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Online licensing service

Licensing services online started on 1 June 2018 for Security Agents licences.

There are some important changes that you need to know about before you apply for or renew your
Security Agents licence.

To apply for or renew your licence online you need an internet connection. If you don’t have an
internet connection at home or in the workplace, then you can visit a LINC Tasmania (Public
libraries) location to use their internet connection and equipment.

If you are a licence holder you will need to use the new online services on the CBOS website,
www.cbos.tas.gov.au/topics/licensing-and-registration.

For interstate applicants, please see the Mutual recognition for security and investigation agents
licence webpage on our website at www.cbos.tas.gov.au/topics/licensing-and-registration.
What has changed?

) You now apply for and renew your licence online 24 hours a day, 7 days a week.

. Consumer, Building and Occupational Services (CBOS) no longer accepts paper
applications and renewal forms.

) In future we will contact you by email or sms message to your mobile phone.
. You can pay your fees online by credit card
. Although most of the licensing services are online, there will be situations where some

clients still need to visit a Service Tasmania shop; for example, to prove their identity.

. We will automatically order a national police check for you.

Uploading documents in a digital format

Save yourself some time by making sure you have all your documents ready to upload before you
start applying for or renewing your licence. Documents need to be in a digital format (saved on your
computer, USB or other device).

All documents must be in the following formats; pdf, text, jpg, jpeg, png.

Documents that are in a doc or xls variation formats will not be accepted and you will be unable to
progress your application or renewal.

If you need help to save your documents into a digital format, then visit a LINC Tasmania (public
libraries) location and their friendly staff will help you.

Guide to licensing services online for Security Agents



Online session — security time-out

A time-out period has been set to 20 minutes when you are accessing this online licensing system.

If you stop typing or touching your mouse for 20 minutes (continuous period of time), your current
online session is cancelled.

A long as you have entered your details in the Licence Details screen and progressed to the next
page, we will send you a reference number either by SMS message or email to access your
newly created My Licence account.

To go back to your application, you will need to:
1. Read the step Logging into your My Licence account, please go to Page 10.

a. Enter your licence number or the reference number we sent to you to your
email address or SMS to your mobile number

You will be returned to the online form.

2. You will be returned to the last screen you were working on.

Expiry period for a security Verification Token

You will need to request a security Verification Token when accessing your My Licence account.
To learn more about My Licence account for licence holders, please go to Page 10.

Each security Verification Token can only be used once.

The token will expire 30 minutes after it is sent.

Don’t worry if you don’t get your token immediately. It may take a few minutes because it relies on
your internet connection or mobile network.

It is best to wait for a few minutes to get the token before requesting another one.

Guide to licensing services online for Security Agents



How to use this guide

This guide has been written to give you step-by-step instructions to help you use online licensing
services. We have included screen images for every step of the process so you can feel familiar with
licensing services online before you need to use it.

In this guide you will learn:
1. How to get help
What is a My Licence account
How to renew your licence
How to apply for a licence

How to update your contact details

2
3
4
5
6. How to add and remove an security employee
7. How to add and remove a director

8. How to order a replacement licence card

9. How to access and print your payment receipts
10. How to download and print a licence certificate

11. How to amend or withdraw an application or renewal

We feel that it is really important that you read the Security Agents apply for or renew webpages
before you start. The information on these pages will help you get prepared so you won’t
experience any unnecessary delays.

You can access this information at www.cbos.tas.gov.au/topics/licensing-and-registration .

CBOS would like to hear from you

We invite you to contact us to make suggestions to improve this guide and also to let us know
whether this guide has helped you.

You can contact us at cbos.info@justice.tas.gov.au .

Guide to licensing services online for Security Agents
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Get help with online licensing services

LINC Tasmania

We know that some customers will need access to computers, the internet and support in accessing
online services.

Support is available for you through LINC Tasmania. LINC Tasmania provide Tasmanian’s with access
to library services. LINC Tasmania is so much more than a public library; they also offer the following
services;

. provides free access to computers and the internet and support in their use

. most locations can provide access to scanners and support for uploading documents to
online services

. computing courses are available to support Tasmanians who have difficulty in accessing
everyday online services (talk to your LINC for more information about their computing
courses)

. literacy tutor network is available to support Tasmanians who have difficulty with

everyday literacy and numeracy tasks, such as completing online forms (talk to your
LINC for more information about their literacy programs)

If you are already skilled in using a computer and the internet, you can still visit a LINC Tasmania
location and use their computers and internet for free.

Get ready before you visit LINC Tasmania

First make sure that you have the right documents with you when you visit a LINC Tasmania location.
You can either take the paper documents with you for scanning or take the documents in a digital
format (i.e. saved to a laptop or USB) for uploading. To find out what you need to take with you,
visit the Security Agents webpages at www.cbos.tas.gov.au/topics/licensing-and-registration .

LINC Tasmania is a statewide network operating in over 60 locations across Tasmania. Widely
accessible to all Tasmanians, it provides free access to the internet through fixed public PCs at all
sites and Wi-Fi across 38 sites.

Search for a LINC Tasmania location near you at www.linc.tas.gov.au/locations/Pages/default.aspx.

Service Tasmania shops

Service Tasmania staff will continue to help you with ‘proof of identity’ and taking ID photos.

You can still pay your fee at a Service Tasmania shop but you must have a copy of your application
receipt or have written down the reference number from your online application.

IMPORTANT: Service Tasmania staff are unable to assist you with completing your online
application.

For telephone support, please call Customer Service on 1300 654 499.

Guide to licensing services online for Security Agents


https://www.linc.tas.gov.au/locations/Pages/default.aspx
http://www.service.tas.gov.au/about/shops/map/

My Licence account for licence holders

A My Licence account allows you to renew your licence and do a variety of other tasks. Your My
Licence account also keeps a record of information you give us and that we send to you.

With your My Licence account you can:

. Renew your licence online

. Print a copy of your licence certificate

. Order a replacement licence card

. Change your contact details

. Pay your fees and print payment receipts
. Apply for a new licence

. Amend your application

. Withdraw your application

. View correspondence that we have sent to you
. Add and remove a Security Employee
. Add and remove a director

No password for your My Licence account

Your My Licence account is similar to an online bank account where you have access to it 24 hours a
day, 7 days per week. You will never need to remember a password. Instead you will be sent a one-
time security Verification Token that will last for 30 minutes before it expires. If your Verification
Token expires, simply request another one.

As long as we have your current mobile phone number and email address, you can access your
My Licence account.

You can phone Customer Service on 1300 654 499 to check that we have your correct details.

Logging into your My Licence account

If you are renewing your licence, we suggest you Renew your licence from the Security Agents
licence webpage to learn what information and documents you must have ready before you renew
your licence.

If you are not renewing your licence and need to ‘Access My Licence account’ you can at
www.cbos.tas.gov.au/topics/licensing-and-registration .

You will be taken to the My Licence screen where you will need to enter details to access your
account.

10
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You will need to:
1. Make a selection from the drop-down list Licence Type (mandatory)
2. Enter the licence number / reference number of the licence holder (mandatory)
a. If you do not have this number;
i. Click on the Don’t Know Reference Number link
ii. Click on the mobile phone number or email address option
3. Enter the last name of the licence holder (mandatory)
4. Enter the date of birth of the licence holder (mandatory)
5. Click on the Search button at the bottom of the screen

You will see a screen similar to the following.

My Licence

To change your details:
1. Complete the information below — click the ‘Search’ button
2. If you have previously provided both SMS and Email details you will be asked to select the preferred contact method
3. Retrieve the code sent by SMS or email
4. Key the 6 digit code into the field on the next screen
5. You will then be able to amend your registered details

If you have been allocated a user account by a Licence Holder, click here to login

Licence Type: Security Licence % j

Licence / Reference Number: 1010 ﬁ Don't know Reference Number

Last Name: Citizen

Date of Birth: 20|/ 06|/ 1969 %

You will need to choose whether you want to receive a one-time access code to either your mobile
phone number or your email address.
You will need to:

6. Click either your email address or mobile number

7. Click the Send button

You will see a screen similar to the following.

11
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My Licence

o joh*****‘au
04*****000 %

Send

%

Please choose the contact method to receive the identity verification code

Your verification token will expire in 30 minutes.

You will receive a Verification Token.

In the case on the following page, the licence holder selected their email address to receive the

Verification Token.

You will see a screen similar to the following.

Dear John JAMES Citizen
Please use the following token to verify your identity.

Verification Token: 554741 %

THIS IS AN AUTOMATICALLY GENERATED EBQIL. PLEASE DO NOT REPLY TO THIS EMAIL.

You will need to:
8. Enter the Verification Token number into the Verification Code field
9. Click the Verify button

You will see a screen similar to the following.

My Licence

We have sent verification code to (joh*****.au). Please enter the code below.

Verification Code: 614032 Q

Verifyg

You now have access to your My Licence account.

Guide to licensing services online for Security Agents
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Licence Details

Licence Holder:

Licence Number:
Type:

Status:

Application Number:
Application Date:
Commencement Date:

Expiry Date:
Primary Contact:

John citizen

1010

sty Licence - Security Employes
Licensed

624001921

22152018

22502018

221612018

John citizen

Activities: Commercial Employee

use guard dog
in Crowd Control

View Full Details

I your Beence has expired and you cannol renew, of you would like to apply for a difierent type of licence, please select the Apply link.

Download Licen

Renew %

Update your contact details

If you hold a licence you can change your contact details by accessing your My Licence account.

It is assumed that you have already read the section on Logging into your My Licence account, please

go to Page 10.
You will need to:

1. Loginto your My Licence account

2. Click on the Update Contact Details tab located on the left hand side of the screen

You will see a screen similar to the following.

b My Licences

Licence Details

» Licence Details

b Messages
» Associated Licences

» Fees/Payments

b Update Contact Details %

Licence Holder:

Licence Number:
b E:xpiring Documents Type:
Status:

Application Number:
Application Date:
Commencement Date:
Selected Licence Period:
Expiry Date:

Primary Contact:

Activities:

John citizen

Security Licence - Security Employee
Application Received

624001921

21/5/2018

3 years

John citizen

Commercial Employee
Crowd Control
Security Guarding General

—> Security Guard

—> Monitoring Room Operator

- Bodyguard

—> Additional Permissions

--» Permitted to use guard dog

Exemption to Display Licence
Provide Training in Crowd Control

View Full Details

If your licence has expired and you cannot renew, or you would like to apply for a different type of licence, please select the Apply link.

You will need to:
3. Click the Edit button

You will see a screen similar to the following.

Guide to licensing services online for Security Agents
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Update Contact Details

Full Mams: Mr John citizen
Gender: Male

Date of Birth: 20/06/1969
Drivers/Rider Licence Issuing Authority: Tasmania
Drivers/Rider Licence Number: 456789

Unigue Student |dentifier:

Residential Address: 1 Citizen Street
HOBART
TAS 7000 Australia

From 01/06/1999

Postal Address: Same as Residential Address
Email address: john.citizen@justice tas.gov.au
Mobile: 0400000000

Home Phone: Mot provided

Wark Phone: Mot provided

Preferred method of correspondence: Email

Edit%

You will need to:
4. Change the details you wish to update
5. Click the Save button

You will see a screen similar to the following.
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Update Contact Details

Full Name:

* Have you ever been or are you currently known by any other names?

Gender

Date of Birth

(current or expired within the last 2 years)

*  Drivers/Rider Licence Issuing Authority
*  Drivers/Rider Licence Number:

Unigue Student Identifier:

Residential Address

*  Country
* State
*  Address Line 1

Address Line 2

*  Suburb

* | have resided at this address since

*  Either Email Address or Mobile Number is mandatory.
*  Email address

*  Confirm email address:

Mobile
Home Phone

Work Phone

* What is your preferred method of correspondence?

| Save || Cancel

* Do you intend to present your Drivers/Rider Licence to confirm your identity?

Mr John citizen

Yes ® No

Male
20/06/1969

® Yes (U No, | intend to use other documents

Tasmania v

456789

Australia v
TAS v

1 Citizen Street

HOBART Postcode: 7000
01|/|06 |/| 1999 | (Please provide at least the year)

# Postal Address As Above

john.citizen@justice tas.gov.au

john.citizen@justice tas.gov.au

What phone numbers can we contact you on? A minimum of one number must be provided.

0400000000
(please include area code)

(please include area code)

Mobile ® Email

You will return to the Licence Details screen.

You will receive a message via your preferred method of contact confirming the changes you made.

Download and print a licence certificate

If you hold a licence you can download and print a licence certificate by accessing your My Licence

account.

It is assumed that you have already read the section on Logging into your My Licence account, please

go to Page 10.

Guide to licensing services online for Security Agents
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You will need to:
1. Loginto your My Licence account

2. Click on the Download Licence Certificate link located on the right-hand-side of the

screen under Actions
a. the certificate will open in a new window

You will see a screen similar to the following.

Licence Details

Licence Holder:

Licence Number:
Type:

Status:

Application Number:
Application Date:
Commencement Date:
Expiry Date:

Primary Contact:

Activities:

John citizen

1010

Security Licence - Security Employee
Licensed

624001921

22/5/2018

22/52018

22i6/2018
John citizen

Commercial Employee

Crowd Control
Security Guarding General

- Security Guard

-> Menitoring Room Qperator

—> Bodyguard

—> Additional Permissions

- Permitted to use guard dog

Provide Training in Crowd Control

Download Licgage Certificate
Renew %

View Full Details

If your licence has expired and you cannot renew, or you would like to apply for a different type of licence, please select the Apply link.

3. Print the licence certificate

Print a receipt

If you hold a licence you can print a copy of a receipt by accessing your My Licence account.

It is assumed that you have already read the section on Logging into your My Licence account, please
go to Page 10.

Your My Licence account will keep a copy of all payments you made online from 1 June 2018. You
can access these receipts to download and print anytime you want.
You will need to:

1. Loginto your My Licence account

2. Click the Fees/Payments tab located on the left hand-side of the screen

16
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You will see a screen similar to the following.

» My Licences

b Licence Details Licence Details
b Messages
b Associated Licences Licence Holder: John citizen
¥ Fees/Payments Licence Number:
¥ Expiring Documents Type: Security Licence - Security Employee
» Update Contact Details Status: Application Received

Application Number: 624001521
Application Date: 21/5/2018
Commencement Date:
Selected Licence Period: 3 years
Expiry Date:

Primary Contact: John citizen

Activities: Commercial Employee

Crowd Control
Security Guarding General

- Security Guard

—> Monitoring Room Operator

—> Bodyguard

- Additional Permissions

- Permitted to use guard dog

Exemption to Display Licence
Provide Training in Crowd Control

View Full Details

If your licence has expired and you cannot renew, or you would like to apply for a different type of licence, please select the Apply link.

