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Recruitment Information

Package

What’s in this information package?

In this position information package you will find:

· Information about the Agency
· How to apply for a position

· Employment screening / Understanding child protection

· Applicant checklist

· Working with Children Check Applicant Declaration and Consent Form
· Criminal History Check Consent Form

· Health Declaration Form

More information

More information about Juvenile Justice is available from our web site www.djj.nsw.gov.au 

If you have any inquires regarding the position you are applying for, please contact the nominated officer in the advertisement. 

Where to send your application

Apply on line by using the link provided in the advertisement.
Information about the Agency
Structure and Functions
This information has been prepared to provide a general understanding of Juvenile Justice in New South Wales.

Juvenile Justice provides three main areas of service:

· Community services;

· Custodial services; and;

· Youth Justice Conferencing.
Juvenile Justice was established as a separate and autonomous government body on 1 November 1991 and as a schedule 1 NSW Government Agency on 10 September 1993. Juvenile Justice became an agency within NSW Department Attorney General & Justice in April 2011. 

The Agency serves the community by providing quality services to young people who have committed criminal offences, to maximise their capacity and opportunity to choose positive alternatives to offending behaviour. These young people include those who are placed in a juvenile detention centre pending appearance at court and those sentenced by a court to community based supervision or to a period of custody in a juvenile detention centre.

The agency’s annual report can be accessed via Juvenile Justice’s internet site. 
Our Vision

A community in which young offenders participate without re-offending.

Corporate Planning

The Agency’s primary planning body is the Executive Committee chaired by the Chief Executive.
· The Agency has developed a corporate plan which can be viewed on our web site. 

If you wish to join an organisation committed to learning, collaboration, pride in achievement and ethical conduct, keep reading!

Legislation

The services of the Agency are governed by statute, of which the primary Acts are:

· Children (Criminal Proceedings) Act, 1987;

· Children (Community Services Orders) Act, 1987;
· Children (Detention Centres) Act, 1987; and

· Young Offender Act, 1997.

In New South Wales the minimum age at which a child can legally be considered criminally responsible is ten years.

The NSW Government has established the Youth Justice Conferencing Scheme in accordance with the Young Offender Act, 1997, to provide an alternative process to court proceedings for dealing with young people who commit certain offences.

The courts have available a number of options in determining the appropriate means to address the criminal offences of juveniles.

Where possible, a juvenile offender’s criminal behaviour is dealt with by the courts through community based orders thus minimising disruption to family relationships, employment and education. Incarceration is generally used as a measure of last resort.

Community based options include court ordered supervision for juveniles on recognisance (good behaviour bond), probation, referrals to a Youth Justice Conference, community service orders and parole.

Generally, children up to 18 years of age, who have been sentenced by the courts to a period of detention, are accommodated in Juvenile Justice centres. 

The Functions of the Organisation

The provision of Juvenile Justice Services in NSW is clearly focused on diversionary and community based services. However, those juveniles who become repeat offenders or commit serious offences are required to be held in Juvenile Justice Centres providing humane, developmental and abuse-free custodial environments.

Safety of the community and safety of staff will always be a priority for Juvenile Justice in carrying out its work and decisions about offenders will be based on informed risk assessment and sound risk management. 

Agency services are grouped into regions managed by Regional Directors as follows:

· Northern

· Western

· Sydney Metropolitan

The Agency employs approximately 1,550 staff on a full-time equivalent basis. 
Youth Justice Conferencing

In 1998 the Agency implemented a new statewide service for young offenders called Youth Justice Conferencing. Youth Justice Conferencing has been established in accordance with Part 5 of the Young Offenders Act, 1997, which was proclaimed in April 1998. Based on a restorative justice model, which operates successfully in New Zealand, Youth Justice Conferencing assists in diverting a large number of juvenile offenders away from the court process. The Act sets out a formal system of police warnings, cautions and youth justice conferences.

The operation of Youth Justice Conferencing is designed to have significant advantages for young offenders, their families and the wider community. 

Youth Justice Conferencing:

· emphasises the responsibility an individual bears for offending;

· brings home to the offender the consequences of crime to themselves, their family, the victim and others in the community; and

· cultivates re-engagement of the offender with their family and their community.

Juvenile Justice Community Services

Community based services provide the courts with sentencing alternatives to custody. Casework management and extensive networking with other government and community based services assist juvenile offenders in minimising offending behaviour and in complying with court orders.

Juvenile Justice Officers provide support to young people with welfare problems, seeking bail, prepare assessment reports for the courts and facilitate court-directed supervision for offenders placed on good behaviour bonds, probation, parole or community service orders.

Pre-released and contracted post release support services establish regular contact with young people before they leave custody to prepare and support them in their transition to the community. Staff assess and devise measures to meet the individual needs of these young people. This can include finding accommodation, dealing with relationship difficulties, finding employment, developing employment skills and supporting the young person’s return to school.

Juvenile Justice Centres

Nine Juvenile Justice Centres implement court ordered detention for juvenile offenders. Courts can also remand young people in custody whilst they are awaiting court appearances. 

Emphasis is placed on young people taking responsibility for their own actions, and developing greater respect for themselves and other people.

The following are some of the programs available in our juvenile justice centres: 

Education

In conjunction with the Department of Education and Training, specialist remedial education is available in all centres. These programs cover basic literacy and numeracy skills, preparation for the School and Higher School Certificates and tertiary courses through distance education.

