to authorise or stamp such
documents.

All Department of Home Affairs (DHA) offices outside Australia have the facility to
certify or witness documents. A ‘Service Delivery Partner’ may be able to provide this
service on behalf of the DHA if there is an agreement in place with the Australian
office.

Further information regarding CRS and specific country information (including
information on offices outside Australia) can be found on the DHA website.

(b)  An Australia-wide National Police Certificate - where an individual has not already
obtained an Australia-wide Police Certificate, HSS can arrange the required NCCHC.

Any employment contract is contingent upon the individual supplying this information and
the information being assessed as indicating no barrier to appointment.

1.7 Other people engaged to provide services to the WA health system
Other people engaged to provide services to the WA health system must have either a
NCCHC or NPC prior to being engaged. This includes individuals engaged in any other

capacity, for example volunteers, chaplains and academics.

To arrange NCCHC for volunteers and other people in this category, each WA health
entity is responsible for liaising directly with HSS.

It is the responsibility of managers, supervisors or volunteer coordinators to check that
volunteers have a current NCCHC or NPC prior to their commencing work.
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2. Obtaining a Nationally Coordinated Criminal History Check (NCCHC)
21 Consent form and required identity documentation

When applying for a NCCHC through HSS, the issued D10 National Coordinated Criminal
History Check Form (reference only) must be completed. Further information on informed
consent is included in the HSS Information Sheet NCCHC Application and Informed
Consent (reference only).

Any individual refusing to complete a consent form or meet the cost of the NCCHC will be
precluded from appointment.

Individuals are required to provide the minimum identity documents outlined on the
NCCHC Application and Informed Consent form as part of the process of obtaining a
NCCHC.

Individuals are required to provide certified copies of the documents. Copies should be
certified according to Information Fact Sheet 3 - Certifying Copies of Documents provided
by the WA Department of Justice. Information on former names or aliases if any (for
example a marriage certificate or Deed Poll change of name) must also be provided where
necessary.

All individuals undergoing a NCCHC or have provided an NPC are required to disclose
whether they have any current or pending charges or convictions. An individual with a
pending charge or conviction can only be appointed to a position after the outcome of the
current or pending charge or conviction is known.

2.2 Provision of an Australian National Police Clearance or NCCHC

An individual will not need to apply for a separate WA Health NCCHC if they have been
issued with:
e an Australian National Police Certificate, or
e a Nationally Coordinated Criminal History Check, through a commercial ACIC
accredited body, and
e a NPC or NCCHC issued within the previous 12-months, and
e a NPC or NCCHC that does not list any convictions that contravene the policy.

23 Cost of Criminal Record Screening

Unless otherwise agreed by the relevant WA health entity, individuals are required to pay
for their own NCCHC.

Individuals from overseas who are required to provide evidence of an international CRS to
meet WA health requirements are responsible for the associated costs of providing such
evidence.

The NCCHC for other people engaged to provide services to the WA health system, as
outlined in section 1.7, will be paid for by the relevant WA health entity.

If an individual provides an NPC, there is no additional cost incurred as part of their
onboarding with WA Health.
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24 Payment of Criminal Record Screening

Prospective employees can have the cost of the NCCHC deducted from their pay by
approving this deduction through their onboarding process

3. Individuals found to have a Disclosable Court Outcome (DCO)
3.1 Identification of DCO

All NCCHC'’s generate a point in time Check Result Report (CRR). The CRR may contain
a DCO, which the applicant must verify before the information can be disclosed to a third
party. Where an applicant believes their CRR contains incorrect information such as
incorrect police records and/or data integrity issues, it is their responsibility to promptly
raise a dispute with HSS. HSS will coordinate the dispute process, with evidence provided
by the applicant, until the process is complete.

Once the applicant has verified the CRR, it is then referred to the Executive Director
Workforce (or equivalent or delegate) at the relevant WA health entity for review and a
decision to employ.

3.2 Decision-making process

WA health entities are responsible for making decisions concerning individuals whose
convictions are disclosed and whether criminal convictions are relevant to the position for
which the individual is being considered or the services to be provided.

