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1 Introduction 

InterCheck has been engaged as our preferred provider for secure online Police Certificate 

applications.  Police Certificates are part of the commitment of the Archdioceses towards maintain a 

safe and secure environment in our Agencies and Parishes.  This Guide provides you with an 

overview of the process. 

2 Commencing the Online Application Process 

To complete your police certificate application online, you will have either been sent an email from 

InterCheck, or you will have been provided with a link to their website.  Please ensure you only use 

these links to guarantee that your application is linked to the Archdiocesan account, which will 

ensure the cost of your application is paid for by the Archdiocese.  

You can complete your application using your mobile phone, a tablet or a computer.   You will have 

the option to upload electronic copies of your identification documents through this process, so you 

may like to consider the device you use to make the process easiest for you.  For example, if you 

have scanned copies of your identification documents, you may like to use a computer or tablet.  Or 

you may like to complete your application using the internet on your mobile phone so you can take 

photos of your identification documents. 

The website you will be directed to will look like the sample below and will have the Archdiocesan 

crest in the top right corner. 

PLEASE NOTE:  In addition to your online Police Check application, you are also required to 

complete a Statutory Declaration as per Appendix A which must be returned to the People and 

Culture team (HR). 
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To complete the process, follow the steps below: 
 
1. Complete the ‘Start a New Application’ details on the website 

2. You will receive another email from InterCheck to ‘verify’ your email.   

Go to the email and click the ‘CLICK TO VERIFY’ button; 

 OR 

Simply copy and paste the Verfication Code from the email into the next screen on the 

InterCheck portal and click the NEXT button. 

 

OR 
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3. The next screen on the InterCheck portal will contain the Business/Employer Code.  Do not 

change this code.   

Click the NEXT WITH EMPLOYER CODE button. 

 

4. The next screen just confirms for you that you can save your form and complete it later and that 

you can complete the application on your computer, mobile phone or tablet.   

Click the CONTINUE APPLICATION button. 
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5. You are now required to enter your personal details into the Portal.  Questions with red 

asterisks are mandatory and must be completed.   

Once completed, click the CONTINUE button to move through the pages. 

Screen shots of the pages are below. 
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NOTE:  You are not required to ‘set a reminder’.  Reminders will be sent through the Parish or 

Employee Self Service.   



 

 

 

Online Police Checks – v 1.0        8 

 

 



 

 

 

Online Police Checks – v 1.0        9 

 

 

 

NOTE:  Please ensure you select YES to the question on Authorisation to disclose Police Check 

result.  If you select NO your application will not be able to be processed. 

 

6. You will be provided with an overview of your answers for you to review along with statements 

on Consent which must be agreed to. 

If you click NO your Police check will no be processed. 
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7. You are now required to confirm how you will provide copies of your identification documents.  

You can choose to upload copies online, or to post certified copies of your identification. 

You must be able to provide correct identification documents as per the required categories 

(See Appendix B). 

If you can not provide identification documents as per the required categories please contact 

the friendly InterCheck team who will assist you through the process and will look to see if 

alternative options are available.  

Once you have uploaded your documents, click the SUBMIT button to finalise the process. 
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8. Your application process is now finished.  InterCheck will review your answers and your 

identification documents and will be in contact with you if they have any question. 

Your Police Certificate will be provided to the Archdiocesan People and Culture team who will 

update your record in Aurion accordingly. 

Please email the People and Culture team (hroffice@bne.catholic.net.au) if you require a copy 

of your Police Certificate and they will post it to your home address  (For security purposes, we 

are unable to email police certificates to you). 

  

mailto:hroffice@bne.catholic.net.au
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APPENDIX A – STATUTORY DECLARATION  
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APPENDIX B – IDENTIICATION DOCUMENTS 

 Applicants will need to upload identification against the following categories:  

 One commencement of identity document 

 One primary use in the community document 

 Two secondary use in the community documents 
 

COMMENCEMENT OF IDENTITY DOCUMENT 

ONE of the following documents will be accepted:  
• full Australian birth certificate (not an extract or birth card) 
• current Australian passport (not expired) 
• Australian visa current at time of entry to Australia as a resident or tourist 
• ImmiCard issued by Immigration and Border Protection that enables the cardholder to prove 

theirvisa and/or migration status and enroll in services 
• certificate of identity issued by Foreign Affairs and Trade to refugees and non-Australian 

citizens for entry to Australia 
• document of identity issued by Foreign Affairs and Trade to Australian citizens or persons who 

have the nationality of a Commonwealth country for travel purposes 
• certificate of evidence of resident status 

 

PRIMARY USE IN THE COMMUNITY DOCUMENT 

ONE of the following documents will be accepted:  
• current Australian drivers licence, learner permit or provisional licence issued by a state or 

territory, showing a signature and/or photo and the same name as claimed 
• Australian marriage certificate issued by a state or territory (church or celebrant-

issuedcertificates are not accepted) 
• current passport issued by a country other than Australia with a valid entry stamp or visa 
• current proof of age or photo identity card issued by an Australian Government agency in 

thename of the applicant, with a signature and photo 
• current shooters or firearms licence showing a signature and photo (not minor or junior permit 

orlicence) 
• for persons under 18 years of age with no other Primary Use in Community Documents, a 

current student identification card with a signature or photo 
 

SECONDARY USE IN THE COMMUNITY DOCUMENT 

TWO of the following documents will need to be provided:  
• Medicare card 
• bank card (must be from separate financial institutions if providing more than one) 
• credit card (must be from separate financial institutions if providing more than one) 
• credit reference check 
• photo identity card issued by the Australian Government or a state or territory government 
• evidence of right to an Australian government benefit (Centrelink or Veterans’ Affairs) 
• enrolment with the Australian Electoral Commission 
• Australian tertiary student photo identity document 
• certified academic transcript from an Australian university 
• Australian secondary student photo identity document 
• Aviation Security Identification Card 
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• Maritime Security Identification card 
• photo identity card issued to an officer by a police force 
• photo identity card issued by the Australian Defence Force 
• security guard or crowd control photo licence 
• foreign government issued documents (for example, drivers licence) 
• certificate of identity issued by Foreign Affairs and Trade 
• document of identity issued by Foreign Affairs and Trade 
• convention travel document secondary (United Nations) issued by Foreign Affairs and Trade 
• consular photo identity card issued by Foreign Affairs and Trade 
• trusted referees report 
 

 

 