TAFE Courses and Work Skills Development

Greater emphasis is being placed on the provision of job skills training (vocational training), which is likely to increase the post-release employment opportunities of young offenders.  TAFE courses are increasingly introduced in the Juvenile Justice centres to complement work skills training offered by the Agency’s vocational instructors.

Life Skills Programs

These programs enhance social skills and include health issues, nutrition, sexuality, parenting, budgeting, banking, cooking, sewing and employment interview techniques.

Counselling Services

Psychologists and Alcohol and Other Drugs Counsellors are employed at each Juvenile Justice centre to provide assessment services, education and awareness programs. Specialist counselling services are also provided for sex offenders, violent offenders and juvenile offenders who have been victims of physical, emotional or sexual abuse.

Religious Support

The Agency ensures that religious representatives from the major faiths are available to detainees whenever requested. 

Cultural Support

Indigenous and ethnic community groups are invited to assist in developing programs aimed at providing young people in custody with culturally specific support.

Overview of Young Offenders
Many factors are associated with the involvement of juveniles in crime. These factors are often the same as those that relate to the difficulties young people experience in other aspects of their lives, such as relationships, school, employment or at home. 

The factors can include, but are not limited to, poor parental supervision, difficulties in school and employment, negative peer associations, poor personal and social skills, homelessness, neglect and abuse and alcohol or other drug abuse. 

The full analysis of the agency’s clients can be found on the agency’s internet site at www.djj.nsw.gov.au under publications. 
Young Offenders Advisory Council

The Young Offenders Advisory Council which replaces the Juvenile Justice Advisory Council of NSW, is a new State Government committee of youth crime experts representing a broad cross-section of the community.  The new council addresses the government’s State Plan priorities

to reduce re-offending and minimise levels of anti-social behaviour.

Serious Young Offenders Review Panel (SYORP)

The Serious Young Offenders Review Panel (SYORP) is an independent body whose function is to make recommendations to the Chief Executive, Juvenile Justice. The Panel consists of community representatives with an understanding of community expectations and expertise on juvenile justice issues.

Official Visitors
Official Visitors are appointed by and report directly to the Minister for Juvenile Justice. The Official Visitor Program provides independent monitoring of the operations of juvenile justice centres, along with advocacy services for detainees and their families. Where possible, Official Visitors raise and resolve issues at a local level. Matters that cannot be resolved or are of a serious nature are reported direct to the Minister for further action.

Central Office
Central Office is the agency’s head office and is made up of various divisions and business units that oversee community and detention centre operations as well as the agency’s corporate and legislative requirements.
How to apply for a position

The NSW Public Sector strives to be representative to better serve our diverse population.

As part of the NSW Government's equal employment opportunity policy, employees are selected on merit.  This means the person whose skills, knowledge and experience best match the job requirements will be selected.

Please find below information on how to apply for a position at Juvenile Justice.

All applications should be submitted by the closing date.

1. Locate the job you wish to apply for on the Jobs.nsw.gov.au site
2. Click on ‘Start New Application’. Each section of the on-line application will detail the information you are required to provide.

3. As part of your online application, you will also be required to attach a copy of your current resume that details the type of work (paid and voluntary) you have done in the past, the organisation/s you have worked for, the period of time you were employed for each engagement, the skills obtained and your key responsibilities.

4. Where qualifications are a requirement of the role you will need to bring your qualifications and/or educational transcript to the interview. If you have qualifications from overseas, you will need to provide certified translations and equivalency of qualifications. Aboriginality is also considered a qualification and must be documented.
5. All advertisements will list selection criteria, which describe the skills, knowledge and experience that applicants must possess in order to undertake the duties of the position. Unless stated otherwise, you must provide a statement against each of the selection criteria and use examples to demonstrate how your skills, knowledge, experience and qualifications (where these are appropriate) are relevant to the requirements of the job.

6. You will need to include the names and phone numbers of two referees (at least one should be a recent supervisor, if possible).

7. Applicants for permanent jobs must be an Australian citizen or permanent resident. Overseas applicants for temporary jobs must have a current work visa. If selected for an interview, you will be asked to bring proof of your citizenship or visa work permit to your interview.

8. Please note that once you have followed the required steps, you will need to click on the ‘Submit’ icon to send your application. You will then receive an immediate acknowledgement that your application has been received.

Read the job advertisement carefully

All NSW Government job advertisements list 'selection criteria'.  The selection criteria describe the skills, knowledge and experience needed to do the job. 

Advertisements also have a brief description of the job, the name of the inquiries person, link to apply online and a closing date for applications. 

Read the advertisement and make a note of anything you don't understand so you can ask questions.  Keep a copy of the advertisement for future use.

Telephone the inquiries person

You can get more information about the job by phoning the inquiries person named in the advertisement.  Speak to them after you read this information package so your questions will be more relevant.

Speaking to the inquiries person will help you decide whether to apply for the job, and what to emphasise in your application.

Other information

Get as much extra information as you can to complete your application.

If possible, search the internet, visit the agency's library or talk to people who work in similar areas.  This will give you a better idea of the workplace.