The relevant WA health entity’s Criminal Record Screening Committee (the committee) will
review the information provided by HSS to make a final decision regarding an individual’s
suitability to work in the WA health system. When assessing suitability, the committee
must exclude spent convictions from consideration, ensuring any spent conviction does
not influence the decision-making process. If a check result report contains only spent
convictions, the report will not be shared with the WA health entity. HSS will clear the
individual's criminal record screen.

WA health entities must develop their own template for use when making determinations
on whether to engage individuals who have DCOs. The WA health entity will also contact
the individual to allow the opportunity to provide details of any relevant matters they wish
to have considered in relation to the matter, consistent with the principles of procedural
fairness.

For all Health Practicum students HSS will form a committee to review DCOs to decide on
their suitability to commence placement within WA Health. The committee will include the
Director, Assurance, Compliance and Analytics and the Director Human Resources and
Capability. All students will be assessed against the risk categories outlined in section 3.3.

Where the WA health entity does not support the appointment of the individual, the entity
must advise HSS and the individual of the rationale for the decision. The WA health entity
must provide the individual with information on how they may request an independent
review of the decision. If employment has commenced, the contract will be made void, and
the employee must cease work immediately.
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Where an individual requests an independent review of the decision, the WA health entity
will ensure the principles of procedural fairness are applied and as a minimum ensure:
¢ all involved officers, including the decision makers, act fairly and without bias, and do
not hold a vested or direct personal interest in the outcome of the process
e decisions are based on evidence and consideration of relevant risks
e irrelevant considerations are not considered in making the decision
¢ the individual is provided with the outcome in writing.

It is a condition of the contract between HSS and the ACIC that any information relating to
an individual’s criminal history is to be stored only by HSS.

3.3 Assessment of Disclosable Court Outcomes

All DCO information for an individual provided to HSS in an NPC or NCCHC will be
considered. When assessing suitability, the committee must exclude spent convictions
from consideration, ensuring any spent conviction does not influence the decision-making
process. If a check result report contains only spent convictions, the report will not be
shared with the WA health entity. HSS will clear the individual's criminal record screen.

Previous criminal convictions or pending charges will not necessarily preclude
appointment or involvement in the provision of services.

An individual who has been convicted of a serious sexual offence(s) will not be employed
or involved in the provision of services to clients. Other serious offences (for example,
those involving threat or injury to another person and serious drug offences) relevant to the
duties of the position may also render an individual unsuitable for employment and/or
provision of services to clients.

The focus of decision-making should be on those offences which are relevant to terms of
the duties the individual will be expected to undertake. For example: the most relevant
categories of offences in relation to the protection of patients or clients and vulnerable
persons may be seen as violent, sexual and drug offences. Offences of dishonesty may
also be relevant in terms of protecting vulnerable persons from physical harm, as they
have a bearing on an individual’s trust worthiness.

If a NCCHC or NPC reveals DCOs, individuals and applications will be assessed against
the following risk categories to determine suitability for employment/placement or provision
of services:

e convictions that will most likely lead to a refusal to be employed, provide services or
be accepted on placement in WA Health, regardless of when the offence(s) was
committed are considered high risk and include:

oconvictions for crimes of a violent or sexual nature
oconvictions for dealing or trafficking in illegal drugs
oconvictions related to premeditated fraud or stealing.

e convictions that may be regarded as sufficiently serious to warrant refusal of
employment, or provision of service or acceptance on a placement are considered
high risk and include:

oconvictions that result in a 12-month prison sentence
oconvictions for an offence that would normally result in dismissal if committed by
an individual employed in WA Health (refer to MP 0124/19 Code of Conduct

Policy).
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e other convictions that are not so serious as to warrant automatic exclusion and are

considered medium risk will be reviewed against mitigating factors such as:
o number of incidences or whether the caution or conviction was an isolated incident

or whether there are several cautions/convictions

age of the individual at the time of the offence

recency of the conviction

type of offence(s) and its (their) relevance to the job

context for the behaviour, for example, the conviction for assault was the result of

a premeditated act or someone acting in self defence

availability of evidence leading to a conclusion of a change in attitude and

demeanour from the time of the offence

o the individual’s attitude to the offence(s) such as remorse shown,
acknowledgement of responsibility for the offence or recognition of the harm
caused.