You will need to:
3. Click on the Download Receipt link located under header ‘Action’

You will see a screen similar to the following.

Fees and Payments

gl

curiry Employes

Page 1 of 1 (1 Record) G0
DateCruated Licersce Nurnber | Licunce Type Insociated Fees Sumn of fees Receipt Numbet Date Reconciled Action
Appiication Number
R1SR018 24001521 (Apglication  Security Licance - Security Emgloye 536025 roe Prso1a | Downioad Recait
Pumbar) ek 45,00

o Display Licence Card 54 25

Fingarprint Fae: 7500

A PDF of the payment receipt will open in a separate window for you to print to your printer.

Order a replacement licence card

If you hold a licence you can order a replacement card by accessing your My Licence account.

It is assumed that you have already read the section on Logging into your My Licence account, please
go to Page 10.

You will have the option to either:
. Order your licence card online and pay online by credit card
. Go to a Service Tasmania shop and order a licence card and make payment
When replacing your licence card online, you will need to:
1. Loginto your My Licence account

2. Click the Replace Card link

17
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You will see a screen similar to the following.

Licence Details

Licence Holder:

Licence Number:
Type:

Status:

Application Number:
Application Date:
Commencement Date:

Primary Contact:

Activities:

John citizen

1010

Security Licence - Security Employee
Licensed

624001921

300512018

22/5/2018

Expiry Date: [:}23'9."20 18

John citizen

Commercial Employee
Crowd Control
Security Guarding General

- Security Guard

- Monitoring Room Operator

—> Bodyguard

—> Additional Permissions

--> Permitted to use guard dog

Provide Training in Crowd Control

View Full Details

If your licence has expired and you cannot renew, or you would like to apply for a different type of licence, please select the Apply link

Photo valid to 22/5i2023

Actions

Download Licence Certificate

Amend Licence Details

Replace Card%

You will be taken to the Replace Card screen.

You will need to:

3. Click the Confirm button

You will see a screen similar to the following.

Replace Card

Licence Mumber: 1010 (John citizen) - Security Licance - Security Employee

Pleass confirm that you would like to request a new card.

Confirm || Cancel

«

You will need to:

4. Click the Pay Now link
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You will see a screen similar to the following.

Replace Card

Licence Number: 1010 (John citizen) - Security Licence - Security Employee

Your request for a replacement card has been successfully submitted and will be finalised upon payment of associated fee. Pay Now

Return

To complete the payment, read Online payment on Page 50.

You will receive a message via your preferred method of contact confirming the changes you made.

Uploading new supporting documents

If you hold a licence you can upload new documents by accessing your My Licence account.

It is assumed that you have already read the section on Logging into your My Licence account, please
go to Page 10.

Your My Licence account records the expiry date of some supporting documents. Your My Licence
account will automatically send you a reminder to renew these documents before they expire.

Examples of expiring documents are Dog Registration, Dog Training Certificate, First Aid
Certificate.

If you let these documents expire, you will no longer be licensed to do that security activity and
endorsements.

To upload a replacement document, you will need to:
1. Loginto your My Licence account
2. Make sure the document is in a digital format, i.e. PDF, Jpeg, Jpg
3. Click on the Expiring Documents tab located on the left hand-side of the screen

You will see a screen similar to the following.

b My Licences

b Licence Details Licence Details
b Messages
» Associated Licences Licence Holder: John citizen
b Fees/Payments Licence Number:
b Expiring Documents. Type: Security Licence - Security Employee
} Update Contact Details Status: Application Recsived

Application Number: 624001921
Application Date: 21/5/2018
Commencement Date:
Selected Licence Period: 3 years
Expiry Date:
Primary Contact: John citizen

Activities: Commercial Employee
Crowd Control
Security Guarding General
—> Security Guard
> Monitoring Raom Operator
> Bodyguard
—> Additional Permissions
--> Permitted to use guard dog
Exemption to Display Licence
Provide Training in Crowd Control

View Full Details

If your licence has expired and you cannot renew, or you would like to apply for a difierent type of licence, please select the Apply link
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You will be taken to the Expiring Documents screen.
You will need to:
4. Click on the Choose File button

You will see a screen similar to the following.

Expiring Documents

Application Number: 624001521 (John citizen) - Security Licence - Security Employee

Dog Registration (mandatory)

Please provide proof of your current dog registration and enter the registration's expiry date

Expiry Date: 20/6/2019
File Mame: Dog Registration Certificate pdf
*
Choose a file to upload: Choose File | Mo file chosen %

*
Expiry: Q

Save || Cancel

You will need to select the appropriate document from your computer or USB or other device.
You will need to:

5. Click on the document

6. Click the Insert or Open button

You will see a screen similar to the following.

Folder =~ 1 @
*  MName Date modified Type Size ()
5 Bankruptcy Report TEST.docx 24/02/2017 3:09 PM  Microsoft Word D... 13KE
"L Bankruptcy Report TEST.pdf 6/03/2018 2:42 PN Adobe Acrobat D... 147 KB
S Company or Business Names Extract TEST.docx 24/02/2017 310 PM - Microsoft Word D... 13 KB
* Company or Business Names Extract TEST.pdf 8/03/201812:08 PM  Adobe Acrobat D... 150 KB
@S CV TEST.docx 24/02/2017 11 PM  Microsoft Word D... 13 KB
=L CV TEST.pdf 20/11/2017 1:21 PM  Adobe Acrobat D... 141 KB
1= Dog Registration Certificate.docx 16/04/2018 1:41 PM Microsoft Word D... 12 KB
v "L Dog Registration Certificate.pdf % 16/04/2018 1:41 PM  Adobe Acrobat D... 148 KB v
le name: |Dng Registration Certificate. pdf V| All Files
| Open @R] | cancel
You will be returned to the Supporting Docs screen.
You will need to:
7. Enter the new expiry date of the document you selected (mandatory)
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8. Click on the Save button

You will see a screen similar to the following.

Expiring Documents

Application Number: 624001921 (John citizen) - Security Licence - Security Employee

Dog Registration (mandatory)

Please provide proof of your current dog registration and enter the registration’s expiry date

Expiry Date 20/6/2019
File Name: Dog Registration Certificate pdf
Choose a file to upload: ~ Choose File | No file chosen Q

Expiry “%

Save || Cancel

®

Adding, removing, making payments for Security employees

If you hold a licence you can add and remove a Security employee by accessing the Employees tab of
your My Licence account.

It is assumed that you have already read the section on Logging into your My Licence account, please
go to Page 10.

If you want to view employees that have added you as their Licence Manager, please go to
Associated licences on Page 33.

You will need to:
1. Loginto your My Licence account

2. Click on the Employees tab located on the left hand-side of the screen
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You will see a screen similar to the following.

Home

» My Licences

Licence Details

b Licence Details

Messages

’ Licence Holder:
» Associated Licences

Licence Number:
» Employees Type:
» Fees/Payments Status:
p Expiring Documents Application Number:

» Update Contact Details Application Date:

Commencement Date:

Expiry Date:
Primary Contact:

Activities:

1
If your licence has expired and you cannot renew, or you would like to apply for a different type of licence, please select the Apply link

John Citizen

101

Security Licence - Individual - Agent
Licensed

558138962

22/5/2018

22/5/2018

22/6i2018
John Citizen

Commercial Agent
Crowd Control
Security Guarding General

—> Security Guard

—> Monitoring Room Operator

—> Bodyguard

—> Additional Permissions

- Permitted to use guard dog

Inquiry Agent
Exemption to Display Licence
Provide Training in Crowd Control

View Full Details

Adding an employee
You will be taken to the Employees screen.
You will need to:

1.

You will see a screen similar to the following.

Click on the Add New Employee link

T P
Zoom = — e
i, —
Mo Racrd »
You will need to:
2. Enter the employee licence number
3. Click the Add link
You will see a screen similar to the following.
Employees
Licence Mumber: 1011 {John Citizen) - Security Licence - Individual - Agent
Licence/Permit number: .1(]1|:]| Q Add  Cancel
Include Archived Q
@pl_oyg !Licen ce Type [ Category
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You will see that the employee name and their details are now recorded in your My Licence account.

———

Page 1 of 1 (1 Record)
Liconce Typs | Category. Licence Numbsr Licence Expiry Status Outstanding Fen

Security Licence / Security Employes 1010 2262018

Go
Actlon

Cutstanding Remov

Remove an employee
You will need to:
1. Click the Remove link located under the header ‘Action’

You will see a screen similar to the following.

Employees
) Page 1 of 1 {1 Record) Go
Employey Licurce Type [ Cotvaory Liggncs Numbsr Licunce Expiry Satus Outstanding Fee Actian
o cilizan Security Licence | Security Employee 1010 22016 Licensed 3 9 \QL
2. You will be prompted to confirm that you want to remove the employee (item)
3. Click the OK button
You will see a screen similar to the following
Are you sure you want to remove the item?
m Cancel
Pay outstanding fees for an employee
You will need to:
1. Click the Pay Outstanding link located under the header ‘Action’
You will see a screen similar to the following.
Employees )
Page 1 of 1 (1 Record) Go
Liconce Typs | Category. Licence Numbser Llsm_[zn_lm Status | Dﬂﬂ.ﬂ.':dl?g Fen Action
You will be taken to a payment screen.
You need to:
2. Enter the payment details
3. Click the Pay button
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You will see a screen similar to the following.

Pay Fee

Licence Number: 1011 (John Citizen) - Security Licence - Individual - Agent

Enter cred\t card defails and click Pay to make payment

Payment Summary

John citizen. Total amount: $231.00
Paying for: Licence Fee: 186.00
Criminal History Check: 45.00

Accepted Card Types:  VISA @5
Card Holder Name: | John Citizen *

Card Number:  woooooooooodd 001 *

DD

Expiry: |11 v |/|2018 v

CVN: *

Amount:  $231.00

Pa” Cancel

NOTE: Don't use the back button or refresh the page after clicking the Pay button. Doing so may result in your credit card being charged the fee twice.

You can now:
4. Print the payment receipt off

You will see a screen similar to the following.

Pay Fee

Licence Number: 1011 (John Citizen) - Security Licence - Individual - Agent

Thank you for your payment.

Payment Confirmation

Fees Paid
Applicant / Card Holder Name Details
John citizen Licence Fee: 186.00

Criminal History Chack: 45.00

Receipt No: 7082441115
$231.00 was charged to card o006 3000 000 0004
‘You will receive your payment receipt shortly by email (james.ellingworth@justice.tas.gov.au). Alternatively you can use the following link to download it now.

Click here to download receipt%

Return
I

You will receive a message via your preferred method of contact confirming the payment you have
made.
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Add a Licence Manager

If you hold a licence you can add one or more licenced managers by accessing your My Licence

account.

It is assumed t
go to Page 10.

hat you have already read the section on Logging into your My Licence account, please

You will receive a message via your preferred method of contact confirming the changes you made.

You will need to:

1.
2.
3.

4.
5.

Follow the procedure to Amend an application on Page 32
Click the Next button until you get to the tab titled Add a Licence Manager

Enter the Tasmanian licence number of your manager(s) that will be supervising your
chosen licence activities

Click on the Add Licenced Manager link located next to the Licence number field

Continue clicking the Next button until you get to the Declaration tab

You will see a screen similar to the following.

Licenced Manager Details

Licence Number:

Previous

Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

Licenced Manager

Please enter the Tasmanian licence number of your manager/s that will be supervising your chosen licence activities. If you are not yet employed. you may skip this step.

% Add Licenced Manager %
Next %

6.

On the Declaration tab, click all the options and then click the Submit button

Add or remove a Director

If you hold a licence you can add or remove a director by accessing your My Licence account.

It is assumed that you have already read the section on Logging into your My Licence account, please

go to Page 10.

You can add and remove a Director by amending your licence or at the time you renew your licence.

You will need to:

1.
2.

Log into your My Licence account

Click Amend Licence details link located under the header titled Action
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You will see a screen similar to the following.

Licence Details

Licence Holder: DEPT OF JUSTICE
Business: Security is Us
Licence Number: 1012
Type: Security Licence - Body Corporate - Agent
Status: Licensed
Application Number: 637179631
Application Date: 22/5/2018
Commencement Date: 22/5/2018

Expiry Date: 22/9/2018
Primary Contact: John Citizen

Associated People: John Citizen (Director)

Activities: Commercial Agent
Crovd Control
Security Guarding General
- Security Guard
- Monitoring Room Operator
-> Bodyguard
Inquiry Agent

Licenced Manager: Sam Smith
Licence Number: 1002

View Full Details

If your licence has expired and you cannot renew, or you would like to apply for a different type of licence, please select the Apply link

Actions

Download Licence Certificate

Amend Licence Details

You will be taken to the Primary Contacts Details screen of an online form.

You will need to:

3. Click the Next button located at the bottom of the screen and you will be taken to the

Licence Holder Details screen
4. Click on the Add another person link

You will see a screen similar to the following.

Body Corporate - Director - Details

Role:

Full Mame:

Date of Birth:

Email addrass:
Mabile:

Remove person

Add another person Q

Previous Mext

Director

Mr John Citizen

02/081996

john.citizen@justice tas.gov.au

0400000000

To add a Body Corporate — Director, you need to:
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5. Click Yes or No to the Director role question
6. If you clicked Yes

a. Enteryour licence number

b. Click the Add link

c. Click the Next button

You will see a screen similar to the following.

Body Corporate - Director - Details

Role: Director
Full Mame: [k Mr John Citizen
Date of Birth: 02/08/19596
Email address: john.citizen@justice. tas.gov.au
Mobile: 0400000000

Remaove person

Role: Director %

Does the Person hold a Tasmanian occupational licence? #/Yes (' No

Licence Mumber: Add

Remaove person

Add another person

Previous Mext %
L N

7. Ifyou clicked No
a. Add your details in the fields provided
b. Click the Next button
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You will see a screen similar to the following.