Writing your application

It is important to prepare a good application as it will be used to decide whether you get an interview.  A good application shows why you are the best person for the job and how your skills, knowledge and experience match the selection criteria.  Your application should contain:

· a brief covering letter

· your 'claim for the position' (statements addressing each selection criteria)

· your resume

· certified copies by a Justice of the Peace of qualifications, certificates, licences as required or stated in the selection criteria

· any other required information included in the position information package

Your claim for the position / addressing the selection criteria

You must include a 'claim for the position' in your application.  If not, you are unlikely to get an interview.  These are statements meeting each of the selection criteria.

You write a claim for the position to show the selection panel that you have the right mix of skills, knowledge and experience to do the job.  You need to write a specific claim for each job you apply for in the NSW Public Sector.

Make a separate heading for each selection criterion.  For each one, describe your skills, knowledge and experience and show how they could be used in the job.  Emphasise your major achievements.  

You must include certified copies of qualifications/certificates if required.  If you are called for an interview you must bring in the originals to verify that they are true and correct.

When large numbers of applicants meet all the criteria, the selection panel will compare all the applications and choose those that best meet the criteria for interview.

Qualifications for Aboriginal Identified Positions

Where positions are identified as Aboriginal, an applicant’s race is a genuine occupational qualification and authorised by Section 14(d) of the Anti-Discrimination Act 1977.

· Documented verification of Aboriginality.

The agency will accept proof of Aboriginality confirming the following:

1 You are an aboriginal person of Aboriginal decent;

2 You identify as being Aboriginal; and

3 You are accepted as such by the community in which you live

An acceptable form of documented verification is a “Confirmation of Aboriginality” letter, provided to you by a local Aboriginal organisation, that includes a common seal from that organisation.

Some key words in selection criteria

Knowledge: You need to give examples that prove you have this area of knowledge.

Ability to: You do not need to have done this kind of work before, but you need to describe how your skills, knowledge and experience show that you are capable of doing this part of the job.

Experience in: You have to show you have done this work before. Give examples.

Effective, Proven, Highly developed, Superior: You need to show your level of skill.  Use examples of your achievements to show your level of skill, knowledge and experience.

Good communication skills: This is about showing you have the communication skills needed to do the job.  You could include: experience in dealing with people, details of things you have written, and examples of problems you have solved using your communication skills.

Your resume

Prepare a resume (that is, curriculum vitae) which is clear, concise, and up to date that includes:

· personal details including contact details
· education and training 

· employment history (name of organisation, period of employment, job title, major duties and responsibilities, main achievements)

· skills/experience gained outside of paid work

When applying online, you will be asked for referee details. At least one of your referees should be a recent/current work supervisor.

Please do not send in the original documents of your qualifications or certificates as they will not be returned.  A copy, certified by a registered Justice of the Peace (JP) will be sufficient. You may need to bring your original documents if you are called for an interview to verify these.

It is important that your application reach the Agency no later than the close of business on the closing date.  All online applications will be acknowledged automatically once you hit the submit button.

Checklist

There is a checklist in this information kit to ensure you have included all the relevant information.

The Selection Committee

Selection is usually done by a committee of specialist and/or senior officers.  One officer is nominated as the convener and will be the primary contact for interviews and feedback.
Shortlisting

The selection committee assesses all applications against the selection criteria.  Applicants who best meet the selection criteria will be called for an interview.

Interview preparation

If you are chosen for an interview, you should prepare carefully.  You would normally be advised by phone at least three days before the interview. 

If you are called for an interview and have any special requirements (interpreter, disability access etc), advise the contact officer for the position prior to the interview so we can help you.

Interview questions are based on the selection criteria.  Read the criteria and think of likely questions.  Practice your answers out loud or with a friend.  Interviews are like public speaking – prepare and rehearse as much as you can.

Consider the challenges of the job and how your skills, knowledge and experience will help you meet them.  Read your application and decide which points you want to emphasise.

You must bring with you 100 points of documents to confirm your identity and a completed applicant consent form.  Selection Panel convenors must sight original required documents as part of the interview process. Details of the documents must be recorded on each applicants Working with Children Check Applicant Declaration and Consent Form you may have completed and submitted with your job application.

Without the 100 point check, Juvenile Justice cannot request the mandatory background checks, and the recommended applicant cannot commence duty with the agency.

	Applicants are required to provide identification documents to make up a total of at least 100 points using the points guide below.  You should bring originals plus one photocopy of each of the identification documents you will be using for identification purposes.

	70 points - Only one of these items may be included.  
(
Birth Certificate or a copy certified by an “acceptable certifier” 
(
Birth Card issued by NSW Registry of Births, Deaths and Marriages 

(
Citizenship Certificate  or a copy certified by an “acceptable certifier”
(
Current Australian passport 

(
Expired Australian passport which has not been cancelled and was current within the preceding 2 years 

(
Current passport from another country or diplomatic documents 


	40 points - More than one item may be counted.

Name and photograph/signature of preferred applicant verified from the following:

(
A reference from an “acceptable referee” who has known the applicant for more than 12 months

(
Current driver photo licence issued by an Australian state or territory 

(
Identification card issued to a public employee 

(
Identification card issued by the Australian or any state government as evidence of a person's entitlement to a financial   benefit 

(
Identification card issued to a student at a tertiary education institution    



	35 points – More than one item may be counted.