0O O O O

O

e convictions relating only to traffic-related offences, less than $1,001 fine are
considered to be low-risk. They will be cleared by HSS applying a threshold inclusive
of:

o fine or loss of demerit points
o driving under the influence > 0.05
o mobile phone infringements.

HSS will not send DCOs containing only traffic-related offences to HSPs to decide
on.

Traffic related offences for individuals that require a driver’s licence to undertake their
role, will not be assessed by HSS and will be referred to the relevant WA health
entity for review and a decision to employ.

4. Recruitment and Employment Information

4.1 Advertising Requirements

All information for applicants and advice for internal and external advertised positions
(whether permanent, temporary, or casual) will include the following statement:

‘WA Health engages staff in positions of trust and responsibility. WA Health policies
require applicants to undertake a criminal record screening and integrity checking as part
of the appointment process’.

4.2 Offers of appointment and employment contracts

All employment contracts must include a statement indicating that in accordance with the
policy and procedures:
e employment is subject to a satisfactory NCCHC or NPC
¢ an unsatisfactory NCCHC or NPC will result in the offer of appointment being
withdrawn or in the employment contract being deemed void.
¢ an employee must advise the employer of any change in their criminal record and
pending charges that may arise during their employment.

Ensure you have the latest version from the Policy Frameworks website. Page 7 of 14
Compliance with this document is mandatory.



https://ww2.health.wa.gov.au/About-us/Policy-Frameworks

In times of urgent workforce demands, a conditional offer of appointment may be made to
an appointee. In such a case, the appointment letter must state that the continuation of
employment is subject to a satisfactory NCCHC or NPC being received. The decision to
make a conditional offer of appointment to an individual will be made by the Executive

Director Workforce (or equivalent or delegate) at the relevant WA health entity.

Further detailed information and step by step processes for requesting a NCCHC by HSS,
refer to Appendix 1; a NPC or Commercially Accredited NCCHC refer to Appendix 2, and a

list of identity documentation for a NCCHC, refer to Appendix 3.

5. Definitions

The following definition(s) are relevant to this procedure.

Term

Definition

Accredited body

An accredited body is an Australian organisation or
business that has been assessed and approved by the
Australian Criminal Intelligence Commission (ACIC) to
have access to the Service to request Nationally
Coordinated Criminal History Checks (NCCHC) on
behalf of individuals.

ACIC accredited bodies are entrusted with access to
the National Police Checking Service Support System,
to submit applications and retrieve check results for
consenting applicants.

Appointment

A person appointed by the CEO (or employing
authority) under section 64(1)(b) of the Public Sector
Management Act 1994 or section 140(1) of the Health
Service Act 2016:

e for an indefinite period as a permanent
employee,
o for a fixed term not exceeding 5 years as is
specified in the instrument of appointment; or
e o0n a casual basis
Where the employee retains a substantive position for
a period that exceeds the length of the fixed term
contract, the arrangement will be considered a
secondment or acting/deployment.

Acting/Deployment

The temporary movement of an employee to the same
or a higher classification level within the same WA
health entity.

Clients

Clients refer to the service user, customer, consumer
or participant receiving the support service.

Disclosable Court
Outcomes (DCOs)

DCOs refer to the record of court convictions and

findings of guilt that are considered releasable by the
State legislations. This includes all criminal charges,
including suspended sentences, any findings of guilt,
pending court charges, convictions that led to served
sentences, and all other criminal convictions that are
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not classified as spent convictions.

An Employee employed pursuant to Part 3 of the

Employee Public Sector Management Act 1994 or as defined in
section 6 of the Health Services Act 2016.
. An individual relates to, characteristic of, or meant for
Individuals

a single person or thing.

Nationally Coordinated
Criminal History Check
(NCCHC)

A Nationally Coordinated Criminal History Check
(NCCHC) contains all Disclosable Court Outcomes of
an individual. The NCCHC results show all convictions,
including traffic charges that lead to convictions and all
pending charges. A NCCHC can be obtained from
HSS or a commercial accredited body.

