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1. User Guide Overview 

 
Amendment Record 

Purpose: This section summarises the changes between versions of this document. 
 
 

Version Date Comment Author 
1.0 18.1.2020 Creation S S-Smith 
1.1 12.5.2020 Update S S-Smith 

  1.2   29.6.2020   Update   S S-Smith 
  1.3   18.8.2021   Update   S S-Smith 
  1.4   8.6.2023   Update   S S-Smith 
  1.5   3.8.2023   Update   S S-Smith 
  1.6   14.3.2024   Update   S S-Smith 
  1.7   19.6.2024   Update   S S-Smith 
  1.8   14.7.2025   Update   S S-Smith 
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Introduction: 
 

Your employer has requested you complete a background check for employment purposes. 
Precise Background Services have been engaged to complete the Background Check process. 

The online form can be completed via a mobile phone, desktop or laptop. 

You will need to complete an online form and provide certain information, depending on the type 
of background check.  Before you start make sure you have the following information handy. 

 
Nationally Coordinated Criminal History Check (NCCHC) Only: 
 

• Personal Details (DOB, gender etc) 
• Details of your residential address history for the last 5 years 

 
Background Check (including NCCHC) 
 

• Personal Details (DOB, gender etc); 
• Details of your residential address history for the last 5 years; 
• Details of your employment history for the last 5 or 10 years, including the name and address 

of your employer(s), the position(s) you held and the dates you commenced and ended; 
• You may also be required to supply details of any tertiary qualifications and or professional 

memberships you hold. 

How much time do I need to complete the online form? 

• The average time taken to complete the online form is 15-20 minutes. This is an average 
time only. You may complete the form sooner. 

What happens if I start completing the form and don’t have all the required information? 

• If you need to logout to obtain further information, your data will be saved. When you have 
the required information, you can login again and complete the remaining sections. To 
login again you will need your email address. A new password will be issued (via email or 
SMS). Login (precisebackground.com) 

• Your sessions will also time out after 60 minutes of inactivity. 

 

Identity Documents Requirements? 

• To compete the Nationally Coordinated Criminal History Check (NCCHC), the following 
identity documents are required. 

 one commencement of identity document 
 one primary use in the community document 
 one secondary use in the community documents 
 one photo of yourself holding your photo Identity document (ID) 

 

An identity document can only be used once – and you must supply all four required documents 
from the three mandatory categories.  

 

 

https://applicant.precisebackground.com/
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The combination of the identity documents collected must include your: 

• full name  
• date of birth 
• photograph  

 

If a photograph is not provided on the identity documents presented, a passport-style photograph 
certified by a person listed in Schedule 2 of the Statutory Declarations Regulations 2023 can be 
accepted in addition to the four required documents. 
 

You are only required to provide identity documents for your primary name. You are not required to 
provide identity documents for previously known names. 

 
The revised proof of identity document requirements introduced by the Australian Criminal 
Intelligence Commission (ACIC) means the photo of yourself holding your photo ID is a legal 
requirement.  

Note, the photo can be taken by another person OR by you on your smart phone or web camera.  

An example, of this photo is shown below. The photo must show you and the photo of you in the ID. 
Please ensure the photo is a headshot and is clear and readable. 

 

 
 
 
 
 
 
 
 
 
 
 

https://www.legislation.gov.au/F2023L01753/latest/text
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National Police History Check – Identity Document Requirements:  
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How do I provide my consent to Precise Background Services? 
 

• Carefully read the online consents and digitally sign 
 

What happens when I complete the online form? 

• Precise Background Services will review your information within 48 business hours and 
contact you via email if further information is required.   

Where do I go to get help? 

• Should you need assistance completing the online form or submitting documentation 
simply call 1300 557 556 and speak with a PBS consultant. Our consultants are available 
from 8.30am-5pm Monday to Friday Australian Eastern Standard Time (AEST). Alternatively, 
you can send an email to support@precisebackground.com 

mailto:support@precisebackground.com
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Email notification 

• You will receive an email message with a link to an online form for you to complete. The 
email Subject Line will read: Background Check for (employer name) & PBS Ref#. To 
commence, simply click Get Started 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Click Continue 
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• After clicking Continue you will receive a 6-digit password via email or SMS. The Subject Line 
will read: Your Password for the Applicant Portal – PBS Ref#.  
 
Note: The password can only be used once and will expire after ten minutes.  

