
National Police Check Instructions (Certn / Intercheck)

Family Life is committed to protecting children’s rights, safety and wellbeing and has zero tolerance to all forms of child abuse.

Family Life volunteers are required to undergo a National Police Check (free of charge).

You can obtain your new National Police Check through our preferred partner Certn /Intercheck via the Family Life secure application portal.
Certn /Intercheck is an accredited broker with the Australian Government's ACIC (Australian Criminal Intelligence Commission) Agency.

Existing police checks will be accepted if the original certificate is provided and the date of issue is within three (3) months of the volunteer
commencing.

National Police Check can take up to 5 days to be processed by the Australian Government's ACIC (Australian Criminal Intelligence
Commission) Agency. It’s up to an individual to complete it, and can delay you commencing your volunteering with Family Life.

Volunteers are required to undertake a National Police Check every three (3) years. Once it’s time for renewal, you will receive a reminder
email by the Volunteering Team including a link to the InterCheck.

Please note that a disclosable outcome on your police check does not preclude individuals from involvement with Family Life. Should a National
Police Check result in a disclosable outcome, an assessment will be undertaken by the Executive Team in order to determine the individual’s
suitability for volunteering with Family Life.

Certn /Intercheck step by step Instructions

● Following email from Family Life requesting the police check, click on the link for National Police Check embedded in the
email.
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● Please provide the same email address as you provided to Family Life, click next.

● Tell them a bit about yourself by filling out your personal details, click next.
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● The below pop up will appear, click add address.

● Fill in your address details (you can look up or manually enter), click next.
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● Click add address, if there are more addresses you lived within the last 5 years. Otherwise click next.

● Enter your volunteering work address as below:

● On the next page the Criminal Consent will appear; read, tick and click next.
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● Specify your birthplace and click next.

● Please select one of the options from the drop down choices and click next.
(Certn is currently working on expanding the options on this list)
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● Please verify your identity by selecting your date of birth.
(For your information: date format is in USA)

● Select and upload your Identification documents. A minimum of 100 points of identification has to be provided with an
application.

National Police Check Instructions via Certn / Intercheck_ Updated December 2023 6



● Once you have selected and uploaded your identification, click next.

● Confirm your details on the next page (Please review your details carefully as once you confirm, you won't be able to edit
these details again) and click confirm.

● Below pop up will appear, go to your email and verify your email address.

● Click Verify Account
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● Click Submit Application

● Congratulations! Your information has been submitted.
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Identity Document Requirements

When processing an application, Certn must adhere to the government ID requirements.

For a National Police Check, please provide documentation against the following categories. Click the link below:

NATIONAL POLICE CHECK (NPC) 100 POINT CHECKLIST FOR IDENTIFICATION DOCUMENTS

To request assistance or additional details about the nature and scope of your background screening report, please contact them at
support@certn.co or use the support chat feature on their website.

Once we have received your Police Check Results via Certn, you will be one step close to commencing Volunteering!

If you have any questions or need assistance, please contact our Volunteering Team on 8599 5433 or volunteering@familylife.com.au.
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https://www.afp.gov.au/sites/default/files/2023-08/NPC-100PointChecklist-18042019.pdf
https://protect-au.mimecast.com/s/FQt8CmO5xBiNkg2TB7AzE?domain=ck6xz04.na1.hs-sales-engage.com
mailto:volunteering@familylife.com.au