National Police Clearance
(NPC)

A NPC, also known as a National Criminal Record
Check (NCRC) or a National Police History Check is
an Australia-wide check of a person’s criminal records
history. A NPC undertaken for the purpose of working
in an Australian Government subsidised aged care
service is referred to as an ‘Aged Care Check.” A NPC
may be in the form of a ‘National Police Certificate’ or
‘Police Certificate’ obtained by an individual directly
from the Australian Federal Police, a State or Territory
police service, or an ACIC accredited agency

Procedural fairness

Procedural fairness is concerned with the procedures
used by the decision maker, rather than the actual
outcome reached. It requires a fair and proper
procedure to be used when making a decision.

The principles of procedural fairness require:
¢ A hearing appropriate to the circumstances
e Lack of bias
e Evidence to support a decision
e Inquiry into matters of dispute.

Secondment

The temporary movement of an employee to a
different WA health entity or public sector agency.

Spent conviction

In Western Australia, the Spent Convictions Act 1988
provides for certain convictions to be spent (expunged
from the record) generally after ten (10) years and
provided there have been no further convictions.

WA health entities

WA health entities include:

(a) Health Service Providers as established by an
order made under section 32(1)(b) of the Health
Services Act 2016.

(b) Department of Health as an administrative
division of the State of Western Australia
pursuant to section 35 of the Public Sector
Management Act 1994.
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WA health system

The WA health system is comprised of:

(i) the Department;

(i) Health Service Providers (North Metropolitan
Health Service, South Metropolitan Health
Service, Child and Adolescent Health Service,
WA Country Health Service, East Metropolitan
Health Service, PathWest Laboratory Medicine
WA, Quadriplegic Centre and Health Support
Services); and

(iii) contracted health entities, to the extent they
provide health services to the State.

Ensure you have the latest version from the Policy Frameworks website. Page 10 of 14
Compliance with this document is mandatory.



https://ww2.health.wa.gov.au/About-us/Policy-Frameworks

APPENDIX 1 - Process for requesting a National Coordinated Criminal History Check

(NCCHC) by HSS
@)plicant requires a Crimin?
Record Screening (CRS)
v

Applicant completes NCCHC forms and
provides required identify documentation

Applicant does not HSS submits applicant’s details into J
commence employment the CRS database for NCCHC

Process
terminated

ACIC undertakes a NCCHC and
provides results to HSS

v

Does the applicant have Disclosable|
Court Outcomes (DCO)?

HSS provides copy of Check Results
Report to applicant for verification

Applicant
verifies repo

HSS coordinates

Applicant
i dispute process

h 4

Dispute process
finalised

HSS review DCO against
assessment criteria

Corrected
DCO details

No DCO

h 4

Is the DCO a traffic-related offence (and
the position does not involve driving)?

Yes

A 4

HSS send Check Results Report to
WA Health entity

HSS approve low-risk DCO’s
meeting endorsed criteria

h 4

WA health entity undertake a review/
assessment and makes a decision to employ

No

+ A4
HSS advises relevant stakeholders of
WA health entity advises HSS of the outcome » clearance, enters details into HRIS and
issues contract of employment (if applicable)

Process
Complete
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APPENDIX 2 — Process for a National Police Certificate (NPC) or Commercially
Accredited Nationally Coordinated Criminal History Check (NCCHC)

Applicant requires a Crimina
Record Screening (CRS)

Applicant provides a current NPC or
NCCHC from an ACIC Accredited provider

Option A)
NCCHC by HSS
— go to Appendix
1 process

Applicant provided option to: A) Apply for a
NCCHC by HSS. OR B) Apply for a NPC or
NCCHC from an ACIC Accredited provider

Applicant declines
to provide either

Option B)
Apply for a NPC or
NCCHC from an
ACIC Accredited
provider

Applicant does not
commence employment

Process
terminated

v
Does the applicant have
Disclosable Court Outcomes

(DCO)?
HSS review DCO against
assessment criteria
A 4

Is the DCO a traffic-related offence
(and the position does not involve

driving)?