Body Corporate - Director - Details

Role: Director

Full Name Mr John Citizen

Date of Birth: 02/08/1996

Email address: john.citizen@justice.tas. gov.au
Mobile: 0400000000

Remaove person

Role: Director

Does the Person hold a Tasmanian occupational licence? Yes|®|No ﬁ

Title <please select> ¥
*  Name:

Mo first given name

*  Date of Birth:

*  Either Email Address or Mobile Number is mandatory.

Email address:
Confirm email address:
Mabile:

Remove person

Add another person

Previous | Next %

You will need to:

8. Click the Next button until you get to the Declaration screen
9. Click each to put a tick against each Declaration
10. Click the Submit button

You will see a screen similar to the following.

Declaration

Primary Contact Details Licence Holder Details Activity Details Licenced Manager Details CQuestions Supporting Docs  Review  Declaration  Confirmation

+  Declaration
true and comect. | understand that if | supply details that are incomect o do not provide information that is required, | may be unable 1o get a icence. | can be fined under the Security

| confirm that the information
od s va of any information needed to varify datails | have given in this application

and | g 5 Agenis

bers of the Department of Police and agains

State of Tasmania, its servants and agents including all ¢ Emergency

ba brought or mada against it or them by anybody or person by reason of, or arising out of. the release of police recor rded against my name ar

purporting to either relate to or concern me.

I have read, understood and hereby agree to comply with the Crowd Controllers Code of Conduct

Pravious Submit %

You will receive a message via your preferred method of contact confirming the changes you made.

Viewing correspondence

If you hold a licence you can view correspondence that CBOS sends you by accessing your My
Licence account.
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It is assumed that you have already read the section on Logging into your My Licence account on

Page 10.
You will need to:

1. Loginto your My Licence account

2. Click the Messages tab located on the left hand-side of the screen

You will see a screen similar to the following.

b My Licences

Licence Details

» Licence Details

» Messages

» Associated Licences Licence Holder:

» Fees/Payments Licence Number:

» Expiring Documents Type:

» Update Contact Details Status:
Application Number:

Application Date:

Commencement Date:

Selected Licence Period:

Expiry Date:

Primary Contact:

Activities:

John citizen

Security Licence - Security Employee
Application Received

624001921

21/5/2018

3 years

John citizen

Commercial Employee
Crowd Control
Security Guarding General
- Security Guard
- Monitoring Room Operator
- Bodyguard
—> Additional Permissions
--» Permitted to use guard dog
Exemption to Display Licence
Provide Training in Crowd Control

View Full Details

If your licence has expired and you cannot renew, or you would like to apply for a different type of licence, please select the Apply link

You will be taken to the Messages screen.

The messages are listed and have a description so it is easier to find the message you are looking for.

You will need to:

3. Click the Select link located under the header ‘Action’

You will see a screen similar to the following.

105018 9:55:48 AM

Sl john.citizeng@fustice.tas.gov.au
Select % AOHNE 10:49:27 AM

john citinen@iustice tas.gov.an

Dccupational Licensing - Licence Application

Application Heceipt %

Messages
Application Number: 624001921 (Jehn citizen) - Security Licence - Security Employee
Action Date Sent Sent To SummaryContentSent Has Attachment(s)

Mo

You can now view the message and if there is an attachment, it will be located on the left hand-side
under the Attachments header. It will be a PDF document.
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You will see a screen similar to the following.

\Attachments Content Sent

\Application Receipt pdf Message created in test environment.

Q

ITHIS IS AN AUTOMATICALLY GENERATED EMAIL. PLEASE DO NOT REPLY TO THIS EMAIL.

Dear .John Citizen,

Please find attached the receipt for your application.

'Your application number is: 624001921

Plzase read the Application Receipt to review any further actions required to complete your application
Sincerely,

Consumer, Building and Occupational Services

For more information contact:
Phone: 1300 65 44 99

Email: chosinfo@justice tas.gov.au

Veb: www justice tas gov.aullicensing

Giving another person access to your My Licence account

If you hold a licence you can add a user to your My Licence account.

It is assumed that you have already read the section on Logging into your My Licence account on
Page 10.

You will need to:
1. Loginto your My Licence account
2. Click on the Licence User Accounts tab located on the left hand-side of the screen

You will see a screen similar to the following.

b My Licences

» Licence Details Licence Details
b Messages
P Associated Licences Licence Holder: DEPT OF JUSTICE
» Licence Usef Accounts % Business: Security is Us
N Emploveesj‘}j Licence Number: 1012
Type: Security Licence - Body Corporate - Agent
» Fees/Payments )
Status: Licensed

P Expiring Documents Application Number: 637179631

» Update Contact Details Application Date: 30/5/2018

Commencement Date: 22/5/2018

Expiry Date: 22/6/2018
Primary Contact: John Citizen

Associated People: John Citizen (Director)

Activities: Commercial Agent
Crowed Control
Security Guarding General
- Security Guard
- Monitoring Room Operator
- Bodyguard
Inquiry Agent

Licenced Manager: Sam Smith
Licence Number: 1002

View Full Details
- 1

If your licence has expired and you cannot renew, or you would like to apply for a different type of licence, please select the Apply link

You will be taken to the Licence User Accounts screen.
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You will need to:
3. Add the persons name and username
4. Click the Add User button

You will see a screen similar to the following.

Licence User Accounts

Licence Number: 1012 (DEPT OF JUSTICE]) - Security Licence - Body Corporate - Agent

Include Removed

Name: |Jill Citizen|
Username: |Admin

Search Clear Add Userﬁ

Name User Name

Contact Details

A new screen will open for you to complete the contact details of the User account you are creating.

You will need to:
5. Enter details into the fields
6. Click the Save button

You will see a screen similar to the following.

Licence User Accounts

Licence Number: 1012 (DEPT OF JUSTICE) - Security Licence - Body Corporate - Agent

*

First Name: |
Email (User Name) john_citizen{@justice tas.gov.au
Private Phone: [y400000000

Mobile

Contact Comments: [ admin and financial officeq

Is Removed

Sa\:&(}aﬂcel

Surmame: [~iizen

Security Access: Online Managed Account

You will be returned to the Licence User Accounts screen.

You will see a screen similar to the following.

Licence User Accounts

Licence Number: 1012 (DEPT OF JUSTICE} - Security Licence - Body Corporate - Agent

First Name: Jill

Email (User Name) john._citizen{@justice tas.gov.au

Private Phone: (0400000000
Email: john.citizen@justice tas.gov.au
Contact Comments: Admin and financial officer

Is Removed

Edit | Reset Password || Remove User || Return

Surname: Citizen

Security Access: Online Managed Account
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Changing your preferred method of contact

If you hold a licence you can change your preferred method of contact by accessing your My Licence
account.

It is assumed that you have already read the section on Logging into your My Licence account, please
go to Page 10.

You will need to:
1. Follow the procedure to Amend an application on Page 32
2. Go to the first tab titled Licence Holder Details
3. Click the Email or Mobile option on this tab (bottom of screen)
4. Continue clicking the Next button until you get to the Declaration tab
5. On the Declaration tab, click the options and then click the Submit button

You will receive a message via your preferred method of contact confirming the changes you made.

Amend or Withdraw an application or renewal

You do have the opportunity to amend or withdraw your application or renewal.
You will know if these options are still available to you when you log into your My Licence account.

It is assumed that you have already read the section on Logging into your My Licence account, please
go to Page 10.

You will need to:
1. Loginto your My Licence account

2. Click on the Amend Application or Withdraw Application options located on the right-
hand-side of the screen under Actions

You will see a screen similar to the following.

Licence Details

Licence Holder: Jil Citizen

Commencement Dat

Selected Licence Perio
Expiry Date:

Primary Contact: Jil Citizen

View Full Details

Your online application form will open for you to make changes.
You will need to:

3. Click the Next button located at the bottom of the page until you get to the page of
the application that you need to make the changes

4. Progress to the Declaration tab by clicking the Next button
5. Click each of the declarations

6. Click the Submit button
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You will receive a message via your preferred method of contact confirming the changes you made.

Associated licences

The Associated licences tab is located in the My Licence account for Body Corporate-Agent and
Individual-Agent licences. If an employees has added you as their Licence Manager to their account,
it will appear in the Associated Licences tab in your My Licence account.

It is assumed that you have already read the section on Logging into your My Licence account, please

go to Page 10.

You can identify employee licence numbers and expiry dates from this screen. You cannot add or

remove an employee from this screen.

If you want to make changes relating to employees, please go to Adding, removing, making

payments for Security employees on Page 21.
You will need to:

1. Loginto your My Licence account

2. Click the Associated Licences tab located on the left hand-side of the screen

You will see a screen similar to the following.

» My Licences

Licence Details

» Licence Details

b Messages

b Associated Licences

b Licence User Accounts
» Employees

b Fees/Payments

b Expiring Documents

» Update Contact Details

Licence Holder:
Business:

Licence Number:
Type:

Status:

Application Number:
Application Date:
Commencement Date:

Expiry Date:
Primary Contact:

Associated People:

Activities:

Licenced Manager:

DEPT OF JUSTICE

Security is Us

1012

Security Licence - Body Corporate - Agent
Licensed

637179631

22/5/2018

22/5/2018

22/9/2018
John Citizen

John Citizen (Director)

Commercial Agent

Crowd Control

Security Guarding General
—> Security Guard
—= Menitoring Room Operator
—> Bodyguard

Inquiry Agent

Sam Smith
Licence Number: 1002

View Full Details

If your licence has expired and you cannot renew, or you would like to apply for a different type of licence, please select the Apply link

You will be taken to the Associated Licences screen.

You will see a screen similar to the following.

Associated Licences

Licence Type Licence Number Licuncy Holder Expiry Daw

{No Recards) Go

Association Dt Confirmed Action
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Expired licence

After 60 days, from the Expiry Date of your licence, the option to renew your licence will be removed

from your My Licence account.

If your licence has expired you will need to complete a new application and upload the relevant
documents to your new application, including qualifications.

How will I know if my licence has expired
To renew your licence you need to access your My Licence account.
To learn more about My Licence account for licence holders, please go to page 10.

When you have logged into your My Licence account successfully you will see the Licence Details
page that contains your details, including the Expiry Date of your licence.

The option to ‘Renew Now’ is located under the header Actions. If ‘Renew Now’ does not appear,
then you have missed the 60 day period to renew your licence.

You will see a screen similar to the following.

Licence Details

Licence Holder: Bradley James Bannerman

Licence Number: 1000
Type: Conveyancer
Status: Licensed
Application Number: 961746047
Application Date: 6/3/2018
Commencement Date: 7/3/2018

Expiry Date: 31/3/2018 .
Primary Contact: Bradley James Bannerman

Mutual Recognition: The original application was made under mutual recognition Actions .
D load Licence Certificale

View Full Details

If your licence has expired and you cannot renew, or you would like to apply for a different type of licence, please select the Apply link.

Applying for a licence through your My Licence account

When your licence has expired you need to complete a new application and upload the relevant
documents to your new application through your My Licence account.

To learn more about My Licence account for licence holders, go to page 10.

We recommend you go www.cbos.tas.gov.au/topics/licensing-and-registration to view what
documents you need to give us when submitting a new application for a Security Agents.

You will need to:
1. Loginto your My Licence account

2. Click on the link ‘Apply’
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You will see a screen similar to the following.

Licence Details

Licence Holder: Bradley James Bannerman

Licence Number: 1000
Type: Conveyancer
Status: Licensed
Application Number: 961746047
Application Date: 6/3/2018
Commencement Date: 7/3/2018

Expiry Date: 31/3/2018
Primary Contact: Bradley James Bannerman

Actions

Download Licence Ceriificale

Mutual Recognition: The original application was made under mutual recognition.
View Full Details

If your licence has expired and you cannot renew, or you would like to apply for a different type of licence, please select the Apply link.

You will be taken to an Application Start page.
You will need to:
3. Click the Yes option
4. Click the Login to My Licence button

You will see a screen similar to the following.

Application Start

Important:

Type of application

You need to refer to the pages relating to Applying for a licence in this manual to understand the
step-by-step process involved.

Apply for a Security Employee licence
Apply for an Individual — Agent licence

Apply for a Body Corporate - Agent licence
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Security Employee licence

Renewing your Security Employee licence
To renew your licence, you will need an internet connection.
If you already hold a Security Agents licence, then you have a My Licence account.

It is assumed that you have already read the section on My Licence account for licence holders on
Page 10.

Start your renewal
You will need to:

1. Open your browser (i.e. Internet Explorer) and copy and paste the URL address:
www.cbos.tas.gov.au/ into the browser.

2. Click the Licensing and Registration option.

You will see a screen similar to the following.

Work with vulnerable people

Understand my consumer rights

% = SR 213

Get my builder's licence

Know my rights as a tenant

Building and promoting a fair
marketplace

Claim my rental bond back

e J
A 1) >
/.' -
Housing Products and services Technical regulation
Renting, buying and selling property, Refunds, returns, repairs, warranties, Information for building services
building and renovating, retirement online shopping, contracts, advertising, providers, plumbers, gas-fitters, auto gas-
villages, bearding houses, retail tenancy prepaid funerals fitters, electricians and Local Government

Licensing and registration Clubs and fundraising Resources and tools
Building services providers; electricians; Register, update, manage, or search for Forms, publications, reports and
plumbers; gas-fitters; auto gas-fitters; an incorporated association, or register legislation
security agents; motor vehicle traders; to collect for charities
conveyancers; working with vulnerable
people; CPD
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You will need to:

3. Click Licensed Occupations

4. Click Security and investigation agent licence

5. Click Security Employee licence

You will see a screen similar to the following.

Licensed Occupations Q

Apply for. renew, update and cancel a licence;

add an occupation to a licence; replace a licence
card: if you are a building services provider, >
electrician, plumber, gas-fitter, auto gas-fitter,
security and investigation agent, motor vehicle
trader, or conveyancer

Apply for registration

Apply to register to work with vulnerable people;  »
and co-operatives

Licence and registration fees

Access My Licence account
Change your contact details; replace a
licence card; add a nominated manager or
Director; print a licence certificate

Search licensed occupations

Search for a licensed trade or building services

provider, conveyancer, motor vehicle trader, ?
security agent or asbestos licence holder.