Name and address of preferred applicant verified from any of the following:

(
Document held by a cash dealer giving security over property 

(
A mortgage or other instrument of security held by a financial body 

(
Document from current employer or previous employer within the last two years 

(
Land Titles Office record 

(
Document from the Credit Reference Association of Australia 



	25 points – More than one item may be counted.

Name of preferred applicant verified from any of the following:

(
Current credit card or account card from a bank, building society or credit union 

(
Local council rates notice 

(
Current telephone, water, gas or electricity bill 

(
Foreign driver's licence 

(
Medicare Card 

(
Electoral roll compiled by the Australian Electoral Commission 

(
Lease/rent agreement 

(
Current rent receipt from a licensed real estate agent 

(
Records of a primary, secondary, or tertiary educational institution attended by the applicant within the last 10 years 

(
Records of a professional or trade association of which the applicant is a member 

	For a preferred applicant under 18 years, only one of the documents below needs to be sighted:

	(
Birth Certificate  or a copy certified by an “acceptable certifier”
(
Birth Card issued by the NSW Registry of Births, Deaths and Marriages 

(
Citizenship Certificate  or a copy certified by an “acceptable certifier”
(
Current Australian passport 

(
Expired Australian passport which has not been cancelled and was current within the preceding 2 years 

(
Current passport from another country or diplomatic documents 

(
Identity of the applicant verified by an educational institution, either on a student card or a letter signed by the principal, deputy principal, head teacher, deputy head teacher or enrolment officer, confirming that the applicant currently attends the institution


Do all applicants need to prove their identity at interview?

Yes, all applicants called for interview must consent to these employment screenings, regardless of whether they are a current employee or not.

From time to time CCYP do request that we send copies of signed consent and declaration forms. If the agency does not comply with the request, it is considered an offence.

It is also an offence to knowingly provide the Commission for Children and Young People with information that is false or misleading. A person found guilty of either of these offences may be fined.
At the interview

Your task during the interview is to convince the selection panel that you are the best applicant for the position.

The selection committee may use a number of methods to assess your ability to do the job including: work samples presentations, or tests.  If you have not been told what to expect, you can telephone and ask if there will be a test or exercise, as well as the interview.

When answering interview questions remember:

· it is OK to take your time – think before you answer

· if the question is unclear, ask for it to be explained

· you will usually need to restate details which are in your application

· give examples from your experience with each answer

· give complete answers – don't assume that you can omit details

· interviewers may be more comfortable if you maintain eye contact.

At the end of the interview, you will be given the chance to add other information not previously covered in the interview, and ask any questions of your own.  Restate your major strengths, adding anything that has been left out.

Reminder: You must provide original documents to the Selection Panel to confirm your identity (refer 100 point check table).

Referees

The selection panel may contact your referees to find out more about your work experience and performance and may verify or clarify claims made by you during the interview.  It is important to let your referees know that you are applying for a job.  They should also have an idea of the selection criteria so they are prepared to answer questions in relation to your suitability for the position.  Your referees will be contacted if you are one of the best applicants for the job.

After the interview

Once the delegated officer approves the recommendation and pre-employment checks are completed, the successful applicant will be contacted by phone.  If you are verbally offered the position and accept, a letter will be sent out to confirm that you have been successful in gaining the position.  All other candidates that were interviewed will be advised that they were unsuccessful.

If we do not offer you the position, but believe you are suitable, you may be placed on an eligibility list.  Applicants are placed on this list in order of merit, and may be contacted regarding employment if a similar position, becomes vacant in the future. Eligibility lists generally remain active for 12 months.
If your application is unsuccessful, you will be notified.  Remember that being unsuccessful is no reflection on you personally – it means that you were not, at the time, considered to be the person with the greatest merit for that particular position. 

You should take the opportunity to ask for feedback about your application and your interview performance.  By contacting the convenor of the interview panel, they will be able to help you understand the decision and offer advice on how/where to improve your performance in future interviews.  This person's contact details will be provided to you in your letter.

People with a disability

If you are contacted for an interview please advise us if you need anything to assist you at the interview, eg:

· wheelchair access into or around the building

· an Auslan interpreter

· to bring a guide dog

If your disability could impact your ability to do the full range of duties of the position, you may also discuss with the panel at interview, equipment which will allow you to perform the job with greater efficiency or altering the physical layout of the work area. These matters cannot be finalised at the interview.  They will be negotiated in detail with you if you are the successful applicant.  

Health assessments

Government employees may be required to undergo a pre-employment health assessment.  This is to ensure you are fit to do the duties of the position.  It is not concerned with disabilities which do not affect your work. In all cases, you will need to complete a form confirming your fitness to undertake the full requirements of the job, when you come in for your face to face panel interview. 

If you are aware of any health (including mental health) issue that may impact on your ability to perform the duties of the position, you must disclose this information on the declaration. The agency may then request that you undergo a pre-employment health assessment.

Overseas qualifications

Some job advertisements say that you need to be registered, licensed, hold a trade certificate, or be a member of a professional association.  You will need to get formal recognition of your qualifications before applying for these jobs.  

For other jobs, the selection panel will assess your qualifications.  It may be useful to give them a statement which shows the Australian equivalent of your qualification.  This may be obtained from:

· National Office of Overseas Skills Recognition (NOOSR), phone 1300 363 079.

