
APPENDIX A 

Working with Children Check flowchart:  
when recruiting to a position involving child-related work 

 

Organisational area identifies that position involves child related work.

Position description / job advertisement contains notification that offer of 
employment is subject to passing a WWC Check 

If staff member already has a WWC Check card: 
applicants short-listed for an interview requested to bring 
copy of WWC Check card to interview 

If staff member does not have a WWC Check card: 
applicants short-listed for an interview advised that they will be 
required to apply for a WWC Check 

At interview, organisational area sights applicant’s WWC 
Check card. Applicant is advised that appointment to 
position is subject to having passed a WWC Check.  

At interview, applicant is advised of the WWC Check process 
and that appointment to position is subject to having passed a 
WWC Check. 
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Applicant is not permitted 
to engage in child-related 
work and cannot be 
appointed to role. 

Staff member brings WWC 
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Organisational area checks validity or authenticity of WWC 
Check card on Department of Justice webpage  

Preferred applicant provides organisational area with a copy of 
Unique Application Receipt as evidence that they have applied 
for WWC Check. Organisational area advises applicant to bring 
in copy of Check card for sighting once received. 

Check card valid 

Applicant does not pass 
Check 

HR sends out letter of appointment advising that employment is 
subject to passing a WWC Check.

Staff member commences work at Monash

The Department of Justice aim to process checks within 3 to 8 weeks of the receipt of the application. In cases where it is not possible 
to complete a check prior to the commencement of a staff member the following process should be followed: 

Staff member commences work 
at Monash but employment 
cannot be confirmed until WWC 
Check is passed. 

Staff member passes check and is issued with 
check card.  Organisational area provides 
photocopy of check card to HR for retention on 
staff member personnel file. 

Staff member does not pass check and is not 
permitted to engage in child-related work. 
Employment is not confirmed 

Organisational area attaches copy of 
Unique Application Receipt to Rec to 
Appoint/ Employment of Casual 
Sessional staff form as evidence that 
applicant has applied for Check. 