CPD (Continuing Professional
Development) N

CPD - Continuing Profassional Development

Licensing and Registration

< Licensed Qccupations

Building services provider
licences

Applying for a building services provider licence

Electrical licences

Applying for an electrical licence in Tasmania

Plumbing licences

Applying for a plumbing licence in Tasmania

Gas-fitting licences

Applying for a gas-fitting licence in Tasmania

Auto gas-fitting licences

Applying for an auto gas-fitting licence in
Tasmania

Owner builder permit

Applying for an owner builder permit in Tasmania

Security and investigation agent %

licences

Applying for a security and investigation agent
licence in Tasmania

>

You will be taken to the information page for Security Employee.

You will need to:

6. View and read what information you need to provide and the questions you will need

to answer.

7. View and read the Checklist that describes what documents you need save into a
digital format and upload to your electronic application as supporting evidence of

your licence application.
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8.

Select the ‘Renew Now’ button located at the bottom of the Security Agents Licence
page.

You will see the following option located at the bottom of the page.

Renew your licence

Step 1. Save documents to a computer or a storage device like a USE (see checklist)
Step 2. Select Renew Now (below)
Step 3. Fay the licence fes online or at any Service Tasmania shop

Step 4. If your licence photo has expired, have 3 photo taken at any Service Tasmania shog

Chenention * 3

Accessing your My Licence account

You will be taken to the My Licence page where you will need to enter details to access your

account.

You will need to:

1.
2.

4.
5.

Make a selection from the drop-down list Licence Type (mandatory)
Enter the licence number / reference number of the licence holder (mandatory)
a. If you do not have this number;
i. Click on the Don’t Know Reference Number link
ii. Click on the mobile phone number or email address option
Enter the last name of the licence holder (mandatory)
Enter the date of birth of the licence holder (mandatory)

Click on the Search button at the bottom of the screen

You will see a screen similar to the following.

My Licence

Date of Birth:

To change your details:
1. Complete the information below — click the ‘Search’ button
2. If you have previously provided both SMS and Email details you will be asked to select the preferred contact method
3. Retrieve the code sent by SMS or email
4. Key the 6 digit code into the field on the next screen
5. You will then be able to amend your registered details

If you have been allocated a user account by a Licence Holder, click here to login

Licence Type: Security Licence ﬁ j
Licence / Reference Number: 1010 § Don't know Reference Number
Last Name: Citizen .

20|/ |06/ 1969 %
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You will need to choose whether you want to receive a one-time access code to either your mobile
phone number or your email address.
You will need to:

6. Click either your email address or mobile number

7. Click the Send button

You will see a screen similar to the following.

My Licence

Please choose the contact method to receive the identity verification code

Your verification token will expire in 30 minutes.
& joh™*** au %
O04=*==000
Send ”

You will receive a Verification Token.

In the case below, the licence holder selected the email option to receive their Verification
Token.

You will see a screen similar to the following.

THIS IS AN AUTOMATICALLY GENERATED E!&%IL. PLEASE DO NOT REPLY TO THIS EMAIL.

Dear John JAMES Citizen

Please use the following token to verify vour identity.

Verification Token: 554741 Q

You will need to:
8. Enter the Verification Token number into the Verification Code field

9. Click the Verify button
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My Licence

We have sent verification code to (jam™=*.au). Please enter the c&ie below.

Verification Code: 214361 %

verry (@)

You now have access to your My Licence account.

To renew your licence you need to:
10. Click the ‘Renew’ link located on the lower right side of your screen

You will see an image similar to the following.

Licence Details

Licence Holder: John citizen

Licence Number: 1010
Type: Security Licence - Security Employee
Status: Licensed
Application Number: 624001921
Application Date: 22/5/2018
Commencement Date: 22/52018

Expiry Date: 22/6/2018

-= Monitoring Room Operator
- Bodyguard
-> Additional Permissions
- Permitted to use guard dog
Provide Training in Crowd Control

View Full Details

If your licence has expired and you cannot renew, or you would like to apply for a different type of licence, please select the Apply link.

Primary Contact: John citizen Photo valid o 22/5/2023
Activities: Commercial Employee Actions
Crowd Control Download Licence Certificate
Security Guarding General Renew
- Security Guard

Fill out the online renewal form

You will be taken to the online renewal form.

When you see an astrix * on the online renewal form it means that you must type information
into the form or make a selection to progress your renewal to the ‘Next’ page.

You will need to:
1. Check your Licence Holder Details to make sure they are correct
2. Make sure your email address and mobile phone number are correct

3. Click the option of how you would like to be communicated to in future (mobile
number or email address) (mandatory)

4. Click the Next button
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You will see an image similar to the following.

Personal Details

{*) Denotes mandatory field

Licence holder details
Title:

*  Name

* Have you ever been or are you currently known by any other names?

*  Gender

#  Date of Birth:

*  Country of Birth:
= State

#  Birthplace/Town

* Do you intend to present your Drivers/Rider Licence to confirm your

identity? (current or expired within the last 2 years)

#  Drivers/Rider Licence Issuing Authority:
*  Drivers/Rider Licence Number.

Unique Student Identifier

Residential Address

*  Country:
* State
*  Address Line 1

Address Line 2

*  Suburb

* | have resided at this address since

*  Either Email Address or Mobile Number is mandatory
*  Email address:

#  Confirm email address

Mobile:
Home Phone

Work Phone

*  What is your preferred method of correspondence?

| Next Q

Please check you have listed accurate Mobile Phone/Email Address details

Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

Mrs v

John citizen
No first given name

Yes @ No

Male v

20(/106|/| 1969

Australia v
TAS v

HOBART

® Yes () No, | intend to use other documents

Tasmania v

456789

Australia v
TAS

1 Citizen Street

HOBART Postcode: 7000
01//]06 |/ 1999 | (Please provide at least the year)

i Postal Address As Above

john.citizen@justice tas.gov.au

john.citizen@justice tas gov.au

What phone numbers can we contact you on? A minimum of one number must be provided

0400000000
(please include area code)

(please include area code)

Mobile @ Email Q
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You will be taken to the Activity Details screen.
You will need to:
5. Click on the activities that you are qualified to do

6. Click on the Next button

If you apply for Exemption to Display Licence you will need to fill in and upload the Exemption to
display ID form to your application.

You will see a screen similar to the following.

Rctivity Details

Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs  Review Declaration Confirmation

#| Commercial Employee
| Crowd Contral

#| Security Guarding General

¢ Security Guard

#| Monitoring Reom Operator

#| Bodyguard

#| Additional Permissions

#| Permitted to use guard dog
Peammitted to carry firearm
Pammitted to carry baton
Pammitted to carry handcuffs
Exemption to Display Licence

#| Provide Training in Crowd Control

Previous | Mext %,I

You will be taken to the Licenced Manager Details screen.

It is not mandatory to fill out the Licenced Manager Details screen and you can skip this step.
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If you want to add one a Licenced Manager, you will need to:

1. Enter the Tasmanian licence number of your manager that will be supervising your
chosen licence activities

2. Click on the ‘Add Licenced Manager’ link
3. Click on the Next button

You will see a screen similar to the following.

Licenced Manager Details

Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

Licenced Manager

Please enter the Tasmanian licence number of your manager/'s that will be supervising your chosen licence activities. If you are not yet employed, you may skip this step.

Licence Number: || Add Licenced Manager %

Previous Next ﬁ

You will be taken to the Questions screen.

As a licence holder you need to answer a set of ‘suitability’ questions where you must declare ALL
prior offences with or without convictions and pending court cases on your application form.

If you answer Yes to any of the following a typing field will appear for you to enter details into.

You will need to:
4. Click the Yes or No options
5. Click the Next button
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You will see a screen similar to the following.

Questions

Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation
Licence Related Questions

All questions must be answered either Yes or No. If you are unsure whether to declare a certain charge or incident, remember it is better to provide us with too much information rather than none at all, as it is an offence not to declare your
previous history and you risk prosecution

Have you ever been charged, found guilty (without a conviction recorded) or convicted of an offence invelving assault or violence in any country?

Yes

® No

Have you ever been the subject of a restraint order / family violence order or interim restraint order / interim family violence order?

Yes

® No

Have you ever been charged, found guilty (without a conviction recorded) or convicted of an offence involving dishonesty, fraud or theft in any country?
Yes

® No

Have you ever been charged, found guilty (without a conviction recorded) or convicted of an offence involving burglary or stealing in any country?

Yes

& No

Have you ever been charged, found guitty (without a conviction recorded) or convicted of a firearms or weapons offence in any country?

Yes

® No

Have you ever been charged, found guilty (without a conviction recorded) or convicted of & drug offence in any country?

Yes

® No

Have you ever been subject to a court or police diversion for any offence?

Yes

® No

Do you have any charges pending anywhere in the world? (Not traffic charges)

Yes

® No

Have you been convicted of any offence anywhere in the world? (Not traffic charges)?

Yes

® No

Are you an undischarged bankrupt or have you entered into any composition or arrangement with your creditors that is still continuing?

Yes

& No

Previous Next Q

You will be taken to the Supporting Docs screen.

You need to upload the supporting documents to your application form. Every document you need
to upload will be listed and named. Some of these documents are marked mandatory.

You need to make sure that all documents are in a digital format (i.e. PDF, Jpg, Jpeg)
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To find out what documents you need to give us as supporting evidence, read the Security Agents
licence pages at www.cbos.tas.gov.au/topics/licensing-and-registration

You will need to:
6. Click the Choose File button

You will see a screen similar to the following.

Supporting Docs

Licence Holder Details Activity D@ils Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

Licence - Supporting Documentation
Mo supporting documents needed.

Expiring Qualifications

Dog Registration (mandatory)

Please provide proof of your current dog registration and enter the registration’s expiry date

Expiry Date: 20/6/2019

File Name: Dog Registration Certificate pdf

Choose a file to upload: Choose File %h? chosen
mEd

Expiry:

Save || Cancel

You will need to select the appropriate document from your computer or USB or other device.
You will need to:

7. Click on the document

8. Click the Insert or Open button

You will see a screen similar to the following.

Folder ==~ M @
~ MName Date modified Type Size “
= Bankruptcy Report TEST.docx 24/02/2017 209 PM  Microsoft Word D... 13KB
"L Bankruptcy Report TEST.pdf 6/03/2018 2:42 PM Adobe Acrobat D... 147 KB
5 Company or Business Names Extract TEST.docx 24/02/2017 310 PM - Microsoft Word D... 13KE
" Company or Business Names Extract TEST.pdf 8/03/201812:09 PM  Adobe Acrobat D... S50 KB
@S CV TEST.docx 24/02/2017 211 PM - Microsoft Word D... 13KE
= CV TEST.pdf 20/11/2017 1:21 PM Adobe Acrobat D... 141 KB
S| Dog Registration Certificate.docx 16/04/2018 1:41 PM - Microsoft Word D... 12 KB
v ") Dog Registration Certificate. pdf % 16/04/2018 1:41 PM  Adobe Acrobat D... 143 KB v

le name: | Dog Registration Certificate.pdf v| All Files ~
| | cone
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You will be returned to the Supporting Docs screen.

You will see a screen similar to the following.

Supporting Docs

s

Licence - Supporting Documentation
Mo supperting documents needed.

Expiring Qualifications

Dog Registration (mandatory)

Please provide proof of your current dog registration and enter

Expiry Date:

File Name:

Choose a file to upload: *

Expiry:

Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

the registration's expiry date

20/6/2019

Dog Registration Certificate pdf

Choose File | Mo file chosen

1110/ 2014 “
Saveﬁancel

You will need to:

9. Click the Upload button to save the document to the form

10. Repeat this process until you have uploaded all related documents

11. Click the Next button
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You will see a screen similar to the following.

Supporting Docs

Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

Licence - Supporting Documentation

Mo supporting documents needed.

Expiring Qualifications

Dog Registration (mandatory)

Please provide proof of your current dog registration and enter the registration's expiry date

Expiry Date: 20/Jun/2019
File Name: Dog Registration Certificate pdf
Choose a file to upload: * Choose File | Mo file chosen
*
Expiry: ! %
Save || Cancel
I | B

First Aid Certificate (mandatory)

Please upload a copy of your current first aid certificate from completing course HLTFA311A — Apply First Aid

Effective Date: 01/0ct2018
File Name: First Aid Certificate. pdf
Effective Date: 200Jun/2019
File Name: First Aid Certificate. pdf
Choose a file to upload: ! Choose File | Mo file chosen
Date of Completion: ! * %
Save || Cancel
| Bt

Are you having trouble uploading your documents or don't have access to a scanner or imaging device?
LINC Tasmania (Libraries and Online Access Centres) will provide assistance with this.

Take your documents and your application reference number in to your local LINC Tasmania and staff can assist.

| Previous I Next %1

You will be taken to the Review screen.
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Please check to see if this information is correct.

If you want to make changes, you will need

12. Click the Previous button until you get to the page where you need to make the

changes.

to:

If you are OK with the information on the Review screen, you will need to:

13. Click the Next button

You will see a screen similar to the following.

Review

Licence holder details

Full Name:

Gender

Date of Birth

Place of Birth

Drivers/Rider Licence Issuing Authority
Drivers/Rider Licence Number

Unique Student |dentifier:

Residential Address

Postal Address:
Email address:
Mabile

Home Phone

Work Phone

Preferred method of correspondence.

Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

Mr John citizen

Male

20/06/1969

HOBART, TAS, Australia
Tasmania

456789

1 Citizen Street

HOBART

TAS 7000 Australia

From 01/06/1999

Same as Residential Address
john_citizen@justice tas.gov.au

0400000000

Email

You will be taken to the Declaration screen.

You must agree to the items listed before you can submit your application for processing by a licence

officer.

If you applied for the activity Crowd Controller, you will need to declare that you understand

and comply with the Crowd Controllers Code of Conduct.

You will need to:

14. Click on each box to place a tick inside

15. Click the Submit button

When you click the Submit button you will receive a notification that your application has been

received.
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If your preferred method of contact is by SMS, you will receive a link to log into your My Licence
account to print out your application receipt. If you selected your email address, you will receive a
link to your My Licence account plus an attached document.

Your application receipt will include all of the outstanding actions that you need to complete before
your licence can be assessed.

You will see a screen similar to the following.