 
• Enter the 6 Digit Password to access the online form 
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Online Form 
• You are required to complete each section of the online form, before you will be able to 

complete the CONFIRMATION & DOCUMENTS TO SIGN sections. The sections to be 
completed may vary depending on the type of background checks required by your 
employer. 
 
Click CONTINUE or NEXT button to move to the next section 

 
 

• After completing all the mandatory fields within the section, you must click SAVE AND 
CONTINUE to move to the next uncompleted section. 
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• Sections of the online form may require you to upload documents (PDF, JPEG).  If you need 
to remove or replace a document, simply click the GREEN CROSS in the top right corner of 
the image, then proceed to upload the correct document. 
 

 
 

 
• In the CONFIRMATION SECTION expand each area to review the data you recorded.  If any 

data is incorrect, return to the section, update data and press, SAVE AND CONTINUE.  You 
can return to the CONFIRMATION SECTION to continue reviewing.  If all data is correct, select 
YES for the I agree to the electronic lodgement of my personal information. Then click 
CONFIRM AND CONTINUE. 
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• The next step is to Sign Documents/Consents. The required consent/s documents show 
automatically and are ready for your signature via ADOBE sign. The number of consent 
documents to sign is shown in the top right corner of the first document. 

 

 
 

• To sign consent/s click the yellow START arrow in the bottom left side of page.  
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• You will be taken to the first consent for signature – press, CLICK HERE TO SIGN and select 
how you wish to provide your signature TYPE/DRAW/IMAGE/MOBILE. If you select TYPE, simply 
record your name press APPLY and click NEXT to be taken to next consent document. 

 

 
 
 

• When all consent document(s) are signed you need to CLICK TO SIGN to submit signatures at 
bottom of page. 
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• Thank You! – you are now finished; you can either DOWNLOAD COPIES OF THE SIGNED 
DOCUMENTS, ADD NEW DOCUMENT/S, RATE YOUR EXPERIENCE and provide FEEDBACK or 
LOGOUT.  
 
Download a Signed Document, simply click the download button to obtain a copy of the 
consent/s. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Add New Document, click ADD NEW DOCUMENT enter a document name, and upload the 
document.   
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• Rate your experience!  Simply click a FACE and type FEEDBACK and click SUBMIT to record 
feedback. 

 

 

 

 

 

 

 

 

 
 

 

 

• Completion of Online form – you are now finished.  Precise Background Services will review 
your online form within 48 business hours.  If further information is required, we will contact 
you via email. Congratulations, you can now LOGOUT. 

 
 

 

Nationally Coordinated Criminal History Check Result NCCHC (previous known as Police Check) 
• View my NCCHC result – the result of the NCCHC is available for you to view and keep. The 

result of a NCCHC is usually available within 10 business days but can take a little longer. You 
will receive an email notification when the result is available. 
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(No Disclosable Outcomes) 

 

 

 

 

 

 

 

 

 

 

 
• Simply click on Access Police Report and your web browser will open and you will be 

prompted to enter your email address in the Applicant Portal. 
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• After you enter your email address and press Continue you will be sent a password. 
 

 
 

 

 

 

 

 

 

• Enter the password provided on the online form. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
• Once logged in, you will be directed to the page shown below. Select Police Report and 

you will have the option to view and save a copy of your NCCHC result. 
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• Refer below example of National Police Check Result;  
 

 

 

(Disclosable Outcomes) 
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• Simply click on Access Police Report and your web browser will open and you will be 
prompted to enter your email address in the Applicant Portal. 

 
 
 
 
 
 
 

• After you enter your email address and press Continue you will be sent a password. 
 

 
 

 

 

 

 

 

 

• Enter the password provided on the online form. 
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• Once logged in, you will be directed to the page shown below. Select View Report and you 

will have the option to Dispute Result by selecting Yes or No. If no selection is made within 72 
hours, the result will be automatically released. 

 

 

 

 

 

 

 

 

• Selecting No means you do not wish to dispute the result, and the result will be released. If no 
selection is made within 72 hours, the result will be automatically released. 

Selecting Yes will prompt you to provide a reason for the dispute. You must include a valid 
reason (e.g., some or all of the outcomes do not belong to me, the result should not have 
been released under the Spent Convictions Scheme, etc.). 

Precise Background Services will then raise the dispute with ACIC/NPCS on your behalf and 
notify you of the outcome via email. ACIC/NPCS will investigate and either amend the result 
or confirm that it was released correctly. 
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