Sometimes, it may be enough if you photocopy the page from the Country Education Profile Booklet which shows your qualification.  To get a copy of this booklet, phone AusInfo on 1300 363 079.  If you are not sure what documents or evidence you may need, ask the inquiries person for the job. 

Further advice and assistance can be obtained by contacting the above mentioned number or by visiting http://aei.gov.au 
Further information

The information in the section titled “How to Apply for a Position” was produced by Department of Premier and Cabinet, Migrant Skills and Qualifications Advisory Committee of Department of Education and Training, Community Relations Commission.

Employment Screening/

Child Protection

Criminal records check

The NSW Government requires that a criminal record check be carried out on applicants recommended for positions.  If a criminal records check is to be done, you will be asked to complete a consent form and provide 100 points of identification.  A criminal record check does not necessarily disqualify you from selection however, the agency may decide to withdraw an offer of employment based on an individual’s criminal history.

 A criminal record check may result in rejection of your selection. Before a final decision is made you will be given the opportunity to discuss the matter with an officer of the agency.

Working with Children Check

When applying for a position in child-related employment a working with children check must also be undertaken.  This is a formal process of checks to help determine your suitability to work with children or have unsupervised access to children in your work.  The check takes into account relevant criminal records, relevant apprehended violence orders and relevant completed disciplinary proceedings.

 It is an offence under the Commission for Young People Act 1998 for a person convicted of a serious sex offence to apply for this position.  To help you understand child protection legislative requirements we have provided you with the following information.  Information on the Working with Children Check is located at  www.kids.nsw.go.au/check
Commission for Young People Act 1998

Juvenile Justice is firmly committed to the safety, welfare and well being of children and young people.   Further to this, the Agency is obliged to observe the legislative requirements of the Commission for Young People Act 1998 when undertaking recruitment action.  As a potential applicant, you are also compelled to observe the requirements of this legislation.

The child protection employment legislation prohibits convicted sex offenders from working with children and requires a comprehensive screening process to be undertaken on all recommended applicants for child related employment opportunities.

When undertaking recruitment for child related employment opportunities, the Agency is required to do the following:

· conduct employment screening, including the working with children check, on recommended applicants

· obtain written consent from the recommended applicant/s to the employment screening process

· obtain a “Working with Children Check Applicant Declaration and Consent Form” from job applicants for child-related vacancies that requires the applicant to declare if he/she is a prohibited person under the legislation.

Who is a prohibited person?

A prohibited person is defined under the Child Protection (Prohibited Employment) Act 1998 as a person convicted of a serious offence against a child. A prohibited person is a person who is convicted of the following (whether in NSW or elsewhere):

· murder of a child 

· serious sex offence, including carnal knowledge 

· child-related personal violence offence (an offence committed by an adult involving intentionally wounding or causing grievous bodily harm to a child)

· indecency offences punishable by imprisonment of 12 months or more 

· kidnapping (unless the offender is or has been the child’s parent or carer) 

· offences connected with child prostitution 

· possession, distribution or publication of child pornography; or 

· attempt, conspiracy or incitement to commit the above offences. 

A prohibited person includes a Registrable person under the Child Protection (Offenders Registration) Act 2000.
A conviction includes a finding that the charge for the offence is proven, or that a person is guilty of an offence, even though the court does not proceed to a conviction.

It is an offence for an applicant not to disclose their prohibited person status and to apply for a child related employment opportunity.  Prosecution can be instituted against prohibited persons who do apply and a conviction carries a penalty of imprisonment for up to 12 months.
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working with children check aPPLICANT declaration AND CONSENT (page 1)
applicants must complete both pages of this form

All fields must be completed. Please use block letters.
Family name: 



First name: ______________________Other given name(s): 



Previous names/aliases: Family name:



First name: ______________________Other given name(s): 



Date of birth: DD/MM/YYYY Gender: (Please tick)
(Male  ( Female

Place of birth: Town:_______________ State:__________________ Country:


Residential Address: Street:


Suburb/Town:
State:
Postcode:


Contact telephone number:
Contact Email:


If you used one of these documents to verify your identity, please complete these details:

(Driver’s licence:   Issuing Agency_______________                                         Licence Number______________

(Firearms licence: Issuing Agency_______________                                         Licence Number______________

(Passport: Type_________________Issuing Country_______________Passport Number______________

Title of child-related position applied for (specify its child-related nature eg ‘child care assistant’, not ‘assistant’:

Type of position (Please tick): 

· paid employee


(paid contractor 


(student

· volunteer providing intimate personal care to disabled children

· volunteer providing mentoring to disadvantaged children 

· minister, priest, rabbi, mufti or other like religious leader or spiritual officer of a religion or other member of a religious organisation

· authorised supervisor for prescribed children’s service


(licensee for prescribed children’s service

· authorised carer 


(family day carer or home based carer 

It is an offence for a prohibited person to apply for, attempt to obtain, undertake or remain in child-related employment, or to sign this declaration. 

A prohibited person is a person who is convicted of the following (whether in NSW or elsewhere):

· murder of a child 

· serious sex offence, including carnal knowledge 

· child-related personal violence offence (an offence committed by an adult involving intentionally wounding or causing grievous bodily harm to a child)

· indecency offences punishable by imprisonment of 12 months or more 

· kidnapping (unless the offender is or has been the child’s parent or carer) 

· offences connected with child prostitution 

· possession, distribution or publication of child pornography; or 

· attempt, conspiracy or incitement to commit the above offences. 