Declaration

Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

@ Declaration

1 confirm that the information supplied in this application is true and correct. | understand that f | supply details that are incorrect or do not provide informatian that s required, | may be unable to get a licence. | can be fined under the
Secunty and investigations Agents Act 2002. | agree to the disclosure of any information needed to verify details | have given in this application

¥ I hereby consent to a check of the records of Tasmania Palice and other Australian police juristictions and to the release of police records recerded against my name. In consideration of Tasmania Pelice releasing police records, | hereby
indemnify the services of the CrimTrac Agency, other police jurisdictions and the State of Tasmania, its servants and agents including all members of the Department of Police and Emergency Management, against all actions, suits
proceedings, causes of action, costs, claims and demands whatsoever that may be brought or made against it or them by anybady or person by reason of, or arising out of, the release of police records recorded against my name or

purperting to either relate to or concern me

I have read, understood and hereby agree to comply with the Crowd Contrallers Code of Conduct

Previous Submit %

Paying your fees

You will be taken to the first Confirmation page.

CBOS is unable to start processing your application until you have paid your fees and provided
us with the correct information and documents.

To finalise your application you need to:
. Pay your fees by credit card online; or

. Download and print the Application Receipt and take this to Service Tasmania to make
payment; or

. Write down the Application Receipt reference number and take this to Service
Tasmania to make payment

. Make sure you read any other instructions that are listed in this section, i.e. prove your
identity at Service Tasmania and get your fingerprints checked at Tasmania Police.

You will need to:

1. Download, print or write down the Application Receipt reference number and take to
a Service Tasmania shop to make payment; or

2. Click the Pay Now button and pay by credit card
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You will see a screen similar to the following.

Confirmation

Licence Holder Details Activity Details Licenced Manager Details Cuestions Supporting Docs Review Declaration Confirmation
Thank you for submitting the Occupational Licensing Form. This application has been submitted for processing.

Please record the application reference number below.

Finalising an application
You should now either:
« Download the Application Receipt and Print it; OR
« Write down the Application Reference Number: 624001921
Completing your Application
1. Pay outstanding fees of $360.25 %
o This can be done through My Licence or at any Service Tasmania branch
2. Attend Service Tasmania %
o Have your identity verified
o Have your photo taken for your licence card
3. Contact Tasmanian Police for finger print check
We cannot begin to process your application until these steps have been completed.
Fact Shaat: Proof of 1dentity
What should | take to Service Tasmania? %
« "Your application receipt
« ldentification
What should | take to the Police Station
« “You must take photo identification and you receipt of payment with you

« If you are interstate you need to go to the Police in the State or Territory you live in. Please attach proof of this to your application.
+ Please note if your fingerprints have been taken praviously for a licence they may still be in police records. To check contact Tasmania Police.

Pay Now Q

Online payment

If you selected the Pay Now button you will be taken to the next Confirmation screen where you
enter your credit card details.

You will need to:
1. Enter the card holder name
2. Enter the credit card number
3. Enter the expiry date on the credit card
4. Enter the CVC number located on the back of the credit card

5. Click the Pay button
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You will see a screen similar to the following.

Confirmation

Payment Summary

John citizen. Total amount: $360.25
Paying for: Licence Fee: 186.00
Criminal History Check: 45.00

Fingerprint Fes: 75.00

Accepted Card Types:
Card Holder Name:

Card Number:
Expiry:
CWVN:

Amount:

Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

Enter credit card details and click Pay to make payment

NOTE: Don't use the back button or refresh the page after clicking the Pay button. Deing so may result in your credit card being charged the fee twice.

Exemption to Display Licence Card: 54.25

visa @&
John James Citizen * %
XHXOCOCOCOX0001 * %

02w |/2018 ~ *%
715 |+ %
$360.25

Piy Cancel

You will be taken to the last Confirmation screen where you have the option to download and print

your payment receipt.

When you click the Pay button you will receive a notification that your application has been paid.

If your preferred method of contact is by SMS, you will receive a link to log into your My Licence
account to print out your payment receipt. If you selected your email address, you will receive a link
to your My Licence account plus an attached payment receipt.
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You will see a screen similar to the following.

Confirmation

Thank you for your payment.
Payment Confirmation

Fees Paid

Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

\Applicant / Card Holder Name

Details

John citizen

Licence Fee: 186.00

Criminal History Chack: 45.00

Exemption to Display Licence Card: 54.25
Fingerprint Fee: 75.00

Receipt No: 7082060183

$360.25 was charged to card xeoox 3000 0o 0004

Click here to download receipt%

Return

-9

You will receive your payment receipt shortly by email (john.citizen@justice.tas.gov.au). Altematively you can use the following link to download it now.

If you click on the Return button, you will be taken back to the Confirmation screen that lists all of

the outstanding actions you are yet to complete.

Apply for a Security Employee licence

To apply for your licence, you will need an internet connection.

Start your application

You will need to:

1. Open your browser (i.e. Internet Explorer) and copy and paste the URL address:

www.cbos.tas.gov.au/ into the browser.

2. Click the Licensing and registration option
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You will see a screen similar to the following.

We are Tasmania's

building and
regulator

me i?kétpla.ce

‘and promoting a fair

Work with vulnerable people

g Understand my consumer rights

[ Get my builder's licence

Know my rights as a tenant

Claim my rental bond back

Housing

Renting, buying and selling property,
building and renovating, retirement
villages, boarding houses, retail tenancy

Products and services

Refunds, returns, repairs, warranties,
online shopping, contracts, advertising,
prepaid funerals

)
R
Technical regulation

Information for building services
providers, plumbers, gas-fitters, auto gas-
fitters, electricians and Local Government

BE o

Licensing and registration

Building services providers; electricians;
plumbers; gas-fitters; auto gas-fitters:
security agents; motar vehicle traders;
conveyancers; working with vulnerable

people; CPD

Clubs and fundraising

Register, update, manage, or search for
an incorporated association, or register
to collect for charities

K

Resources and tools

Forms, publications, reports and
legislation

You will need to:

3. Click Licensed Occupations

4. Click Security and investigations agent licenses

5. Click Security Employee licence
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You will see a screen similar to the following.

Licensing and Registration

Apply for a licence

Apply for, renew, update and cancel a licence;
add an occupation to a licence; replace a licence
card: if you are a building services provider,
electrician, plumber, gas-fitter, auto gas-fitter,

< Apply for a licence

Building services provider
licences

Applying for a building services provider licence

security and investigation agent, motor vehicle
trader, or conveyancer

Electrical licences

Apply for registration Applying for an electrical licence in Tasmania ’
Apply to register to work with vulnerable people;  »
and co-operatives Plumbing licences
Applying for a plumbing licence in Tasmania ’
Licence and registration fees
. Gas-fitting licences
Access My Licence account ) 9 o . _ N
Change your contact details; replace a Applying for a gas-fitting licence in Tasmania
licence card; add a nominated manager or
Director; print a licence certificate . .
Auto gas-fitting licences
Applying for an auto gas-fitting licence in >

Search licensed occupations Tasmania

Search for a licensed trade or building services
provider, conveyancer, motor vehicle trader,

Owner builder permit
security agent or asbestos licence holder.

Applying for an owner builder permit in Tasmania

CPD (Continuing Professional

Development) Security and investigation agent

> licences

Applying for a security and '||W§tigaticun agent
licence in Tasmania

CPD - Continuing Professional Development

You will be taken to the information page for Security Employee licence.
You will need to:

6. View and read what information you need to provide and the questions you will need
to answer.

7. View and read the Checklist and what documents you need save into a digital format
and upload to your electronic application as supporting evidence of your licence
application.

8. Select the ‘Apply Now’ button located at the bottom of the Security Employee Licence
page.
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You will see the following option located at the bottom of the page.

Apply for your licence
Step 1. Save documents to a computer or a storage device like a USB (see checklist)
Step 2. Select Apply Now (below)

Step 3. Pay the licence fee online or at any Service Tasmania shop

Step 4. Have a photo taken for your licence card at any Service Tasmania shop and prove your identity

Apply Now %

Fill out the online form

You will be taken to Application Start screen of the online form.

When you see an astrix * on the online renewal form it means that you must type information
into the online form or make a selection to progress your renewal to the ‘Next’ page.

You will need to make a selection:
1. Click Yes or No to answer whether you hold a Tasmanian Occupational Licence
a. If you Click Yes you will be prompted to log into your My Licence account
2. Click Security Licence as the licence area
3. Click Security Employee as your licence type
4. Make a selection
b. Asthe intended licence holder, OR
c. if someone is filling in the application form on your behalf
5. Click on Yes or No to answer whether you are applying under Mutual Recognition

d. If you Click yes to this question you should have read the occupational licence
page Mutual recognition for security and investigation agents licence found at
www.cbos.tas.gov.au/topics/licensing-and-registration

In the case below, the licence holder is not applying for mutual recognition.
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They will see a screen similar to the following.

Application Start

This is the first page for applying for a licence. After completing this form, you should print the application receipt and take it to Service Tasmania.
Please read the information on applying before starting this process. (Note: Interstate applicants should read Interstate or New Zealand Applicants.)

Important: Your application will be saved automatically after you have added personal details and you will be sent an email’sms that gives instructions on how to return to your form.

Type of application

+ Do you hold, or are you a Director / Partner or a Primary Contact for a Tasmanian Yes
Occupational Licence? Q- No
+ (Choose a licence area Electrical, Plumbing. Gas Fitting and Automotive Gas
Fitting

Building Services Provider
Iiotor Vehicle Trader

Q Security Licence

Conveyancer

.

.

Security Employee

+ What licence type do you wish to apply for? % Individual - Agent
Body Corporate - Agent

+ Are you: ® The intended Licence Holder.
Someone filling in the application on behalf of the intended Licence Holder.
= Are you applying under Mutual Recognition? Yes

Qono
Start Application IQ

You will be taken to the Personal Details screen.
You will need to:
6. Enter your details and tick the appropriate boxes

a. Make sure you click the option of how you would like to be communicated to
in future (mobile number or email address) (mandatory)

7. Click the Next button

You will receive a notification via your preferred method of contact that will give you a reference
number for your application that you have started.

It is at this time a My Licence Account has been set-up for you. If you are unable to complete your
licence application in one sitting and need to go back to your application, you can follow the steps
for Logging into your My Licence account, Page 10. You will need to use the reference number we
sent you to log into your My Licence account and continue your application.
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You will see a screen similar to the following.

Personal Details

*

Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

(*) Denotes mandatory field

Licence holder details

Title

Name:

Have you ever been or are you currently known by any other names?

Gender:

Date of Birth
Country of Birth
State:
Birthplace/Town

Do you intend to present your Drivers/Rider Licence to confirm your

identity? (current or expired within the last 2 years)

Drivers/Rider Licence Issuing Authority
Drivers/Rider Licence Number.

Unique Student Identifier:

Residential Address

Country:
State:
Address Line 1

Address Line 2:

Suburb:

| have resided at this address since:

Either Email Address or Mobile Number is mandatory
Email address

Confirm email address:

Mrs v

John citizen
No first given name
Yes @ No

Male v

20\/\06 i. 1969
Australia v
TAS v

HOBART
® Yes () No, | intend to use other documents

Tasmania v

456789

Australia v
TAS v

1 Citizen Street

HOBART Postcode: 7000
01/|/|06 |/| 1999 | (Please provide at least the year)

¥/ Postal Address As Above

john.citizen@justice tas.gov.au

john_citizen@justice tas.gov.au

What phone numbers can we contact you on? A minimum of one number must be provided

Mobile
Home Phone

Work Phone

What is your preferred method of correspondence?

Please check you have listed accurate Mobile Phone/Email Address details

| Next J Q

0400000000
(please include area code)

(please include area code)

Mobile ® Email Q
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You will be taken to the Activity Details screen.
You will need to:
8. Click on the activities that you are qualified to do

9. Click on the Next button

If you apply for Exemption to Display Licence you will need to fill in and upload the Exemption to
display ID form to your application.

You will see a screen similar to the following.

Activity Details

Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

#| Commercial Employee
#| Crowd Control

#| Security Guarding General

#| Security Guard
#| Monitoring Room Operator
#| Bodyguard
| Additional Permissions
¢ Permitted to use guard dog

#| Exemption to Display Licence

#| Provide Training in Crowd Control

I Previous I Next | %
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You will be taken to the Licenced Manager Details screen.
It is not mandatory to fill out the Licenced Manager Details screen and you can skip this step.
If you want to add one or more Licenced Managers, you will need to:

10. Enter the Tasmanian licence number of your manager(s) that will be supervising your
chosen licence activities

11. Click on the ‘Add Licenced Manager’ link after each entry of a licence number
12. Click on the Next button

You will see a screen similar to the following.

Licenced Manager Details

Licence Holder Details Activity Details Licenced Manager Details Questions Supperting Docs Review Declaration Confirmation

Licenced Manager

Please enter the Tasmanian licence number of your manager/s that will be supervising your chosen licence activities. If you are not yet employed. you may skip this step.

Licence Number: || Add Licenced Manager %

Previous Next %

You will be taken to the Questions screen.

As a licence holder you need to answer a set of ‘suitability’ questions where you must declare ALL
prior offences with or without convictions and pending court cases on your application form.

If you answer Yes to any of the following a typing field will appear for you to enter details into.
You will need to:

13. Click the Yes or No options

14. Click the Next button
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You will see a screen similar to the following.

Questions

Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

Licence Related Questions

All questions must be answered either Yes or No. If you are unsure whether to declare a certain charge or incident, remember it is better to provide us with too much information rather than none at all, as it is an offence not to declare your
previous histary and you risk prosecution.

Have you ever been charged, found guilty (without a conviction recorded) or convicted of an offence involving assault or violence in any country?
Yes

® No

Have you ever been the subject of a restraint order / family violence order or interim restraint order / interim family violence order?
Yes

® No

Have you ever been charged, found guilty (without a conviction recorded) or convicted of an offence involving dishonesty, fraud or theft in any country?
Yes

® No

Have you ever been charged, found guilty (without a conviction recorded) or convicted of an offence involving burglary or stealing in any country?
Yes

& No

Have you ever been charged, found guilty (without a conviction recorded) or convicted of a firearms or weapons offence in any country?
Yes

® No

Have you ever been charged, found guilty (without a conviction recerded) or convicted of a drug offence in any country?
Yes

® No

Have you ever been subject to a court or police diversion for any offence?
Yes

® No

De you have any charges pending anywhere in the world? (Not traffic charges)
Yes

® No

Have you been convicted of any offence anywhere in the world? (Not traffic charges)?
Yes

® No

Are you an undischarged bankrupt or have you entered into any composition or arrangement with your creditors that is still continuing?

Yes

® No

Previous Next %

You will be taken to the Supporting Docs screen.

You need to upload the supporting documents to your application form. Every document you need
to upload will be listed and named. Some of these documents are marked mandatory.

