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RECORD KEEPING SHEET (EXAMPLE)







 
         


	POSITION
	CURRENT HOLDER OF POSITION
	CATEGORY OF CHILD-RELATED WORK
	VOLUNTEER/PAID
	DOES AN EXEMPTION APPLY? - WHY
	DOES 5 DAY THRESHOLD APPLY?
	WWC CARD NUMBER
	ASSESSMENT NOTICE RECEIVED OR ORIGINAL WWC CARD SIGHTED
	EXPIRY DATE
	DATES VALIDITY CHECKED

	Under 11’s Coach
	John Smith
	12
	Volunteer
	Yes - Parent
	
	
	
	
	

	Canteen person
	Mary Blogg
	12
	Volunteer
	No
	No
	123456
	yes
	4/04/2009
	05/06/2006

05/12/2006

05/06/2007

	Marshall
	Jason Young
	12
	Paid
	No
	No
	654321
	yes
	23/02/2009
	05/06/2006

05/12/2006

05/06/2007

	NSW Interstate Coach
	Bill Waterhouse
	12
	Volunteer
	Yes- 2 week exemption for interstate visitor
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Note: You should periodically re-assess whether employees/volunteers that are exempt are still exempt. For example, if the person is exempt under the parent exemption, is their child still involved in the activity to warrant the parent exemption?
�








The information on this record sheet is confidential and should only be accessed by authorised officers.