A prohibited person includes a Registrable person under the Child Protection (Offenders Registration) Act 2000.
A conviction includes a finding that the charge for the offence is proven, or that a person is guilty of an offence, even though the court does not proceed to a conviction.

Details of these offences can be found at www.kids.nsw.gov.au. A conviction includes a finding that the charge for an offence is proven, or that a person is guilty of an offence, even though the court does not proceed to a conviction.

WORKING WITH CHILDREN APPLICANT declaration AND CONSENT (page 2)

DECLARATION

I am the applicant named in this form. All information in this form, and identification documents provided for this application, are true and correct. I understand that if I have provided false or misleading information it may result in a decision not to employ me, or, if already employed, may lead to my dismissal. I have not omitted any names or aliases that I use or used in the past.

I have read and understood the contents of this form and the relevant information in the Working With Children Employer Guidelines.  I declare that I am not a prohibited person under the Commission for Children and Young People Act 1998 and I understand that it is an offence for a prohibited person to seek child-related employment.

I am aware that if considered for child-related employment, several checks will be undertaken to ascertain my suitability, including:

1. National criminal record check for charges and/or convictions (including spent convictions) for:

· any sexual offence (including but not limited to, sexual assault, acts of indecency, child pornography, child prostitution and carnal knowledge);

· any child-related personal violence offence;

· any assault, ill treatment or neglect of, or psychological harm to a child and any registrable offence; 

  punishable by imprisonment for 12 months or more.

I understand that this check includes convictions or charges that:

· may have not been heard or finalised by a court; or

· are proven but have not led to a conviction; or

· have been dismissed, withdrawn or discharged by a court.

2. Check for relevant Apprehended Violence Orders taken out by a police officer or other public official for the protection of a child/ren; and

3. Check for relevant employment proceedings notified to the Commission for Children and Young People under the Commission for Children and Young People Act 1998. .

CONSENT

I consent to these checks being conducted and consent to the Commission for Children and Young People or an Approved Screening Agency obtaining any relevant record identified by these checks and any additional information relating to that record from sources such as courts, police, prosecutors and past employers to enable a full and informed estimate of risk. I consent to these sources disclosing information relating to that record to the Commission for Children and Young People or Approved Screening Agency.

I acknowledge that:

a) the information obtained during the Working With Children Check, including this consent,  may be collected and used by and/or disclosed to the Commission for Children and Young People or an Approved Screening Agency for the purposes of the Working With Children Check;

b) the Commission for Children and Young People and Approved Screening Agencies may share the information obtained during the Working With Children background check for the purposes of the Working With Children Check;

c) the outcome of an estimate of risk will be provided to my prospective employer or their employer-related body;

d) details of my relevant records will not be released to my current or prospective employers except as detailed in point e); 

e) employment with the Department of Attorney General & Justice, Juvenile Justice will involve a check of national criminal records for all unspent convictions and outstanding charges in addition to the Working With Children Check. I consent to this check and the release of these records to the Department of Attorney General & Justice and its agencies – Juvenile Justice and/or NSW Businesslink. Convictions include all findings under section 33 of the Children (Criminal Proceedings) Act 1987, other than an order dismissing a charge. Overseas convictions are releasable in accordance with the Criminal Records Act 1991 if the conviction is equivalent to an offence in NSW.

f) any information obtained as part of this process may be used by Australian Police Services for law enforcement purposes, including the investigation of any outstanding criminal offences; and

g) the information provided may be referred to the Commission for Children and Young People and/or to NSW Police for law enforcement purposes and for monitoring and auditing compliance with the procedures and standards for the Working With Children Check in accordance with Section 36 (1)(f) of the Commission for Children and Young People Act 1998.
I consent to the Commission for Children and Young People or Communities NSW providing those disclosable records listed above to the Department of Attorney General & Justice and its agencies - Juvenile Justice and/or NSW Businesslink for employment screening.

Name: 


Signature:
Date:


NOTE: This form is to be kept by the employer.
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NATIONAL POLICE CHECKING SERVICE APPLICATION FORM

(Asterisk (*) denotes a mandatory field)

Instructions for completing this form

Please ensure you:

• Write in BLACK ink and use BLOCK letters

• Sign and date the Consent To Obtain Personal Information 


• Do not alter or delete the wording of the form in any way
• Complete all the sections of the form that apply to you

	Applicant Personal Information (NOTE:  Please PRINT CLEARLY)

	*Surname


	*Given Name(s)


	*Sex:   

                   FORMCHECKBOX 
Male      FORMCHECKBOX 
 Female

	Previous Name(s): If applicable

	*Date of Birth:
	*Place of Birth: (Suburb/Town, State/Territory &County)


	Passport Number: If applicable
	Passport Country:
	Passport Type:

(Gov, Priv or UN Refugee)

	Driver’s Licence Number: (State/

Territory of Licence is also required)
	Firearms Licence Number: (State/

Territory of Licence is also required)
	*Preferred Phone Number:

	*Permanent Residential Address over the last 5 years (Please start with your current address)

	If full details of previous addresses are unavailable details of town(s) and state(s) will 
suffice. Attach a list if there is insufficient room.
	If actual dates are unavailable, 

details of year residence will suffice.

