Victorian Working with Children Check - Status Checker
Why is WWCC important?

You have a LEGAL OBLIGATION to not engage anyone in child related work who does not have a valid working with children check. You can check the status of the WWCC

using the status checker on the Victoria government page (links below). This process ensures that the organisation is compliant and if the organisation is non-compliant,
they may be subject to penalties under the Act.

Unlike other states, Victoria does not inform organisations about the changes of a person’s WWCC status, so it is important to routinely check the status of all staff and
volunteers WWCC.

Step 1 — Check status

To check the status of a Victoria working with children check you need the following:
e  Family name
e Card number
You can submit as a single status or as bulk check

Working with Children

Check status checker

Check status
Type of check

How many statuses are you checking?

Details O a single status

O many statuses with bulk check

You can check the status of many Working With

Children Checks using a CSW upload.




Step 2 - Single and Bulks status check
Single status check: the result can be emailed to you

Your Details

Type of check
Enter your last name and your card or application number.

If you are using your card number, enter all of the digits or characters before the dash
on your card.

Details

S thei bel e help.
— ee e images ow for help.

Last name

WWCC card or application number

| e.g. 1234567A I

Please enter the first 8 characters of your
card number.

Back




Bulk status check: when sending a bulk file, please ensure that you use the sample CSV file, before uploading the file.

Bulk status check
Type of check
You can bulk upload up to 1500 Working with Children Checks at once.
) Upload a CSV file with these 2 columns:
Details
« family name
Done = card number

You can repeat this transaction with more checks when you're done with the first lot.

Download sample CSV file.

@ A CSV is a type of spreadsheet you can open in
Microsoft Excel or Google Sheets.

Upload file

e A
1 1
1 1
' Drag and drop here '
1 1
1 1
: s Single CSV file only :
E » Files can be upto1MB E
: :
1 1
Lo o o o R R - - .

& Choosefile




Step 3 — Results
Your results will be sent to your nominated email address. Results are only the status of that day, so please ensure that you are checking the status regularly.
The email results will state either of the following:

e This person may engage in child related work and their card expires on 12 Mar 2029 or
e This family name and application/card number combination do not match
e This person may not engage in child related work

Get your results
Type of check

Bulk upload summary
Details File name: test.csv

Number of checks: 14
Done

We've got your file and will start checking records. This may take a few minutes, and up
to 24 hours.

Enter the email address you'd like us to send your results to.

Email address

name@example.com ‘

e -




Step 4. Maintain as WWCC Register

Once you have completed Step 3, enter the details of your workers into a WWCC register like the example below.

This register should be treated as a live document and updated as workers join your organisation or renew their checks. Maintaining a register will allow you to prove that

you are complying with your legal obligations relating to WWCC verification if you are ever audited or if an issue occurs.

—-U11l’s

Full Name Position Date of Birth | WWC number | Start date Verification Verification Expiry date Paid or
date outcome volunteer
work
John Smith Football Coach | 26/06/1977 WWCOOOXXXE | 30/06/2023 29/06/2023 Cleared 27/06/2028 Volunteer




