
Determine Volunteer 
Screening Requirements

National 
Volunteer Police 

Check

Working With 
Children Card

Complete 
volunteer 

authorisation 
form

Enter details via online portal 
www.smarteform.com.au

Complete 
Working with 

Children 
Application

Applicant should submit 
forms within 7 days (record 
receipt can be supplied as 

proof)

If volunteer is 
under 18 Pareent 
consent must be 

given

Print submission 
receipt & file

Processed 
application 

received, is any 
further action 

required?

Disclosable 
Outcomes (further 

action required)

No disclosable 
outcomes to report

Receive 
notification from 

WWC for approval 
of application

BADSA needs to sign application 
before volunteer submits form & 
will receive notification whether 

application is successful or 
declined via post

Record  
application on 

BADSA Volunteer 
Managament form 

then file

Meeting must take 
place within 3 days 

of receiving 
notification

Meet with 
applicant to 

discuss report

Determine "risk" involved 
with applicant

The level of "risk" is 
determined by 

explanation given by 
applicant

Re-assess on 3 
monthly basis

Low Risk  
proceed with 
recording & 

filing application

High Risk          
advise applicant that 
they are unsuitable 

for volunteer position  
then record & file 

application

Re-assess on 3 
monthly basis

If classed as "high risk'  
seek advise from Junior 

& Senior Presidents 
while maintaining 

confidentiality

Successful 
application

Unsuccessful 
application

Update Working 
with Children 

register for the 
applicant via 

website

Advise applicant 
as unsuitable for 
volunteer position

Record  application 
on BADSA 
Volunteer 

Managament form 
then file

No further action 
required

BASDA will be notified if any 
changes occur to a 

volunteer's Working with 
Children card

IMPORTANT NOTES:

A National Volunteer Police Check is only valid up to 
the date of application.  It is not a "live" process, BADSA 
will not be notified on any occurences that may occur 
after the application date.

A Working with Children Card is a "live" process, 
BADSA will receive urgent notifications of occurrences 
that relate to the card holder provided their volunteering 
details are updated to BADSA on the website.
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