> Yes

HSS send NPC/Check Results Report
to WA Health entity

HSS approve low-risk DCO’s
meeting endorsed criteria

A 4

WA health entity undertake a review/

assessment and makes a decision to
employ

Yes

No

WA health entity advises HSS of the

HSS advises relevant stakeholders of
outcome v

clearance, enters details into HRIS and
issues contract of employment (if applicable)

Process
Complete
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APPENDIX 3 - IDENTITY DOCUMENTS FOR NATIONALLY COORDINATED CRIMINAL
HISTORY CHECK

Applicants must provide three (3) documents with their completed form to confirm their identity.
All identification must be current — expired documents cannot be accepted unless specified

below:

e One (1) commencement identity document to confirm their birth in Australia or arrival in

Australia

e One (1) primary use in the community document to show the use of their identity in the

community

e One (1) secondary use in the community documents.

Documentation must include evidence of the applicant’s full legal name, date of birth and a

photograph of the applicant. 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 three required

documents.

Commencement of identity
documents

(a) Australian birth certificate or
authorised record of birth (not an
extract or birth card)

(b) Immigration record or document,
including:

1. an Australian Citizenship
Certificate;

2. an Australian visa (supported by
a foreign passport, which is
needed for verification); and

3. an Immicard issued by the
Department of Home Affairs to
assist visa holders to provide of
their Commencement of Identity in
Australia.

(c) current Australian passport (not
expired however, if the Document
Verification System (DVS) is used to
verify the passport, it may be up to 2
years expired)

Primary use in the community documents

(a) current Australian passport, including
Ordinary, Frequent traveler, Diplomatic, Official
and Emergency (not expired; however, if the
Document Verification System (DVS) is used to
verify the passport, it may be up to 3 years
expired)

(b) an Australian drivers licence, learner permit
or provisional licence issued by a State or
Territory, showing signature and/or photo

(c) ImmiCard issued by the Department of Home
Affairs to assist visa holders to provide evidence
of their Commencement of Identity in Australia;

(d) Foreign passport issued by a country other
than Australia with a valid visa or visa entry
stamp or equivalent

(f) a proof of age or photo identity card issued
by an Australian Government agency which
shows the name, date of birth, photo and
signature of the individual; and

(h) for persons under 18 years of age with no
other primary use in the community documents,
a student identity document issued by an
Australian secondary school, TAFE, university,
registered training organisation or State
government agency only.

Ensure you have the latest version from the Policy Frameworks website.

Compliance with this document is mandatory.

Page 13 of 14



https://ww2.health.wa.gov.au/About-us/Policy-Frameworks

Secondary use in the community documents

a) DFAT issued Certificate of Identity;
b) DFAT issued Document of Identity;
c) DFAT issued United Nations Convention Travel Document Secondary;

d) Foreign government issued identity documents (e.g. driver’s licence). Documents in
languages other than English must be accompanied by a NAATI accredited translation;

e) Medicare card;

f) Proof of electoral enrolment with the Australian Electoral Commission;
g) Australian Security Guard/Crowd Control photo licence;

h) Evidence of right to a government benefit (DVA or Centrelink);

i) Consular photo identity card issued by DFAT;

j) Australian Police Force Officer photo identity card;

k) Australian Defence Force photo identity card;

) Commonwealth or state/territory government photo identity card (this may take the
form of a working with children or vulnerable people card or a government issued
occupational licence);

m) Australian Aviation security identification card;

n) Australian Maritime security identification card;

o) Australian Firearms licence;

p) Credit reference check issued by a credit provider;

q) Australian secondary or tertiary student photo identity document issued by an
Australian secondary school. TAFE, university or registered training organisation;

r) Certified academic transcript from an Australian secondary school, TAFE, university
or registered training organisation;

s) Trusted referees report;

t) Bank card, credit card (without recording the payment card number/s) issued by a
bank, credit union or building society. The Applicant’s signature must be on the card.
Documents from foreign banks or institutions are not accepted; and

u) Tax File Number issued by the Australian Taxation Office.

This document can be made available in alternative formats on request for a person with
a disability.

© Department of Health 2026

Copyright to this material is vested in the State of Western Australia unless otherwise indicated.
Apart from any fair dealing for the purposes of private study, research, criticism or review, as
permitted under the provisions of the Copyright Act 1968, no part may be reproduced or re-used for
any purposes whatsoever without written permission of the State of Western Australia.
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