You need to make sure that all documents are in a digital format (i.e. PDF, Jpg, Jpeg)
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To find out what documents you need to give us as supporting evidence, read the Security Agents
licence pages at www.cbos.tas.gov.au/topics/licensing-and-registration/licensed-

occupations/Security Agents/apply

You will need to:
15. Click the Choose File button

You will see a screen similar to the following.

Supporting Docs

Licence - Supporting Documentation

Dog training certificate (mandatory)

A copy of the certificate of training for your dog

Choasﬁle No file chosen

Choose a file to upload

Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review

Upload

Declaration Confirmation

You will need to select the appropriate document from your computer or USB or other device.

You will need to:
16. Click on the document
17. Click the Open button

You will see a screen similar to the following.

folder == m @
G MName Date modified Type Size Cnd
@S Bankruptcy Report TEST.docx 24/02/2017 3:08 PM  Microsoft Word D... 13 KB
=) Bankruptcy Report TEST.pdf 6/03/2018 2:42 PM Adobe Acrobat D... 147 KB
1= Company or Business Names Extract TEST.docx 24/02/2017 10 PM - Microsoft Word D... 13KB
" Company or Business Nares Extract TEST.pdf 8/03/2013 1209 PM  Adobe Acrobat D... 50 KB
@S Cv TEST.docx 24/02/2017 311 PM Microsoft Word D... 13KE
=L CV TEST.pdf 20/11/2017 1:21 PM  Adobe Acrobat D.. 141 KB
15 Dog Registration Certificate.docx 16/04/2018 1:41 PM - Microsoft Word D... 12 KB
v ") Dog Registration Certificate pdf Q 16/04/2018 1:41 PM  Adobe Acrobat D... 148 KB v
le name: |Dog Registration Certificate.pdf v| All Files ~
N | e
You will be returned to the Supporting Docs screen.
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http://www.cbos.tas.gov.au/topics/licensing-and-registration/licensed-occupations/conveyancer/
http://www.cbos.tas.gov.au/topics/licensing-and-registration/licensed-occupations/conveyancer/

You will see a screen similar to the following.

Supporting Docs

Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

Licence - Supporting Documentation

Dog training certificate (mandatory)

A copy of the certificate of training for your dog

Choose a file to upload: Choose File | Dog Registrat... rtificate. pdf Upload

You will need to:
18. Click on the Upload button to save the document to the form
19. Repeat this process until you have uploaded all related documents

20. Click the Next button
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You will see a screen similar to the following.

Supporting Docs

Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

Licence - Supporting Documentation

Dog training certificate (mandatory)
A copy

e certificate of training for your dog

Choose a file to upload Choose File | No file chosan

Upload %

from Te

r from Tasmani;

and Handcuffs (Polic

A

ct 1935 Section 15

Uploaded Files
EXCEMPTION TO DISPLAY ID.pdf

Choose a file to upload Choose File | No file chosen

Upload

Qualifications (mandatory)
Pk

rovide a cop

Uploaded Files

Qualifications Test pdf

Choose a file to upload Choose File | No file chosen

Upload %

Expiring Qualifications

Dog Registration (mandatory)

your current d s expiry date

Expiry Date 204un/2019

File Name: Dog Registration Certificate pdf
Chaose a file to upload: ~ Choase File | No file chosen
Expiry

Q

Save || Cancel

First Aid Certificate (mandatory)

pload a copy of your current f

HLTFA311A - Apply First Aid
Effective Date: 201un/2019

File Name: First Aid Certificate pdf

Choose a file to upload -

Choose File | No file chosen

®

Date of Completion

Save || Cancel

Are you having trouble uploading your documents of don't have access to a scanner or imaging device?
LINC Tasmania (Libraries and Online Access Cenlres) will provide assistance with this.

Take your documents and your application reference number in to your local LINC Tasmania and staff can assist

Next %

Previous

Remove File

Remove File

Remove

Remove

You will be taken to the Review screen.
Please check to see if this information is correct.

If you want to make changes, you will need to:
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21. Click the Previous button until you get to the page where you need to make the
changes.

If you are OK with the information on the Review screen, you will need to:
22. Click the Next button

You will see a screen similar to the following.

Review

Licence Holder Details Activity Details Li d Manager Details Questi Supporting Docs Review Declaration Confirmation

Licence holder details

Full Name: Mr John citizen

Gender Male

Date of Birth 20/06/1969

Place of Birth HOBART, TAS, Australia
Drivers/Rider Licence Issuing Authority Tasmania

Drivers/Rider Licence Number. 456789

Unique Student Identifier

Residential Address 1 Citizen Street
HOBART
TAS 7000 Australia
From 01/06/199%

Postal Address Same as Residential Address
Email address john.citizen@justice tas.gov.au
Mobile: 0400000000

Home Phone

Work Phone

Preferred method of correspondence: Email

Licence Class Details

Commercial Employee
Crowd Control
Security Guarding General

—> Security Guard

—> Menitoring Room Operator

—> Bodyguard

—> Additional Permissions

--> Permitted to use guard dog

Exemption to Display Licence

Provide Training in Crowd Control

Licence Classes without Matching Licenced Manager

Security Guarding General
Crowd Control
Commercial Employee

Licenced Manager

No Licence Associated
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You will be taken to the Declaration screen.

You must agree to the items listed before you can submit your application for processing by a licence
officer.

If you applied for the activity Crowd Controller, you will need to declare that you understand
and comply with the Crowd Controllers Code of Conduct.

You will need to:
23. Click on each box to place a tick inside
24. Click the Submit button

When you click the Submit button you will receive a notification that your application has been
received.

If your preferred method of contact is by SMS, you will receive a link to log into your My Licence
account to print out your application receipt. If you selected your email address, you will receive a
link to your My Licence account plus an attached document.

Your application receipt will include all of the outstanding actions that you need to complete before
your licence can be assessed.

You will see a screen similar to the following.

Declaration

Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

@ Declaration

1| confirm that the information supplied in this application is true and correct. | understand that f | supply details that are incorrect or do not provide information that s required, | may be unable to get a licence. | can be fined under the
Securty and Investigations Agents Act 2002. | agree to the disclosure of any information needed to verify details | have given in this application

¥ I hereby consent to a check of the records of Tasmania Palice and other Australian police juristictions and to the release of police records recorded against my name. In consideration of Tasmania Police releasing police records, | hereby
indemnify the services of the CrimTrac Agency, other police jurisdictions and the State of Tasmania, its servants and agents including all members of the Department of Police and Emergency Management, against all actions, suits
proceedings, causes of action, costs, claims and demands whatsoever that may be brought or made against it or them by anybady or person by reason of, or arising out of, the release of police records recorded against my name or

purporting to either relate to or concern me

I have read, understood and hereby agree to comply with the Crowd Controllers Code of Conduct

Previous Submit ﬁ

Paying your fees

You will be taken to the first Confirmation page.

CBOS is unable to start processing your application until you have paid your fees and provided
us with the correct information and documents.

To finalise your application you need to:
. Pay your fees by credit card online; or

. Download and print the Application Receipt and take this to Service Tasmania to make
payment; or

. Write down the Application Receipt reference number and take this to Service
Tasmania to make payment

. Make sure you read any other instructions that are listed in this section, i.e. prove your
identity at Service Tasmania and get your fingerprints checked at Tasmania Police.
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You will need to:

1. Download, print or write down the Application Receipt reference number and take to
a Service Tasmania shop to make payment; or

2. Click the Pay Now button and pay by credit card

You will see a screen similar to the following.

Confirmation

Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation
Thank you for submitting the Occupational Licensing Form. This application has been submitted for processing.

Plzase record the application reference number below.

Finalising an application
You should now either:

« Download the Application Receipt and Print it; OR
« Write down the Application Reference Number: 624001921

Complating your Application
1. Pay outstanding fees of 5360.25 Q
o This can be done through My Licence or at any Service Tasmania branch
2. Attend Service Tasmania Q
o Have your identity verified
o Have your photo taken for your licence card

3. Contact Tasmanian Police for finger print check
We cannot begin to process your application until these steps have been completed.
Fact Sheet: Proof of Identity
What should | take to Service Tasmania? %

« Your application receipt
« ldentification
What should | take to the Police Station
« You must take photo identification and you receipt of payment with you
«+ [f you are interstate you need to go to the Police in the State or Teritory you live in. Please attach proof of this to your application.
« Please note if your fingerprints have been taken previously for a licence they may still be in police records. To check contact Tasmania Police.

Pay Now Q
| E—|

Online payment

If you selected the Pay Now button you will be taken to the next Confirmation screen where you
enter your credit card details.

You will need to:
1. Enter the card holder name
2. Enter the credit card number

3. Enter the expiry date on the credit card
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4. Enter the CVC number located on the back of the credit card
5. Click the Pay button

You will see a screen similar to the following.

Confirmation

Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

Enter credit card details and click Fay to make payment

NOTE: Don't use the back button or refresh the page after clicking the Pay button. Deing so may result in your credit card being charged the fee twice.
Payment Summary

John citizen. Total amount: $360.25

Paying for: Licence Fee: 186.00
Criminal History Check: 45.00
Exemption to Display Licence Card: 54.25
Fingerprint Fee: 75.00

Accepted Card Types:  VISA @
Card Holder Name:  |Jghn James Citizen " %

Card Number: 0000000000001 * %

Expiry:  |g2 »|/|2018 » *%
CVN: (715 | %
Amount: .$3BG.1’.£5

Piy Cancel

You will be taken to the last Confirmation screen where you have the option to download and print
your payment receipt.

When you click the Pay button you will receive a notification that your application has been paid.

If your preferred method of contact is by SMS, you will receive a link to log into your My Licence
account to print out your payment receipt. If you selected your email address, you will receive a link
to your My Licence account plus an attached payment receipt.
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You will see a screen similar to the following.

Confirmation

Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

Thank you for your payment.

Payment Confirmation

Fees Paid
\Applicant / Card Holder Name Details
John citizen Licence Fee: 186.00

Criminal History Chack: 45.00
Exemption to Display Licence Card: 54.25

Fingerprint Fee: 75.00

Receipt No: 7082060183
$360.25 was charged to card xeoox 3000 0o 0004
You will receive your payment receipt shortly by email (john.citizen@justice.tas.gov.au). Altematively you can use the following link to download it now.

Click here to download receipt%

Return

If you click on the Return button, you will be taken back to the Confirmation screen that lists all of
the outstanding actions you are yet to complete.
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Individual - Agent security licence

Renewing your Individual - Agent licence

To renew your licence, you will need an internet connection.
If you already hold a Security Agents licence, then you have a My Licence account.

It is assumed that you have already read the section on My Licence account for licence holders on
Page 10.

Start your renewal
You will need to:

1. Open your browser (i.e. Internet Explorer) and copy and paste the URL address:
www.cbos.tas.gov.au/ into the browser.

2. Click the Licensing and Registration option.

You will see a screen similar to the following.

Work with vulnerable people

Understand my consumer rights

% = SR 213

Get my builder's licence

Know my rights as a tenant

Building and promoting a fair
marketplace

Claim my rental bond back

e J
A 1) >
/.' -
Housing Products and services Technical regulation
Renting, buying and selling property, Refunds, returns, repairs, warranties, Information for building services
building and renovating, retirement online shopping, contracts, advertising, providers, plumbers, gas-fitters, auto gas-
villages, bearding houses, retail tenancy prepaid funerals fitters, electricians and Local Government

Licensing and registration Clubs and fundraising Resources and tools
Building services providers; electricians; Register, update, manage, or search for Forms, publications, reports and
plumbers; gas-fitters; auto gas-fitters; an incorporated association, or register legislation
security agents; motor vehicle traders; to collect for charities
conveyancers; working with vulnerable
people; CPD
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You will need to:
3. Click on Licensed Occupations
4. Click on Security and investigation agent licences
5. Click on Individual - Agent licence

You will see a screen similar to the following.

Li ' d Registrati
Apply for a licence % < Apply for a licence
Apply for, renew, update and cancel a licence; I . .
add an occupation to a licence; replace a licence E?mldmg services pI'O'u'IdE'I‘
card: if you are a building services provider, > licences 3
electrician, plumber, gas-fitter, auto gas-fitter, Applying for 3 building services provider licence
security and investigation agent, motor vehicle
trader, or conveyancer
Electrical licences
Apply for registration Applying for an electrical licence in Tasmania ’
Apply to register to work with vulnerable people;  »
and co-operatives Plumbing licences
Applying for a plumbing licence in Tasmania >
Licence and registration fees
. Gas-fitting licences
Access My Licence account ) 9 o _ _ N
Change your contact details: replace a Applying for a gas-fitting licence in Tasmania
licence card; add a nominated manager or
Director; print a licence certificate o .
Auto gas-fitting licences
Applying for an auto gas-fitting licence in b3
Search licensed occupations Tasmaniz
Search for a licensed trade or building services
provider, conveyancer, motor vehicle trader, ? Owner builder permit
security agent or asbestos licence holder. 3
Applying for an owner builder permit in Tasmania
CPD (Continuing Professional ) ] ..
Development) B Security and investigation agent
> licences
CPD - Continuing Professional Development 3
Applying for a security and investigation agent
licence in Tasmania

You will be taken to the information page for Individual - Agent.
You will need to:

6. View and read what information you need to provide and the questions you will need
to answer.

7. View and read the Checklist to see what documents you need save into a digital
format and upload to your electronic application as supporting evidence of your
licence application.
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8. Select the ‘Renew Now’ button located at the bottom of the Individual - Agents

Licence webpage.

You will see the following option located at the bottom of the page.

Renew your licence

Step 2. Select Renew Now (below)

Step 1. Save documents to a computer or a storage device like a USE (see checklist)

Step 3. Fay the licence fes online or at any Service Tasmania shop

Chenention * 3

Step 4. If your licence photo has expired, have 3 photo taken at any Service Tasmania shog

Accessing your My Licence account

You will be taken to the My Licence page where you will need to enter details to access your

account.

You will need to:

1. Make a selection from the drop-down list Licence Type (mandatory)

2. Enter the licence number / reference number of the licence holder (mandatory)

a. If you do not have this number;

i. Click on the Don’t Know Reference Number link

ii. Click on the mobile phone number or email address option

3. Enter the last name of the licence holder (mandatory)

4. Enter the date of birth of the licence holder (mandatory)

5. Click on the Search button at the bottom of the screen

You will see a screen similar to the following.

