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Subject: POLICE CHECKS PROCEDURE

Please find attached the latest version of the Police Check form.  
To view the most current version of this form (and other employment forms/contracts) please go to the following folders on drop box:  
The PRM Group, who run the checks on our behalf, have made changes to the way they collect data, in particular identification documentation.
What does this mean for you? (please note: this is a legislated requirement for obtaining this information.)
· •Advise all new employees to bring with them on their first day of employment the following paperwork/information:
· Original or certified copy of birth certificate and drivers licence. (if birth certificate not available, see list for other ID documents which make up to 100 points – drivers licence is essential).
· Tax File Number
· Superannuation fund details.
· Use the most recent version of the form only. Delete any older versions.
· You can type directly into the form if you have access to your computer.  However, you need to print the completed form, so that the employee and you can sign in the relevant spots; or
· Print the form off and ask the employee to fill it in, making sure they sign the consent form on the back page.
· Ensure you sight original or certified copies of employee identification documents.
· Make sure the points add up to 100 using the guide contained on the consent form. 
· Once you are satisfied that you have sighted the original 100 points of ID, sign the declaration on page 3.
· Take photos of the original or certified copies of the identification documents and the completed form.
· Send these through to hr@edry.com.au   This way we can run the checks straight away, without having to wait on snail mail delivering the originals.
· Send original forms to Head Office with the other employment paperwork asap.
[bookmark: _GoBack]



image1.jpeg
Paul Burchell's

13 27 13

www.edry.com.au

Head office T: 02 4911 4600 F: 02 4954 0890 E: contact@edry.com.au





