ORGANISATION REGISTRATION

Desi Saraening Unft

NOMINATED OFFIC’ER ROLES

When registering your organisation for DCSI online screening services, you will be required to provide contagt
details for people in the following roles: _

SITE ADMINISTRATOR:

This person manages the erganisation’s registration using the DCSI Screening Unit's oniine appflcatlon system
They are also responsible for completing the organisation’s initial registration and maintaining the cutréncy of the
registration details, The Screening Unit does not contact the Site Administrator in relation to individua! screemng :

applications.

REQUESTING OFFICER:

THis person is the primary contact i in the organisation regarding administrative matters associated with screening
applications. Requesting Officers will receive notification emails from the DCSI Screening Unit - including iffwhen .
an apphcant recelves a clearance followmg screening. Requesting Officers are not provided with access to any
confidential data that may be part of a screening assessment,

AUTHORISED COFFICER:
This person is required to have a working knowledge of the screening applicant's prospective role and duties and

has the high-level responsibility and authority to make recruitment and employment decisions in relation to the '
applacant The DCSI Screening Unit may liafse with the Autharised Officer in cases. where potential nsks have

been identified during an assesstment.

FINANCE OFFICER:
This person will be contacted (as required) in relation to payment and invoicing matters, A Finance Ofﬁcer is
required if your organisation intends to pay by credit card onfine,

VERIFYING OFFICER:
This person is responsibls for verifying the appiicant's identification by mesting the requirements of 2 100 pomt

check.

To act as a verifying officer, a person must have certain credentials. For details about who can act as a verifying

officer, refer to our Permitted Vertifiers List (PDF 214.5 KB) located on our website: www.scree hing.desi.s4.gov.au.

Please note: A verifying officer must not be a close relative of the applicant.

For large or more complex organisations, multiple officers may be nominated for edach officer role,




R NlNG UN!T DEF‘ARTMENT FOR COMMUNITIES AND SOCtAL INCLUSION SA CGOVERNMENT)

' pyblic SHicists:

' Commissioner for Oaths (or Affidavits or Declaratrons)

Ju;sirc_e of the Peace / Notary Pubiic

Orfibudsmian / Public Advocate

Parfiamentarians
and Councitlors

Elected Member — Parliament of the Commonwealth of Australia
or State Parliament or Territory Legislature

Mayor / Deputy Mayor / Councillor in a local govemment authonty

Courts and Law
Enforcement

Justice / Judge / Magistrate / Master —any Australian court of law

Registrar / Clerk / Sheriff / Bailiff — any Australian court of law

Lawyer (however described) of any Ausfralian jurisdiction

Police officer (federal or state or territory police force)

Government Officials

Permanent employee of any department or authority of the federal
government, state government, or Jocal municipality

Principal of or Student Counselior in a school

Sc_hoo! Teacher or University Lecturer (only if employed full-time}

CernmissiOned Officer {only if current) — Australian Defence Force

_ Community Leaders

In relation to an Applicant from an Aboriginal commun ity in an isclated or
remote focation, an individual is a Community Leader if he or she:

« s arecoghised Elder (by others in the community)

. Serves as Chaitman, Secretary, or CEO of an incorporated
indigenous land councit / community eoundil / housing association

. Is Coordinator of Aboriginal community development employment

« Manages or works as the treating health professional in
an Aboriginal medical service relevant to the Applicant

« Is the Principal of or a Counsellor ina school in the community
»  Minister of Religion

+ Has worked for atleast five years al Centrelink, or as an agent
.ef Gentrellnk or as other governmant employee

B in: relatron te-any Appiscant this can alsobe 4 person who performs

the function of.
« A -religious leader registered to officiate at mariage ceremonies
_as a Marriage Celebrant

Médicaland Alled

8 _ -Health Préfessronals B

Per'son-currently registered or Iicense'd to practise as:

.. Medlcal Practltloner / Denitist / Veterlnary Surgeon

" . ‘Nurse / Psychologist

« - Physiotherapist / Chirepractor
+  Optometrist / Pharmacist

Non-Governmient

The responsible manager within the reguesting organisation who is a senior

Organi'sail_sn's “persan with responsrbrlaty for the applicant.
1. o ~ Tax Agent / Patent Attorney / Accountant (cartrfleci ar chartered)
__cher Oec&gpations _ Member of: the lnst:tutrort of Engrneecs / Mmrng and Metallurgy fnstitute -




Qoveran
of Seuth Australia

‘Confidentiality Guidelines
for Authorised Officers
DCS! Screening Unit '

Authorised Officers need to be aware that any information provided to themin a 'SG:':ée'ning |
assessment briefing is confidential and must be treated accordingly. ' B

Only nominatedfregistersd Authorised Officers are permitted by the Screening Unit to view the confidential
assesament briefings the Unit provides to the organisation during the screening assessment process.

Confidential assessmient brlefings frequently contain highly sensitive personal Information, which.is
subject to a range of legislative, regulatory or contractual protections that stipulate how such information
is to-be shared and/or used hy-organisations. o : S I
The Scresring Unit obtains crimingl history feports from the Australian Criminal Intelligence Commission (ACIC):
The Unit is required by the ACIC to ensure that assessment briefings that containing criminal-histery: information
are destroyed within three (3) months of the finalisation of a screening assessment.” Therefore a strict prohibition
applies to making such information a part of an organisation's parmanent files. : .

Note: According to Regulation 13 of the Children's Protection Regulations 2010:

» . Individuals who improperly disélose Qr__disiﬁbuté a person’s-eriminal history. in_fdrnﬁé_;iph miay B

$1:0.0(J@*fine'; '

»  Organisations that fall

) rat fall to comply with ;_Standérd 7 qf‘the{sténgzards’*fgk;gégg@a with jriformetion.obk ned about
the criminal.history of smployees and valunteers who work wilh ¢ il

ren may be subjectlo a $5,000 fine.

Failure to observe the above requirements may result in the Scraening Unit: _ o _
being required to audit the information handling and storage policies and procedures of your organisatior, in '
accordance with its contractual obligations with the ACIC; and/or : : :
seasing to process screening applications for an organisation until such time as the Scraeiing Unit is satisfied

‘requirements are being met. : _ Lo
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