My Licence

To change your details:

1. Complete the information below — click the ‘Search’ button

2

3. Retrieve the code sent by SMS or email

4. Key the 6 digit code into the field on the next screen
5

. You will then be able to amend your registered details

If you have been allocated a user account by a Licence Holder, click here to login

Licence Type
Licence / Reference Number:
Last Name:

Date of Birth:

. I you have previously provided both SMS and Email details you will be asked to select the preferred contact method

Security Licence

R ]

1010 %

Citizen

20|/[0s]/[ 1969 Q

Don't know Reference Number
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You will need to choose whether you want to receive a one-time access code to either your mobile
phone number or your email address.
You will need to:

6. Click either your email address or mobile number

7. Click the Send button

You will see a screen similar to the following.

My Licence

Please choose the contact method to receive the identity verification code

Your verification token will expire in 30 minutes.
™ johrftrf_au %
Dd‘tl‘tr*ooo
Send %

You will receive a Verification Token.

In the case below, the licence holder selected the email option to receive their Verification
Token.

You will see a screen similar to the following.

THIS IS AN AUTOMATICALLY GENERATED EBQIL. PLEASE DO NOT REPLY TO THIS EMAIL.

Dear John JAMES Citizen

Please use the following token to verify your identity.

Verification Token: 554741 Q

You will need to:
8. Enter the Verification Token number into the Verification Code field

9. Click the Verify button
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My Licence

Verification Code:

We have sent verification code to (joh*****.au). Please enter the code below.

614032 Q

Verifyg

You now have access to your My Licence account.

To renew your licence you need to

10. Click the ‘Renew’ link located on the lower right side of your screen

You will see an image similar to the following.

Licence Details

Licence Holder: John Citizen

Licence Number: 1011
Type: §ecuri1y Licence - Individual - Agent
Status: Licensed
Application Number: 558138962
Application Date: 22/5/2018
Commencement Date: 22/5/2018

Expiry Date: 22/6/2012
Primary Contact: John Citizen

Activities: Commercial Agent
Crowd Control
Security Guarding General
—> Security Guard
—» Monitoring Room Operator
—» Bodyguard
—> Additional Permissions
-> Permitted to use guard dog
Inquiry Agent
Exemption to Display Licence
Provide Training in Croved Control

View Full Details

If your licence has expired and you cannot renew, or you would like to apply for a different type of licence, please select the Apply link

Fhoto valid to 221512023

Actions
Download Licence Certificate

Renew

Fill out the online renewal form

You will be taken to the online renewal form.

When you see an astrix * on the online renewal form it means that you must type information
into the form or make a selection to progress your renewal to the ‘Next’ page.

You will need to:

1. Check your Licence Holder Details to make sure they are correct

2. Make sure your email address and mobile phone number are correct

3. Click the option of how you would like to be communicated to in future (mobile

number or email address) (mandatory)

4. Click the Next button
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You will see an image similar to the following.

Licence Holder Details

Licence Holder Details Activity Details Questions Supporting Docs  Review Declaration Confirmation

Staff

Is Migrated Record: Check if entering an existing licence that is being migrated oran g

(*) Denotes mandatory field

Licence holder details

Full Name: Mr John Citizen
* Have you ever been or are you currently known by any other names? Yes ® No
Gender: Male
Date of Birth: 20/06/19%6
Place of Birth: Franklin, TAS, Australia
* Do you intend to present your Drivers/Rider Licence to confirm your ®%es (U No, | intend to use other documents

identity? {current or expired within the last 2 years)

*  Drivers/Rider Licence Issuing Authority: Tasmania v
#  Drivers/Rider Licenca Mumber: 123456

Unigue Student |dentifier:

Residential Address

+  Country: Australia v
*  State: TAS v
*  Address Line 1: 1 Citizen Straet

Address Line 2-

*  Suburb: HOBART Postcode: |7000
# | have resided at this address since: 01|/ 10|/) 2010 | (Please provide at least the year)

| Postal Address As Above
Either Email Address or Mobile Number is mandatory.

+  Email address: james.ellingworth@justice.tas gov.au
+  Confirm email address: james.ellingworth@justice.tas gov.au

What phone numbers can we contact you on? A minimum of one number must be provided.

Mabile 0400000000

Homea Phone: (plzase include area code)

Work Phone: (please include area code)
* \What is your preferred method of correspondence? Mobile ® Email

Please confirm you have listed accurate Mobile Phone/Email Address details.

Next Q
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You will be taken to the Activity Details screen.
You will need to:
5. Click on the activities that you are qualified to do

6. Click on the Next button

If you apply for Exemption to Display Licence you will need to fill in and upload the Exemption to
display ID form to your application.

You will see a screen similar to the following.

Activity Details

Licence Holder Details Activity Details Questions Supporting Docs Review Declaration Confirmation

#| Commercial Agent
#| Crowd Control

#| Security Guarding General

N

#| Security Guard

#| Monitoring Room Operator

# Bodyguard

| Additional Permissions

¢ Pemitted to use guard dog
Permitted to carry firzarm
Permitted to carry baton
Permitted to carry handcuffs
¢! Inguiry Agent

#| Exemption to Display Licence

| Provide Training in Crowd Control

| Previous | Next %
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You will be taken to the Questions screen.

As a licence holder you need to answer a set of ‘suitability’ questions where you must declare ALL
prior offences with or without convictions and pending court cases on your application form.

If you answer Yes to any of the following a typing field will appear for you to enter details into.
You will need to:

7. Click the Yes or No options

8. Click the Next button

You will see a screen similar to the following.

Questions

Licence Holder Details Activity Details Questions SupportingDocs Review Declaration Confirmation

Licence Related Questions

All questions must be answered either Yes or No. If you are unsure whether to declare a certain charge or incident, remember it is better to provide us with too much information rather than none at all, as it is an offence not to declare your

previcus history and you risk prosecution. Disclosure of previous charges, findings of guilt (without a conviction recorded), convictions or diversions, family violence orders or resiraint / interim restraint orders does not automatically disqualify you

from holding a licence. However failure to disclose charges, findings of guitt (without a conviction recorded) convictions or diversions, family violence orders or restraint { interim restraint orders may result in your licence being rejected and

prosecution action being commenced. OFFENCES Applicants must declare ALL prior offences with or without convictions and pending court cases on their application ferm, no matter how lang ago they occurred.

Have you ever been charged, found guilty (without a conviction recorded) or convicted of an offence involving assault or violence in any country?
Yes

® No

Have you ever been the subject of a restraint order / family violence order or interim restraint order / interim family violence order?
Yes

® No

Have you ever been charged, found guilty (without a conviction recorded) or convicted of an offence involving dishonesty, fraud or theft in any country?
Yes

® No

Have you ever been charged, found guilty (without a conviction recorded) or convicted of an offence involving burglary or stealing in any country?
Yes

® No

Have you ever been charged, found guilty (without a conviction recorded) or convicted of a firearms or weapons offence in any country?
Yes

® No

Have you ever been charged, found guilty (without a conviction recorded) or convicted of a drug offence in any country?
Yes

® No

Have you ever been subject to a court or police diversion for any offence?
Yes

® No

Do you have any charges pending anywhere in the world? (Not traffic charges)
Yes

® No

Have you been convicted of any offence anywhere in the world? (Not traffic charges)?
Yes

® No

Are you an undischarged bankrupt or have you entered into any composition or arrangement with your creditors that s still continuing?

Yes

®! No

Previous Next %
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You will be taken to the Supporting Docs screen.

You need to upload the supporting documents to your application form. Every document you need
to upload will be listed and named. Some of these documents are marked mandatory.

You need to make sure that all documents are in a digital format (i.e. PDF, Jpg, Jpeg)

To find out what documents you need to give us as supporting evidence, read the Security Agents
licence pages at www.cbos.tas.gov.au/topics/licensing-and-registration

You will need to:
9. Click the Choose File button

You will see a screen similar to the following.

Supporting Docs

Licence Holder Details Activity Details Questions Supporting Docs Review Declaration Confirmation

Licence - Supporting Documentation
Mo supporting documents needed. %

Expiring Qualifications

Baton and Handcuffs Evidence of Training (mandatory)

Please provide evidence of completion of courses CEPPSEC3014A Control Persons using Baton and CEPPSEC3015A Control Restrain using Handcuffs.

Effective Date: 10/272015
File Name: Baton and handcuffs. pdf
Choose a file to upload: * Choose File Jg'lle chosen

Completion date: *

Save || Cancel

You will need to select the appropriate document from your computer or USB or other device.
You will need to:
10. Click on the document

11. Click the Insert or Open button
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You will see a screen similar to the following.

~ Name Date modified Type Size B
M= Bankruptcy Report TEST.docx 24/02/2017 09 PM Microsoft Word D... 13KB
*L Bankruptcy Report TEST.pdf 6/03/2018 2:42 PM Adobe Acrobat D... 147 KB
"L Baton and handcuffs.pdf 8/03/2018 1:43 PM Adobe Acrobat D... 148 KB
M| Company or Business Mames Extract TEST.docx 24/02/2017 310 PM Microsoft Word D... 13KB
"L Company or Business Names Extract TEST.pdf 8/03/2018 1209 PM  Adobe Acrcbat D... 150 KB
\ @S CV TEST.docx 24/02/2017 311 PM Microsoft Word D... 13KB
A
=L CVTEST.pdf 2001172017 1:21 PM Adobe Acrcbat D... 141 KB
| ¥ f=| Dog Registration Certificate.docx 16/04/2018 1:41 PM  Microsoft Word D... 12KB v
File narme: |Eaton and handcuffs.pdf v| All Files ~
m k‘ Cancel

You will be returned to the Supporting Docs screen.

You will need to:
12. Click on the Upload button (some documents only)
13. Click the Save button

You will see a screen similar to the following.

Supporting Docs

Licence Holder Details Activity Details CQuestions Supporting Docs Review Declaration Confirmation

Licence - Supporting Documentation
Mo supporting documents needed.

Expiring Qualifications

Baton and Handcuffs Eviderice of Training {(mandatory)

Please provide evidence of completion of courses CEPPSEC3014A Control Persons using Baton and CEPPSEC3015A Control Restrain using Handcuffs.

Effective Date: 100212019

File Name: Baton and handcuffs pdf

Choose a fil to upload: Choose File | Baton and handcuffs pdf

10 [/ 01 |/ 2019 Q

Sav ancel

Completion date:

You will need to:
14. Repeat this process until you have uploaded and saved all related documents

15. Click the Next button
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You will see a screen similar to the following.

Supporting Docs

Licence Holder Details Activity Details Questions Supporting Docs Review Declaration Confirmation

Licence - Supporting Documentation
No supporting documents needed

Expiring Qualifications

Baton and Handcuffs Evidence of Training (mandatory)

Please provide evidence of completion of courses CEPPSEC3014A Control Persons using Baton and CEPPSEC3015A Control Restrain using Handcuffs.

Effective Date

10/Jan/2019
File Name: Baton and handcuffs. pdf
Effective Date 10/Febf2019
File Name: Baton and handcuffs pdf

Choose a file to upload " Choose File | No file chosen

*
Completion date ! !

Save || Cancel %

Dog Registration (mandatory)

Please provide proof of your current dog registration and enter the registration's expiry date

Expiry Date: 01/0ct2018

File Name Dog Registration Certificate pdf
Expiry Date: 01/0cti2018

File Name:

Dog Registration Certificate. pdf

Choose a file to upload " Choose File | Mo file chosen

w
Expiry: !

®

Save || Cancel
 Emnt | B |

First Aid Certificate (mandatory)

Please upload a copy of your current first aid certificate fram completing course HLTFA311A — Apply First Aid

Expiry Date:

01/0ct2018
File Name: First Aid Certificate.pdf
Expiry Date: 01/0ct2018
File Name First Aid Certificate pdf
Choose a file to upload " Choose File | No file chosen
#
Expiry Date: ! !

Save || Cancel %

Are you having trouble uploading your documents or don't have access to a scanner or imaging device?
LINC Tasmania (Libraries and Online Access Centres) will provide assistance with this.

Take your documents and your application reference number in to your local LINC Tasmania and staff can assist

| Previous I Next %
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You will be taken to the Review screen.
Please check to see if this information is correct.
If you want to make changes, you will need to:
16. Click the Previous button until you get to the page where you need to make changes.
If you are OK with the information on the Review screen, you will need to:
17. Click the Next button

You will see a screen similar to the following.

Review

Licence Holder Details Activity Details Questions

Licence holder details

Full Name:

Gender:

Date of Birth:

Place of Birth:

Drivars/Rider Licenca Issuing Authority:
Drivers/Rider Licenca Number:

Unique Student ldentifier:

Residential Address:

Postal Address:
Email address:
Mabile:

Homea Phone:

Work Phone:

Preferred method of correspondance:

Supporting Docs Review Declaration Confirmation

Mr John Citizen

Male

20/06/1996

Franklin, TAS, Australia
Tasmania

123456

1 Citizen Street
HOBART
TAS TO00 Auvstralia

From 01102010

Same as Residential Address
james ellingworth@justice tas gov.au

0400000000

Email

You will be taken to the Declaration screen.

You must agree to the items listed before you can submit your application for processing by a licence
officer.
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You will need to:
18. Click on each to confirm with a tick
19. Click the Submit button

When you click the Submit button you will receive a notification that your application has been
received. If your preferred method of contact is by SMS, you will receive a link to log into your My
Licence account to print out your application receipt. If you selected your email address, you will
receive a link to your My Licence account plus an attached document.

Your application receipt will include all of the outstanding actions that you need to complete before
your licence can be assessed.

You will see a screen similar to the following.

Declaration

Licence Holder Details Activity Details Questions Supporting Docs Review Declaration Confirmation

@ Declaration

1 confirm that the information supplied in this application is true and comrect. | understand that if | supply details that are incorrect or do not provide information that is required, | may be unable to get a licence. | can be fined under the Security
and [nvestigations Agents Act 2002. | agree to the disclosure of any information needed to verify details | have given in this application.

w | hereby consent to a check of the records of Tasmania Police and other Australian police jurisdictions and to the release of police records recorded against my name. In consideration of Tasmania Police releasing police records, | hereby
indemnify the services of the CrimTrac Agency, other police jurisdictions and the State of Tasmania, its servants and agents including all members of the Department of Palice and Emergency Management, against all actions, suits,
proceedings, causes of action, costs. claims and demands whatsoever that may be brought or made against it or them by anybody or person by reason of, or arising out of, the release of police records recorded against my name or

purporting to either relate to or concern me

I have read, understood and hereby agree to comply with the Crowd Controllers Cade of Conduct

Previous Submit %

Paying your fees

You will be taken to the first Confirmation screen.

