
Working With Children Clearance
Card Request and Storage

Procedure

- Working With Children Clearance 
Policy

Request for Working With Children 
Clearance (WWCC) Card 
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The WWCC card is scanned in colour 
and printed
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The hard copy is stored in the WWCC 
cards folder
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- Principal has primary responsibility for checking and processing WWCCs
- All Administration staff are also responsible for fully implementing this process in 

the event of the Business Manager's absence or at the instruction of the Business 
Manager

- Folder located in the 'Front Office Filing 
Cabinet- Top Drawer'

LINKED DOCUMENTS

New Staff Member 
(Non-Teacher) 

Updated  08.09.2022

NOTE 
A staff member, volunteer or contractor is responsible for applying for his or her own Working With Children Clearance card. 

An employer can not apply on behalf of a worker, volunteer or contractor.

Does not hold a WWCC 
card

WWCC card provided

Volunteer 
(including parents/ care givers)

Contractor

WWCC card is checked for validity 
using the WWCC Victoria check status tool 
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Valid if:
- The date is current
- The photo matches the person 
- Check the status of the application or card using 

the Working With Children Victoria Check status 
(Check Status) | Working with Children 
(justice.vic.gov.au)

The Working With Children 
Clearance Register is updated 
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- Register located in the  'Staff Drive'

Staff member/ volunteer/ contractor are 
provided information on application 
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Inform to bring the WWCC card to the 
office when they have received it
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Application available: 
- Online: Working With Children Victoria (Apply for 

a Check) | Working with Children 
(justice.vic.gov.au)

- Hard-copy: local post office

NOTE 
If a staff member, volunteer or 

contractor receives a negative notice 
or declines to provide a WWCC card, 

they cannot undertake 
?child-related work? or work in the 

School

Instruct to provide the Application 
Receipt when received  
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Update Working With Children 
Clearance Register - Communication 
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- Register located in the  'Staff Drive'

WWCC Register Review:
- The school ensures all WWCC are valid by using 

the WWCC Victoria check status tool on an 
ongoing basis.

- Review of register in Term 1 & Term 3
- Any cards that are expired or about to expire will 

receive notification

https://online.justice.vic.gov.au/wwccu/checkstatus.doj#_ga=2.42788129.544750218.1662609902-1837404159.1652753452
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