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This guide provides a step-by-step guide for applicants and employers on how to complete the  
Working with Children Check Application Form. 

 
Things to remember when completing form: 

 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

An Applicant and Employers Step by Step Guide to completing 

the Working with Children Check Application Form 

Do: 
 
 Use Black Pen and write in clear BLOCK 

CAPITALS only. 
 Use one letter or number for each box. 
 Leave an empty box between words, but not 

between numbers. 
 To correct a mistake on the form put a line 

through it like this and write the correction clearly to 
the right. If there is no space on the right, write as 
close to the correction as possible. 

 Mark choices in the boxes indicated with an X, not 
a tick. 

 Be sure to sign the declaration in Part 8. 
 Get your employer to complete Parts 6 & 7  

 

Do Not: 
 
 Write over the edges of the box 
 Put a line through or strike out sections 

that are not relevant to you – just leave 
them blank. 

 

Working with Children Screening Unit 
Phone: (08) 6217 8100 or  
1800 883 979 (country callers) 
Email: checkquery@dcd.wa.gov.au 

Website: www.checkwwc.wa.gov.au 

mailto:checkquery@dcd.wa.gov.au
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CONFIRMING YOUR IDENTITY 
 
You need to prove your identity when applying for a Working 
with Children Check. There are a number of documents that 
are accepted. 
 
Documents must be original and current (except for an 
expired passport that has not been cancelled and was current 
within the preceding 2 years). 
 
On this page is a list of acceptable documents you can use to 
complete the 100 point ID check points required. They are in 
categories A, B, C and D (Category D is only available to 
persons under 18 years). The acceptable combinations are: 
  
 

 Combination 1: A & B; or 
 Combination 2: B & 3 of C; or 
 Combination 3: A & 2 of C; or 
 Combination 4: A or D (if under 18 years of age) 

 
 
 
 
 
 
 
 
 
 
 
 

 

  

ALL applicants, including those under 18 years, will 
need to provide at least one form of photo 
identification and at least one identification with their 
current address as part of the 100 point ID Check, or 
in addition to the 100 points ID. 
 
Please note birth extracts and international birth 
certificates are not accepted.  
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YOUR STEP-BY-STEP GUIDE TO FILLING IN THE FORM 
 

Sector in which you work: 
 
     

 
 
 
 
 

 

Part 1: Type of Application 
 
 
 
 
  
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

If you are employed in the Health or Education and 
Training Sector place a cross in the appropriate box.  
 
If you do not work for either of these sectors place a 

cross in the “All others” box. 

If this is the first time you are applying place a cross 
in the New Application box.  
 
If you have previously applied and are renewing 
your application place a cross in the Renewal box 
and fill in the Current Card/Notice Number in the 
space provided. 
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Part 2: Details of Applicant 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

Enter your current name and address details, 
including preferred name by which you are known if 
appropriate. 
 

Other names 
If you have used previous names other than your 
current name you must list these in this section. 
This should include maiden name, names changed 
through deed poll and other aliases that you may 
have used. 
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Part 3: Current Address of Applicant 
 

 
         
 
 
 
 
 
 
 
 
 
 
 
                                                                         

 
Part 4: Previous Residential Address/es (list only Australian Addresses) 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 

Enter your current address. This must be an 
Australian address. 
 
Be sure to include your postal address if different to 
your residential address, otherwise place a cross in 

the same address as above box. 

Only enter previous Australian addresses. 
 
Enter previous addresses over the last 5 years.  
If you don’t know full details enter town/s and 
state/s. 
 
If you have not changed addresses in past five 
years or your previous address was overseas 
simply tick the Same as your current Residential 
Address box. 
 
Ensure you enter the dates you lived there in the 

Period of Residence box.  
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Part 5: Child Related Employment Details 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
  
 
 
 
 
 
 

 
 
 

Category of Child Related Work 
On page 2 of the information at the front of your 
application form there is a list of 19 child related 
work categories. 
You must enter the correct category of child 
related work you undertake. If you are unsure of 
the category talk to your employer or phone the 
Screening Unit. 

Important: Do not choose Category 19 or 20 

Type of Employment 
Place a cross in the relevant box according to 
what type of employment you undertake. 
The Paid Managerial Officer or Unpaid Managerial 
Officer boxes are only relevant to Child care 
Centre Managerial Officers. 

Name of Organisation and Applicant’s job title 
Enter the name of the organisation for which you 
undertake child related work and what your job 
title is within that organisation. 
Important: Enter the phone number of the 
organisation or agency representative. 
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PART 6 TO BE COMPLETED BY EMPLOYER 
 

 
 
____________________________________________________________________________________________________________________________________ 

 

Part 6: Details of Employer or Agency 
 
 
 

 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 

Name of Employer/Agency Representative 
The Employer or Agency representative must enter 
their name and position. This is the person that 
must sign the Employer Declaration in part 7. 
 
Self employed people, Managerial Officers of Child 
Care Centres and people with an exemption letter 
do not complete this part. 
Note: Practicum organisers for students at 
Universities, TAFEs & other tertiary colleges have 

the authority to sign as Employer 

 

 

Street Address of  
Employer/Agency Representative 
Enter the street address of the organisation for 
which child related work will be undertaken.  
In this example that would be the address of 
 Morley Football Clubrooms. 

 

Postal Address of  
Employer/Agency Representative 
Enter the position of the person who will receive the 
letter containing the outcome of the Working with 
Children Check application. This can be different to 
the Name of Employer or Agency Representative if 
you want the letter to go to a central office. 
Note: Applicants also receive a copy of the letter 

containing the outcome of the Check. 

Important information for employers: You can employ someone without a Working with Children Card so long as they apply on starting  
child-related work. You can accept a receipt of application from your employee or volunteer as proof of application. 
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 PART 7 TO BE COMPLETED BY EMPLOYER 
 

Part 7: Employer/Agency Representative Declaration 
 
 
 
  
 
 
 
 
  
 
 
 
 
 

 

Part 8: Applicant Declaration 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Employer or Agency Representative who 
completed Part 6 must sign this declaration. 
 
By signing this declaration the Employer or 
Agency Representative is certifying the applicant 
is/will be in child related work and that the 
information is, within their knowledge, true and 
correct. 
 
It is an offence to give false or misleading information 

 

 

You must sign this declaration to certify that the 
information you have provided is true and correct.  
 
By signing you are also consenting to the WWC 
Screening Unit or Approved Screening Agency to 
obtain information about your criminal record and 
making use of that information for initial and 
ongoing checking, as outlined in the information 
attached to your application form. 
 
Important: You must sign within the white box 
 
It is an offence to give false or misleading information. 

Important: Once you have submitted your application at Australia Post remember to keep your receipt.  
The receipt can be used as proof of application and is sufficient to start or continue child related work. 


