2019 Arafura Games Volunteers
Working with children (Ochre Card) Application Guide

As a volunteer or staff member with the 2019 Arafura Games you will be required to have current
Working With Children accreditation or Northern Territory Ochre Card.

If you are a resident of the Northern Territory and do not have a current Ochre Card you will be
required to apply for an Ochre Card online through SAFE NT https://forms.pfes.nt.gov.au/safent/ .

If you are not a resident of the Northern Territory and are volunteering for the games we request
that you provide evidence of working with children accreditation. If you are an international or
interstate volunteer there are potential exceptions, please contact Arafura Games
AGVolunteers@nt.gov.au or phone (08)8999 5370 for more details.

The Arafura Games will cover the cost of your volunteer Ochre Card application through SAFE NT
providing you follow to Arafura Games application guidelines below when applying for your Ochre
Card.

Note: If you do not follow the process / guidelines below Arafura Games cannot reimburse any cash
or personal payment of your Ochre Card application.

If you have any questions please email AGVolunteers@nt.gov.au or phone (08) 8999 5370.

Please follow the application guidelines below.

Note: Critical instructions are written in red, highlighted or are indicate with arrows.

Start

1. Logon to https://forms.pfes.nt.gov.au/safent/

a. Select apply for new Working with Children Clearance.
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/(7 Apply for a new Working With Children Clearance Renew a Working With Children Clearance

Apply for a new National Police Check | . Pay an unpaid Online Application
.

"

Check the progress of an Online Application \ Change your Personal and/or Contact Details

|| Check validity of a Working With Children Number I Request a replacement of your current Ochre Card
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2. Page one (Information)

a. Read the Ochre Card volunteer eligibility form (this is also available on the
Arafura Games volunteer registration portal).

b. All applications will need a signed supporting statement from the volunteer
organisation (Arafura Games) this will need to be downloaded, signed and
sent to AGVolunteers@nt.gov.au before starting your application.

c. After completing each page select continue to progress to the next page.

Note: the application will need to be completed in one sitting, if you do not have access to a
computer you will need to complete a hard copy. Ensure that you have your volunteer
acknowledgement form signed by Arafura Games before starting your application.
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Cancel 0 Continue v’

ance, please contact SAFE NT on 1800 723 368 (1800 SAFENT) during business hours.

3. Page two (Terms & Conditions)
a. After reading, select the two tick boxes acknowledging you have read the
‘care and protection of children act’ and you live in Australia.

b. Select next to progress to the next page.
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Working With Children Clearance Application

You are required to the ing terms and
I certify the information I supply in this application will be true and correct, and that I will disclese all names, including aliases used by me now or in the past. I am aware it i
give false er misleading information.

a Working with Children Clearance check as provided for by the Care and protection of Children Act, to determin
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Erstood this information, and I consent to the conditions above.

nline. You must print and post a Working with Children Employee or Volunteer form)

|1 cffently live in Australia. (If you do not, your application cannot be processed o

Cancel 0 Continua

T For assistance, please contact SAFE NT on 1800 723 368 (1800 SAFENT) during business hours.
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4. Page three (Purpose)

Type of employment, select ‘Volunteer’

Applicant Position = Arafura Games

Delivery options, select ‘Please send ochre card to my employer’
Select next to progress to the next page.

a.
b.
C.
d.
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Working With Children Clearance Application

Surpess | Procf of Identity | Documants | Applicant Datals | Addrass Datails | Details | [ Apslication panding | paymi fetensul ()

Purpose Please complete all t *Fields marked with * are mandatory

rtain categories of employment that are defj the Care and Fr of Children Act to be child-related work

Type of employment

Seff-employed
t employes i

Your Warking With Chilren Clzarancs Application (Velunteer) will cost $7.00
To be eligible to gt 2 Clearance Notica at the volunteer fee, the organisation that you will be voluntearing with must provide 2 statement supporting yeur application.
e ety dne sl ol el e o (o e s

You will be required to scan and upload this document.

3 this farm is nat provided your spplication will be rejected, and you vill be required to start th procsss again.

Please enter a brief description of your role in child-related work.

a Games

aracters)

Delivery Options
My Ochre Card and Clearance Notice will be sent to my postal address

*
© Please sand my Ochre Card and Clearance Notice to my employer / velunteer arganisation

carca € =N

5. Page four (Proof of Identity)

a. Select your document type.
Insert the reference number, expiry date, country and state.
Once all details are entered select ‘update’, ensure you select update, this will open
another line for your next document.

d. Continue until you have 100 points of identification, this could be a current passport
(= 70 points) and drivers licence (= 40 points).

e. Once you have entered documents to achieve the 100 points of identification select
‘Next’ to progress to the next page.
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Working With Children Clearance Application

Purpose | Praof of Identity | Documents | Applicant Details | Address Details | Vohunteer Details | e - &
Proof of Identity Please complete all the fields. Fields marked with * are mandatory

You must uplead 2 total of 100 points of documentation to prove yeur identity. You will be required to scan and attach these documents to the next page. The details you
enter below must match the documents you provide.
Diffarent types of documents are wunh dlflerem points as hsled in the drop down menu, Expired documents are not acceptable.

