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Police Records Check Policy  

 
Policy Statement 

 
As a child safe organisation Mornington Peninsula Shire’s commitment to meet its duty of 
care, statutory obligations, licensing and funding requirements, we aim to ensure all 
internal and external parties who provide a service on behalf of the Shire, act with utmost 
trust and conduct themselves with integrity. This can be established by ensuring that they 
have no previous criminal record that might reasonably preclude them from providing these 
services. 
 
Mornington Peninsula Shire requires all team members who hold positions within our 
Education and Care teams to undertake a Police Records Check. This includes all 
coordination team members (employees), educators (licensed) tertiary placement students 
and volunteers. 
 
Definitions: 
Police Records Check – a check undertaken by Victoria Police or an Australian Criminal 
Intelligence Commission (ACIC) accredited organisation of national criminal records for any 
conviction, or finding of guilt with or without conviction 
 
Education and Care Services National Regulations  

 
Chapter 4: Operational Requirements 
Part 4.7: Governance and Leadership 
Subdivision 2: Residents at family day care residences and family day care educator assistants 

• Regulation 163: Residents at family day care residence and family day care educator 
assistants to be fit and proper persons  

• Regulation 164: Requirement for notice of new persons at residence 
 

Part 7.8 Victoria – Specific Provisions 
Division 3: Other staffing arrangements 

• Regulation 359: Criminal history record check to be read and considered 
 
National Quality Standard 

 
Quality Area 2: Children’s Health and Safety 
Standard 2.2: Each child is protected 

• Element 2.2.1: At all times, reasonable precautions and adequate supervision ensure 
children are protected from harm and hazard. 
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Strategies and Practices 

 

• Mornington Peninsula Shire will treat people with a criminal record fairly and in accordance 
with anti-discrimination and privacy laws 

 

• As part of the Shire’s risk management strategy and to ensure the ongoing suitability of 
educators, coordination teams, tertiary placement students, and volunteers the onus will be 
on the employee/ external contractor/ volunteer/ family day care educator to advise should 
they subsequently have any charges (including pending charges) and/or criminal 
convictions recorded against them 

 

• Failure of an employee, family day care educator, one of their family members or regular 
visitors/residents in the home to advise of any new charges (including pending charges) 
and/or criminal convictions recorded against them may result in disciplinary action or 
termination in accordance with the Shire’s Disciplinary Policy and the Family Day Care 
Licence Agreement 

 

• Police Record Checks are required for all Family Day Care coordination team members, 
family day care educators and those aged eighteen (18) or over who reside in or regularly 
visit the educator’s home.  These are required to be updated in line with annual Family Day 
Care Relicensing – which occurs each year in October.  Police Record Checks must be 
current within 3 months of the date of the relicensing date.  To ensure validity of police 
checks they must be conducted by one the following organisations: 

o Victoria Police 
o Family Day Care Australia Police Checks (FDCA) 
o fit2Work 
o National Crime Check (NCC) 

 

• The coordination team will be responsible for sighting and verifying the Police Records 
Check Certificate for educators, family members and regular visitors to the home prior to 
educator commencement and on annual relicensing.  A copy of each educator, family 
member and regular visitors police checks will be kept on file in a confidential manner. 

 

• Educators and those residing in or regularly visiting the home are responsible for any costs 
associated with the police check 

 

• If during the year, in between the annual licensing process, a member of the educator’s 
household or a regular visitor to the home turns eighteen (18) years of age, the educator 
must notify the coordination team and ensure the person applies for a Police Records Check 
with the results provided for recording and verification 
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Assessment of criminal histories 
An applicant will not be automatically precluded from a position based on having a criminal record, 
nor will they be automatically precluded from a position based on a criminal record of an adult 
member of their household or regular visitor 
 

• The Team Leader Education & Care and the unit Manager will assess any police records 
checks that are returned with a disclosable outcome for suitability for a position 
 

• When assessing a police records check, the following factors will be taken into 
consideration: 

 
a) If the charge or conviction was declared as part of the application process 

 
b) The nature of the offence and the relationship of the offence to the position for which 

the applicant is being considered 
 

c) The length of time since the offence took place 
 

d) Whether the person was convicted or found guilty or placed on a bond 
 

e) Whether there is evidence of an extended criminal history 
 

f) Number of offences committed. An accumulation of individual minor offences may be 
sufficient to warrant rejection. The question to be decided is whether or not the 
offences are considered to establish a pattern of behaviour which renders the 
applicant unsuitable 

 
g) Whether the offence was committed as an adult or juvenile. Offences of a minor 

nature committed during youth may be viewed differently than the same offences 
committed by a person of mature years. In these instances, consideration should be 
given to the period of time that has elapsed since the last offence 

 
h) Severity of the punishment imposed 

 
i) In a limited number of circumstances, which might be revealed in relation to the 

offence(s) committed e.g. provocation, peer groups at the time of the offence and the 
circumstances in which the offence was committed or effect of alcohol 

 
j) Mitigating circumstances however may not necessarily always be in favour of the 

applicant 
 

k) History of sexual offences, matters of violence, including assaults and robberies, drug 
use or dishonesty offences are not acceptable 
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Related policies and legislation 

• This policy should be read and applied in conjunction with: 

• Employee Code of Conduct 4.12 

• Child Safe Policy 4.12 

• Workplace Behaviour – Disciplinary Policy and Procedures 4.13 

• Workplace Behaviour – Grievance Policy and Procedure 4.14 

• Employment Checks Policy 4.35 

Related legislation 

• Working with Children Act 2005 (Victoria) 

• Child Wellbeing and Safety Act 2005 (Victoria) 

• Privacy and Data Protection Act 2014 (Victoria) 

• And other relevant Commonwealth and Victorian legislation referred to in this Policy 

 
 
Sources and further reading 

• Victoria Police  www.police.vic.gov.au 

• Working with Children Check  https://www.workingwithchildren.vic.gov.au/ 

• Family Day Care Licence Agreement 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Mornington Peninsula Shire acknowledges and pays respect to the elders, families and ancestors of the Bunurong/Boon Wurrung people, who have been the 

custodians of this land for many thousands of years. We acknowledge that the land on which we meet is the place of age-old ceremonies, celebrations, 

initiation and renewal; and that the Bunurong/Boon Wurrung peoples’ living culture continues to have a unique role in the life of this region. 

 

http://www.police.vic.gov.au/

