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Employment screening 
Which roles are subject to employment screening?

Criminal History and Police Information checks are collectively known as employment screening in this department.

A Criminal History Check is to be undertaken if it has been determined by the Director-General to be a relevant suitability consideration given the nature of the duties.

A Police Information Check is undertaken if it has been determined by the Director-General that the role involves child-related duties.

For previous serious discipline checking refer to the Disclosure of Previous Serious Disciplinary Action Fact Sheet.

Who will be subject to employment screening?

Employment screening will only be conducted on an applicant recommended by the Panel for appointment.

What information does employment screening reveal?

In relation to a Criminal History Check the information will reveal the recommended applicant’s Criminal History.  It will not disclose convictions that have been rehabilitated under the Criminal Law (Rehabilitation of Offenders) Act 1986.

A Police Information Check is much broader than a Criminal History Check.  A Police Information Check will reveal:

· All recorded or unrecorded convictions and charges for offences in Queensland and elsewhere no matter when they occurred;

· Certain Investigative information concerning possible offences against a child (see Commission for Children and Young People and Child Guardian Act 2004, schedule 4)

· Information as to whether the person is or has been:

· a relevant disqualified person (see Commission for Children and Young People and Child Guardian Act 2004, schedule 4)

· the subject of an application for a disqualification order(see Commission for Children and Young People and Child Guardian Act 2004, schedule 4, section 126C or under the Child Protection (Offender Prohibition Order) Act 2008, section 25
· named as the respondent to an application for an offender prohibition order (see Child Protection (offender Prohibition Order) Act 2008)

Process and requirements for employment screening

Written consent
The recommended person is requested to provide written consent, within seven calendar days, by: 
· completing the approved Employment Screening Consent Form, and 

· providing the acceptable documents as proof of identity
The Panel Chair is to forward these documents to the Administration Officer, Human Resource and Governance who will include them with a request to the Queensland Police Service (Police) to conduct Employment Screening.  Separate processes have been established for the Office of the Director of Public Prosecutions.

The Police will conduct the Employment Screening and provide a report to the Administration Officer, Human Resources and Governance.
Employment screening assessment

The Director-General will assess the Employment Screening report and determine suitability to perform the relevant duties of the position. 

If the applicant does not provide written consent and proof of identify within 7 days from being requested (and without reasonable explanation) the applicant will be deemed to have refused consent.

The applicant will not be appointed to the position until such time as the Employment Screening Report in relation to the Police Information Check is received, considered and decided

Natural justice 
Prior to the making of an adverse decision, the principles of natural justice are followed.

The applicant is provided with a copy of the Employment Screening report and an opportunity to respond in writing giving representations as to suitability for the relevant duties of the position.

The Director-General will consider both the Employment Screening report and the information provided in the applicant’s submission in deciding the outcome. 

If there is an adverse decision
If an adverse decision resulting from Employment Screening is made an employee may lodge an appeal directly with the Public Service Commission within seven calendar days of the adverse decision. The Fair Treatment Appeal will proceed to hearing without a preliminary conference.   

Documentation and confidentiality
The Department manages Employment Screening information in accordance with the Information Privacy Act 2009.

Strict confidentiality is to be maintained at all times. All departmental records of Employment Screening are held and securely filed by Human Resources and Governance and destroyed after the appeal and judicial review timeframes have expired.

Employment screening documentation includes: 
· the consent form; 

· correspondence to and from the Police; 

· correspondence to and from the applicant regarding the Employment Screening report; and 

· the Director-General’s reason for finding the person unsuitable to perform relevant duties as a result of a criminal history.
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