You can use different cambination: uments to make up your 100 points, but you must include at least one piece of photographic 1D, containing your photo,
date of birth and ful

orm will be rejected.
d and = refund will be made of any payment made.

t provided, your applicati
that your application has not pr

1f sufficient docum
An email will be sent to ye
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70 paints : Australian Passport [ pasooooos  [e/05/2022 o] Australia [T ] Update ca

Add Proof of Identity Document

Cancel 0 Ll previous Next [

B For assistance, please contact SAFE NT on 1800 723 368 (1800 SAFENT) during business hours.




6. Page Five (Documents)
Note: This page requires you to upload three key items;
1. Current Photo of yourself for the Ochre card.
2. Scan or photo of you identification documents you listed on page
four. You may scan all these onto one page.
3. Your ‘Eligibility for Volunteer form’, this needs to be signed by
Arafura Games staff before applying - this requires printing, signing
and sending forms to AGVolunteers@nt.gov.au where it will be
signed and returned to you via email.
a. Once you select ‘Browse..." and choose your document, select ‘Upload’, it will then
appear under file name and file type.
b. Once you have uploaded your document ensure you select ‘Update’ where you will
then see a green tick.
c. You will see a green tick once the document is successfully uploaded in the system.
d. Continue until you have uploaded evidence in all three areas (1, 2, 3 above) and all
your documents have green ticks.

2 SAFE NT Online Application..

Working With Children Clearance Application

|TPirpose | roofof identity | pocuments | ils | Address Detsils | volunteer Datsils | ion | Application Pending | payment | Applicsti ()

Documents Please completa all the fields. rked with * are man

Please upload the follawing, noting that failure to provide the required decuments will mean your application cannot be processed:

ets the following standards:

e in .GIF .JPG .FDF .BNG or .TIF format, with each file being no more than
are legibl =pplication will be delayed. If you do not have

8 (1200 SAFEN
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Working With Children Clearance Application

| Purpose | Broof of Identity | Documents | Apslicant Datails | [ Volunteer Detzils | ion | Application Pending | Payment | Appli ()

Documents Please complete all the fields. Fields marked with * are mandatory

Please upload the following, noting that failure to provide the required documents will mean your application cannot be processed:

+ A photograph that
1. Be no more than

hich meets the following standards:

2. Show a close view of t'z head and the top of the shoulders.
The image m nd in sharp focus with ne shadous.
4. The image must be in colour, taken against a plain background.

5. If taken with a digital camera, the photegraph must be of high quality and resolution and n mare than 8MB in size.
= of professional Passpor: Photos are acceptabla.

+ All identification documants you have detailad on the pravieus page to the tatal of 100 paints, including at least ane pisce of photographic identification.

+ Volunteers must upload the signed Volunteer Organisation Declaration form to be eligible for the reduced fee.

+ Other information that you want the Scraening Autharity to censider, &g refarences, pelice check from other countries.

each file being no
layed. If you do

in .GIF .JPG .PDF .PNG or .TIF
< are legible or your applicati r. 2 camera can be used to provide the image.
f there are problems that prevent your application from prog
tournload th Py ail your completed application with copies of all documents to SAFE NT.

o s, < hardcopy here. and m
B
[E— tType Click Brawse, then click an the right | File rM
phota v | eremng "mage/jpe sditDslate
Pracf OF Identity v 20180208_131808.3p5 imags/ipeg EditDeletz
Broof OF Identity ¥4 20181023_235536 jpg image/ipeg EditDelet=
Volunteer Form V 3344_001.pdf spplication/pdf | EditDelete

Add Dacumant

T — neti
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7. Page six (Applicant Details)

a. Complete all sections with your personal details.

b. Email address: you will need to enter the Arafura Games volunteer email address
AGVolunteers@nt.gov.au this will speed up processing and allow Arafura Games to
cover the costs of your Volunteer Ochre Card.

c. If you have been known by another name, select ‘Add Name’ and enter details.

15N
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Working With Children Clearance Application

[ purpose | Proof of tdentity | Docume: nts | Applicant Details | Address Details | Volunteer Datails. | ion | Application Pending | Payment | Appli ()

Applicant Details Pleas

mplete all the fields.

elds marked with * are mandatory

As part of the screening procsss invelvas 2 National Palice Check, it is very important that you complats this saction. Without thess datails, your application cannet ba
processad.

General Details

() vou must enter at least ane phone number. If you only have ane name (no surname), please enter it into both the Given Name and Surname

fields.
e [ ] Middetamer] | *Sumame [—
* Date of Birth:

@MY

Mobile Phone:

d cannot be proc ress you enter below.
* Email

* Confirm Email

* Town of Birth:

Other Names Used By You

n. This important information will inform the National olice Check process, and help ensure correct

Other Names have not been entered.

cance €3 G previous Nest

8. Page seven (Address details)
a. Enter your address details.
b. Select ‘My postal address is the same as my residential address’ otherwise include
your postal address if different to you residential address.