	Current

No/Street                  Suburb/Town                  State/Territory               Postcode
	Period of residence

/        /          to          /        /

	No/Street                  Suburb/Town                  State/Territory               Postcode
	/        /          to          /        /

	No/Street                  Suburb/Town                  State/Territory               Postcode
	/        /          to          /        /

	Requesting Officer Use Only (NOTE: Please PRINT CLEARLY)

	*Name of Requesting Officer:                                   

	*Name of Agency: 
	*Region/Division:
	*Contact Phone Number

	*Description of the Position Applicant has applied for: 

	*Is the Criminal Record Check required for the purpose of pre-employment screening of the applicant?    
	 FORMCHECKBOX 
Yes      FORMCHECKBOX 
No

	*In what capacity is the applicant being employed? 

NOTE: A Volunteer Criminal Records Check is defined where


a. The employment provides no remuneration to the Applicant for work undertaken except out-of-pocket 


expenses; and


b. The work undertaken fulfils a charity or community service good.




 
	

 FORMCHECKBOX 
Paid   FORMCHECKBOX 
Volunteer

	*Have you verified the identity of the applicant required by the 100-point check?         



	 FORMCHECKBOX 
Yes      FORMCHECKBOX 
 No

	*Please PRINT where the result should be returned to: NOTE: Email preferable

	Signature of Officer: ___________________________________  Date: ____________________________

	Recruitment Use Only 

	Date Received by Recruitment:


	Recruitment Officer Name:

	Is the form complete?

 FORMCHECKBOX 
Yes      FORMCHECKBOX 
No
	Date Entered into BizRecruit:
	Signature:




	NATIONAL CRIMINAL HISTORY CHECK

CONSENT TO OBTAIN PERSONAL INFORMATION

(NO EXCLUSION)

	I ________________________________________________________________________________ hereby:

                             Family Name (Current)                                                                  Given Name/s (Current)

1. acknowledge that I have read the Spent Convictions Schemes section of the Information sheet and understand that Spent Convictions legislation (however described) in the Commonwealth and many States and Territories protects “spent convictions” from disclosure;

2. understand that the position for which I am being considered is in a category for which NO exclusion has been granted from the application of the Spent Convictions legislation;


3. have fully completed this Form, and the personal information I have provided in it relates to me, contains my full name and all names previously used by me, and is correct;

4. consent to Businesslink disclosing personal information about me from this Form to the CrimTrac Agency and the Australian police services; 

5. consent to:

(i) the CrimTrac Agency disclosing personal information about me to the Australian police services; 

(ii) the Australian police services disclosing to the CrimTrac Agency, from their records, details of convictions and outstanding charges, including findings of guilt or the acceptance of a plea of guilty by a court, that can be disclosed in accordance with the laws of the Commonwealth, States and Territories and, in the absence of any laws governing the disclosure of this information, disclosing in accordance with the policies of the police service concerned; 

(iii) the CrimTrac Agency providing the information disclosed by the Australian police services to Businesslink in accordance with the laws of the Commonwealth; and

(iv) Businesslink disclosing to Juvenile Justice personal information about me to assess my suitability in relation to my employment; and

6. acknowledge that any information provided by me on this Form, or by the Australian police service, may be taken 

into account by Juvenile Justice in assessing my suitability for the position of  <specify 



position/entitlement> ......................................................................................... for which I am being considered.

Signature________________________________________               Date ____/____/_____

Note: The information you provide on this Form, and which the CrimTrac Agency provides to Businesslink on receipt of the Form, will be used only for the purpose stated above unless statutory obligations require otherwise.




NATIONAL POLICE CHECKING sERVICE

GENERAL INFORMATION 
GENERAL INFORMATION

This Form is used by NSW Businesslink Pty Ltd (“Businesslink”) as part of the assessment process to determine whether a person is suitable for employment or other engagement for work with Juvenile Justice.

Unless statutory obligations require otherwise, the information provided on this Form will not be used without your prior consent for any purpose other than in relation to the assessment of your suitability. You may be required to complete another consent form in the future in relation to employment in other positions with Juvenile Justice.

NATIONAL CRIMINAL HISTORY CHECK

A national criminal history check is an integral part of the assessment of your suitability

Information extracted from this Form will be forwarded to the CrimTrac Agency and other Australian police services
 for checking action.  By signing the Form you are providing your consent to these agencies:

a) disclosing criminal history information that pertains to you from their own records to Businesslink for onward transmission to Juvenile Justice; and/or

b) accessing their records to obtain criminal history information that in turn will be disclosed to Businesslink for onward transmission Juvenile Justice.

Such criminal history information may include outstanding charges, and criminal convictions/findings of guilt recorded against you that may be disclosed according to the laws of the relevant jurisdiction and, in the absence of any laws governing the release of that information, according to the relevant jurisdiction’s information release policy.

It is usual practice for an applicant’s personal information to be disclosed to Australian police services for them to use for their respective law enforcement purposes including the investigation of any outstanding criminal offences.

SPENT CONVICTIONS SCHEMES

New South Wales

In New South Wales the Criminal Records Act 1991 (NSW) governs the effect of a person’s conviction for a relatively minor offence if the person completes a period of crime-free behaviour, and makes provision with respect to quashed convictions and pardons.

A “quashed” conviction is a conviction that has been set aside by the Court. A “pardon” means a free and absolute pardon that has been granted to a person because he/she was wrongly convicted of a Commonwealth, Territory, State or foreign offence.