Note: your Ochre Card will be collected and distributed by Arafura Games to ensure processing
times and cards are not delayed in the post.

15N
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Working With Children Clearance Application

@

| G | Gty || e nts | Applicant Details | Address Details | Volunteer Details | ion | Applicstion Pending | Payment | Applicati

Address Details Please complete all the fields. Fields marked with * are mandatory

ary. Tt is important to provide
r employer.

My current postal address is 2 Post Office, PO Bax er Locked Bag

Unit No: [ | Streetho: | | Street: * Suburb/Town: |

Have you lived outside of Australia for a pericd of 12 consecutive months or more, in the last five years?

* Stater [ [-] *#postcode:

P

B For assistance, please contact SAFE NT on 1800 723 368 (1800 SAFENT) during business hours.
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9. Page eight (Volunteer Details)
Note: this is where you will insert organisations details and Arafura Games contact.
a. Name of organisation = Arafura Games
Attention To = Workforce Manager
Postal Address= GPO Box 3333, Darwin
State / Postcode= NT, 0801
If you are a Government Employee please include your AGS number(s).

@

Working With Children Clearance Application
[ Purpose | Proof of Identity | Docume! nts | Applicant Details | Address Details | Volunteer Details | b | Gy ety | Comert

Volunteer Details Ble:

Appli &)

complete all the fields. Fields marked with * are mandatory

The Screening Autherity may notify the orga,

you volunteer with if your Clearance Notice i

voked or subject to imposed conditions.

Please list the contact details of the Organisation wha has signed the Volunteer declaration farm. You can centact SAFE NT by email to notify of additional erganisations
& vith

If you have not yet done se, use the Previous Button below to return to the appropriate page and attach your signed Volunteer Organisation declaration farm.

Failure to attach this form will result in this application being rejectzd.

rﬂrganiszliun Details
* Name of [Arafura Games ]

* Attention To

[vror

Please include the name of your Section.

* posi ress:
e 90 Box 3275 |

*

State / Postcode: NT [+| [oso1
NT Government Employees.
Employees of the Northern Territory Govarnment are asked to provide their AGS number.
1f yau have more than ane AGS number, please list them all.

AGS Number

AGS Numbers have not been

Add AGS Number

cancel €3 p— =Y

10.Page Nine (Confirmation)

a. Please check that all your information is correct. If you need to modify any details
click back, otherwise select ‘next’.

b. Once you have confirmed your details are correct confirm by clicking next.

Working With Children Clearance Application
v | et | et | St e | St ot | it et i Spptn st | gt | gt it
Confirmation




11.Page Ten (Application Pending)

a. Make a note of your Application Reference Number, this will be your application
reference number.

b. Arafura Games will receive a copy of your confirmation number (as long as you
inserted AGVolunteers@nt.gov.au as your email), this number and your surname
will be used as a reference to pay for your Volunteer Ochre Card.

c. From here you can log off the portal.

d. Arafura games will then send you a confirmation email to confirm we have received
your application.

@ https://forms.pesntge.. O ~ & C || & SAFENT Online... * | (2 forms.pfes.nt.govi. & Contact Us - NT M... #% Graham Glas

Working With Children Clearance Application

Purpose | Proof of Identity | Documents | Applicant Details | Address Detsils | Volunteer Details | Confirmation | Application Pending = Payment | Applicati
Application Pending

Payment is still required!

To complete your application you must now proceed to the Payment screen by clicking the Next button belov,

1f payment is not made, your application will not be processed and you will be required to start a new ane at a later date

A copy of the application farm has been sent to the email address you supplied (jason.bremnergy
SAFENT.

: A1B6638

Once you have paid for this applicalion: Yoo Con Gon

TR is for your records only and is not to ba sent to

Your application referance number
is reference number to check its progress from the main menu.
Contact details for SAFE NT

Phone: 1800 722 368 (1800 SAFE NT)

Office address: Ground Floor, 37 Woods Street, Darwin, NT, 0800

Email address; safent.polica@nt.gov.au

Nt

B For assistance, please contact SAFE NT on 1800 723 368 (1800 SAFENT) during business hours.

Application process is complete!

Depending on the number of applications and processing times Arafura Games will send you a
confirmation email regarding your completed application submission.

Your application will then go through the relevant SAFE NT criminal history checks and once
approved Arafura Games will collect your Ochre Card (again this is to ensure that the process is
as quick as possible and there are no delays receiving cards in the post). Once we collect your
Ochre Card we will then be in touch regarding collection all Ochre Cards

If you have any questions regarding the Ochre Card application process or card distribution
please contact AGVolunteers@nt.gov.au or phone 89995370.
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