In relation to NSW convictions, a conviction generally becomes a “spent conviction” if a person has had a ten year crime-free period from the date of the conviction. However, certain convictions may not become spent convictions, and therefore need to be disclosed in the attached form.  These include:

· where a prison sentence of more than six (6) months has been imposed (periodic or home detention is not considered a prison sentence);

· convictions against companies and other corporate bodies;

· sexual offences pursuant to the Criminal Records Act 1991; and 

· convictions prescribed by the regulations.

For more information on spent convictions in NSW contact NSW Privacy on phone (02) 9268 5588.

Other Australian Police Services

Where a criminal history record with an Australian police service exists, any relevant legislation and/or release policy affecting that police service will be applied before that record is released.  Under various pieces of Commonwealth, State and Territory legislation, a person has the right, in particular circumstances or for a particular purpose, to not disclose certain convictions/findings of guilt.  Such convictions (widely referred to as “spent” or rehabilitated” convictions) will not be released.  Please contact individual police services directly for further information about their release policies and any legislation that affects them.

PROVISION OF FALSE OR MISLEADING INFORMATION

You are asked to certify that the personal information you have provided on this Form is correct. If it is subsequently discovered that you have provided false or misleading information you may be assessed as unsuitable. 

You should note that the existence of a record does not mean that you will be assessed automatically as being unsuitable. Each case will be assessed on its merit. It is in your interest to provide full and accurate details in the form.
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CONFIDENTIAL
Health Declaration Form TC "HEALTH DECLARATION FORM" \f C \l "1" 
A health declaration is required for employment within the NSW Department of Attorney General & Justice. The health declaration must be completed truthfully. The Department’s obligations under the Occupational Health and Safety Act, 2000, the NSW Anti Discrimination Act, 1977, the NSW Disability Services Act, 1993 and the Disability Discrimination Act, 1992, will be taken into account in assessing any requirements for reasonable adjustment to enable the person to perform the inherent job requirements of the position.

	Name: Name: 

	Position applied for:

	Unit/Location/Agency:

	Daytime Contact No.:


Please tick one of the following declarations and complete in full as applicable:

1.
I declare that I have no health conditions that would prevent me undertaking the role.

Or
2.
I declare that I have a health condition that may prevent me from performing some aspects of the inherent 
job requirements and physical demands of the position. I have provided details below:

	Health Condition - outline the details of any physical or psychological conditions 

	Nature of condition:

	Restrictions (if applicable):

	Adjustments - indicate any adjustments that may need to be carried out to enable you to perform the inherent requirements & demands of position

	


Note: If you have a health condition which may prevent you from performing the inherent job requirements and job demands of the position, please attach a current medical certificate from your treating doctor detailing the nature of the condition.
Please complete if applicable:
	Worker’s Compensation - indicate if you have a current worker’s compensation claim

	Date of injury(s):

	Nature of injury(s):

	Employer:

	Restrictions (if applicable):

	Medical Retirement - indicate if you have been medically retired or ceased employment from a previous position due to a medical condition

	Date of ceasing duty:

	Reason:


Declaration:

I understand the inherent job requirements for this position to the best of my knowledge, and I am not aware of any health condition or disability, other than that mentioned above, which might interfere with my ability to perform the duties of this position or which might lead to a foreseeable injury to myself, or others in the normal course of my work. I have truthfully answered all questions, and provided relevant information relating to the above for the purposes of the health assessment process. I am aware that misleading or incorrect statements or information provided by me may threaten my appointment or continued employment.

	Signature:
	
	Date:
	


Office use only:

	1
	Reviewed
	No Further Action
	

	2
	Referred to HR for further action
	Date:


Professional Practice and Plagiarism

Plagiarism is the use of words or ideas of another without clearly acknowledging the source of that information. *

Applicants for positions within Juvenile Justice are reminded of the need to ensure that all information provided within application forms is accurate and truthful in all respects.

Whilst it may not be unreasonable for applicants to seek out the advice of others when preparing their applications, it is expected that the completed application will be their own work and will entirely reflect the experience, skills, attributes and qualifications of the applicant himself/herself. Plagiarism from the application forms of others is not only dishonest, but also impacts upon the reliability and accuracy of the information presented.

Plagiarism reflects on the applicant’s integrity and consequently on their suitability for employment.

Applicants who are found to have plagiarised the work of another can expect to be held accountable for such action, and may be the subject of disciplinary action.

______________________________________________________________

*Louis J. Sirico, Jr., A Primer on Plagiarism, (Villanova Law School, 1988)

Information included in this document was kindly provided by the NSW

Police, Workforce and Careers Directorate.

	
	Application Checklist




· Read the job advertisement and position description thoroughly
· Prepared statements addressing ALL the selection criteria listed in the advertisement
· Included a current resume
· Included certified copies from a Justice of the Peace of required certificates, licences or qualifications, including acceptable document(s) confirming aboriginality

· Provided the names and contact details of 2 referees
· Complete the Health Declaration

· Complete the CCYP Consent form

· Complete the Criminal History Check consent form










� Australian Federal Police, New South Wales Police Force, Victoria Police, Queensland Police Service, South Australia Police, Western Australia Police, Tasmania Police, Northern Territory Police Force.
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