CBOS is unable to start processing your application until you have paid your fees and provided
us with the correct information and documents.

To finalise your application you need to:
. Pay your fees by credit card online; or

. Download and print the Application Receipt and take this to Service Tasmania to make
payment; or

. Write down the Application Receipt reference number and take this to Service
Tasmania to make payment

. Make sure you read any other instructions that are listed in this section, i.e. prove your
identity

You will need to:

1. Download, print or write down the Application Receipt reference number and take to
a Service Tasmania shop to make payment; or

2. Click the Pay Now button and pay by credit card

81

Guide to licensing services online for Security Agents



You will see a screen similar to the following.

Confirmation

Licence Holder Details Activity Details CQuestions Supporting Docs Review Declaration Confirmation
Thank you for submitting the Occupational Licensing Form. This application has been submitted for processing.

Please record the application reference number below.

Finalising an application
You should now either:

« [Download the Renewal Receipt and Print it; OR
« Write down the Application Reference Mumber: 5581 38962%

Completing your Renewal
1. Pay outstanding faes of 5750.25
o This can be done through My Licence or at any Service Tasmania branch
\We cannot begin to process your application until these steps have baen completed.
Fact Sheeat: Proof of |dentity

What should | take to Service Tasmania?
» Your application receipt

« |dantification

Pay Now
| PayNow /@R

Online payment

If you selected the Pay Now button you will be taken to the next Confirmation screen where you
enter your credit card details.

You will need to:
1. Enter the card holder name
2. Enter the credit card number
3. Enter the expiry date on the credit card
4. Enter the CVC number located on the back of the credit card
5

Click the Pay button
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You will see a screen similar to the following.

Confirmation

Licence Holder Details  Activity Details Questions Supporting Docs Review Declaration Confirmation

s

Enter credit card details and click Pay to make payment

NOTE: Don't use the back button or refresh the page after clicking the Pay button. Doing so may result in your credit card being charged the fee twice.
Payment Summary
John Citizen. Total amount: $825.25
Paying for: Licence Fee: 705.25

Criminal History Check: 45.00
Fingerprint Fee: 75.00

Accepted Card Types: ~ VISA @0

Card Holder Mame: | Jghn James Citizen *
Card Number: | x0000000000000004 *
Bxpiry: |02 v |/|2019 v |+
CVN: [g1g |+
Amount: .$825..25

Pay ancel

You will be taken to the last Confirmation screen where you have the option to download and print
your payment receipt.

When you click the Pay button you will receive a notification that your application has been paid. If
your preferred method of contact is by SMS, you will receive a link to log into your My Licence
account to print out your payment receipt. If you selected your email address, you will receive a link
to your My Licence account plus an attached payment receipt.

You will see a screen similar to the following.
Ly

Confirmation

Licence Holder Details Activity Details Questions Supporting Docs Review Declaration Confirmation

Thank you for your payment.

Payment Confirmation

Fees Paid
pplicant / Card Holder Name Details
WJohn Citizen Licence Fee: 705.25

(Criminal History Check: 45.00
Fingarprint Fee: 75.00

Receipt No: 7082134296
$825 25 was charged to card xeo0c 00000 0004
You will receive your payment receipt shortly by email (john.citizen@justice tas.gov.au). Alternatively you can use the following link to download it now.

Click here to download receipt Q

Return a
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If you click on the Return button, you will be taken back to the Confirmation screen that lists all of
the outstanding actions that need to be completed before your renewal can be assessed by the
licensing unit.

Apply for an Individual — Agent licence

To apply for your licence, you will need an internet connection.

Start your application
You will need to:

1. Open your browser (i.e. Internet Explorer) and copy and paste the URL address:
www.cbos.tas.gov.au/ into the browser.

2. Click on Licensing and registration.

You will see a screen similar to the following.

Work with vulnerable people

We are Tasmani
building and

e Understand my consumer rights
9 . =]

Get my builder's licence

Know my rights as a tenant

Building and promoting a fair

ma'rketplace Claim my rental bond back

@ /.‘ -
Housing Products and services Technical regulation
Renting, buying and selling property, Refunds, returns, repairs, warranties, Information for building services
building and renovating, retirement online shopping, contracts, advertising, providers, plumbers, gas-fitters, auto gas-
villages, boarding houses, retail tenancy prepaid funerals fitters, electricians and Local Government

Licensing and registration Clubs and fundraising Resources and tools
Building services providers; electricians; Register, update, manzage, or search for Forms, publications, reports and
plumbers; gas-fitters; auto gas-fitters; an incorporated association, or register legislation
security agents; motar vehicle traders; to collect for charities
conveyancers; working with vulnerable
people; CPD

You will need to:

3. Click Licensed Occupations
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4. Click Security and investigation agent licences
5. Click Individual — Agent licence

You will see a screen similar to the following.

Licensing and Registration

Licensed Occupations % < Licensed Occupations

Apply for. renew, update and cancel a licence; o v . .

add an occupation to a licence; replace a licence B||-"|dmg services pl‘OVIdEF

card: if you are a building services provider, > licences 3
electrician, plumber, gas-fitter, auto gas-fitter, Applying for a building services provider licence

security and investigation agent, motor vehicle
trader, or conveyancer

Electrical licences

Apply for registration Applying for an electrical licence in Tasmania ?
Apply to register to work with vulnerable people;  »
and co-operatives Plumbing licences
Applying for a plumbing licence in Tasmania ’
Licence and registration fees
. Gas-fitting licences
Access My Licence account ) 9 - _ _ 5
Change your contact details: replace a Applying for a gas-fitting licence in Tasmania
licence card; add a nominated manager or
Diractor; print a licence certificate . .
Auto gas-fitting licences
Applying for an auto gas-fitting licence in >
Search licensed occupations L
Search for a licensed trade or building services
provider, conveyancer, motor vehicle trader, ’ Owner builder permit
security agent or asbestos licence holder.
Applying for an owner builder permit in Tasmania
CPD (Continuing Professional i . ..
Development) 9 Security and investigation agent Q
> licences
CPD - Continuing Profassional Development 3

Applying for a security and investigation agent
licence in Tasmania

You will be taken to the information page for Individual - Agent.
You will need to:

6. View and read what information you need to provide and the questions you will need
to answer.

7. View and read the Checklist to find out what documents you need save into a digital
format and upload to your electronic application as supporting evidence of your
licence application.

8. Select the ‘Apply Now’ button located at the bottom of the Individual - Agents Licence
page.
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You will see the following option located at the bottom of the page.

Apply for your licence

Step 1. Save documents to a computer or a storage device like a USB (see checklist)
Step 2. Select Apply Now (below)

Step 3. Pay the licence fee online or at any Service Tasmania shop

Apply Now %

Step 4. Have a photo taken for your licence card at any Service Tasmania shop and prove your identity

Fill out the online form

You will be taken to the Application Start page of the online form.

When you see an astrix * on the online renewal form it means that you must type information
into the form or make a selection to progress your renewal to the ‘Next’ page.

You will need to make a selection:

1. Click Yes or No to answer whether you hold a Tasmanian Occupational Licence

a. If you Click Yes you will be prompted to log into your My Licence account

2. Click Security Agents as the licence area
3. Click Individual — Agent as the licence type
4. Make a selection

b. Asthe intended licence holder, OR

c. if someone is filling in the application form on your behalf

5. Click on Yes or No to answer whether you are applying under Mutual Recognition

d. If you Click yes to this question you should have read the occupational licence

page for Mutual recognition for security and investigation agents licence at

www.cbos.tas.gov.au/topics/licensing-and-registration .

In the case below, the licence holder is not applying for mutual recognition.
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You will see a screen similar to the following.

Application Start

This is the first page for applying for a licence. After completing this form, yeu should print the application receipt and take it to Service Tasmania.
Flease read the information on applying before starting this process. (Note: Interstate applicants should read Interstate or New Zealand Applicants.)

Important: Your application will be saved automatically after you have added personal details and you will be sent an email/sms that gives instructions on how to return to your form.

Type of application

+ Do you hold, or are you a Director / Partner or & Primary Contact for a Tasmanian Yes
Occupational Licence? ® No %
+ (Choose a licence area Electrical, Plumbing, Gas Fitting and Automative Gas
Fitting

Building Services Provider
IMotor Vehicle Trader

Security Licence %
Conveyancer

Individual - Agent %
Security Employee
Body Corporate - Agent

0

0

= What licence type do you wish to apply for?

# Are you: ® The intended Licence Holder. %
Someone filling in the application®n behalf of the intended Licence Holder.
+ Are you applying under Mutual Recognition? Yes

ONOQ

Start Application

!

You will be taken to the Personal Details screen.
You will need to:
6. Enter your details and tick the appropriate boxes

b. Make sure you click the option of how you would like to be communicated to
in future (mobile number or email address)

7. Click the Next button

You will receive a notification via your preferred method of contact that will give you a reference
number for your application that you have started.

It is at this time a My Licence Account has been set-up for you.

If you are unable to complete your licence application in one sitting and need to go back to your

application, you can follow the steps for Logging into your My Licence account, Page 10. You will
need to use the reference number we sent you to log into your My Licence account and continue
your application.
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You will see a screen similar to the following.

Personal Details

Licence Holder Details Activity Detalls Questions Supporting Docs Review Declaration Confirmation

(*) Denotes mandatory field

Licence holder details
Title: Mr v

*  Name: John
No first given name

* Have you ever been or are you currently known by any other names? Yes U No

*  Gender. Male v

*  Date of Birth 20(/|06 |/| 1996

*  Country of Birth: Australia v|
* State: TAS

*  Birthplace/Town Franklin

* Do you intend to present your Drivers/Rider Licence to confirm your ® Yes (' No, | intend to use other documents

identity? (current or expired within the last 2 years)

*  Drivers/Rider Licence Issuing Authority Tasmania v
*  Drivers/Rider Licence Number 123456

Unique Student |dentifier:

Residential Address

*  Country Australia v
* State: TAS ~
*  Address Line 1 1 Citizen Street
Address Line 2
*  Suburb HOBART Postcode: {7000
* | have resided at this address since: .01 1110 /| 2010 | (Please provide at least the year)

I Postal Address As Above
*  Either Email Address or Mobile Number is mandatory.

* Email address: john.citizen@justice tas.gov.au
*  Confirm email address: john. citizen@justice.tas.gov.au

What phone numbers can we contact you on? A minimum of one number must be provided.

Mobile: 0400000000

Home Phone (please include area code)

Work Phone: (please include area code)
*  What is your preferred methed of correspondence? Mobile ® Email

Please check you have listed accurate Mobile Phone/Email Address details.

Next

8

Citizen
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You will be taken to the Activity Details screen.

You will need to:

8. Click on the activities that you are qualified to do

9. Click on the Next button

If you apply for Exemption to Display Licence you will need to fill in and upload the Exemption to

display ID form to your application.

You will see a screen similar to the following.

Activity Details

Licence Holder Details Activity Details CQuestions Supporting Docs  Review

#| Commercial Agent
#| Crowd Control

#| Security Guarding General

¢! Security Guard
# Monitoring Room Operator
¢ Bodyguard
| Additional Permissions
#| Permitted to use guard dog
#|Inquiry Agent

#| Exemption to Display Licence

#| Provide Training in Crowd Control

Previous I MNext %

Declaration

Confirmation
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You will be taken to the Questions screen.

As a licence holder you need to answer a set of ‘suitability’ questions where you must declare ALL
prior offences with or without convictions and pending court cases on your application form.

If you answer Yes to any of the following a typing field will appear for you to enter details into.
You will need to:

10. Click the Yes or No options

11. Click the Next button

You will see a screen similar to the following.

Questions

Licence Holder Details Activity Details Questions SupportingDocs Review Declaration Confirmation

Licence Related Questions

All questions must be answered either Yes or No. If you are unsure whether to declare a certain charge or incident, remember it is better to provide us with too much information rather than none at all, as it is an offence not to declare your

previcus history and you risk prosecution. Disclosure of previous charges, findings of guilt (without a conviction recorded), convictions or diversions, family violence orders or resiraint / interim restraint orders does not automatically disqualify you

from holding a licence. However failure to disclose charges, findings of guitt (without a conviction recorded) convictions or diversions, family violence orders or restraint { interim restraint orders may result in your licence being rejected and

prosecution action being commenced. OFFENCES Applicants must declare ALL prior offences with or without convictions and pending court cases on their application ferm, no matter how lang ago they occurred.

Have you ever been charged, found guilty (without a conviction recorded) or convicted of an offence involving assault or violence in any country?
Yes

® No

Have you ever been the subject of a restraint order / family violence order or interim restraint order / interim family violence order?
Yes

® No

Have you ever been charged, found guilty (without a conviction recorded) or convicted of an offence involving dishonesty, fraud or theft in any country?
Yes

® No

Have you ever been charged, found guilty (without a conviction recorded) or convicted of an offence involving burglary or stealing in any country?
Yes

® No

Have you ever been charged, found guilty (without a conviction recorded) or convicted of a firearms or weapons offence in any country?
Yes

® No

Have you ever been charged, found guilty (without a conviction recorded) or convicted of a drug offence in any country?
Yes

® No

Have you ever been subject to a court or police diversion for any offence?
Yes

® No

Do you have any charges pending anywhere in the world? (Not traffic charges)
Yes

® No

Have you been convicted of any offence anywhere in the world? (Not traffic charges)?
Yes

® No

Are you an undischarged bankrupt or have you entered into any composition or arrangement with your creditors that s still continuing?

Yes

®! No

Previous Next %
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You will be taken to the Supporting Docs screen.

You need to upload the supporting documents to your application form. Every document you need
to upload will be listed and named. Some of these documents are marked mandatory.

You need to make sure that all documents are in a digital format (i.e. PDF, Jpg, Jpeg)

To find out what documents you need to give us as supporting evidence, read the Security Agents

licence page at www.chos.tas.gov.au/topics/licensing-and-registration

You will need to:
12. Click the Choose File button

You will see a screen similar to the following.

Supporting Docs

Licence - Supporting Documentation

Dog training certificate (mandatory)

A copy of the certificate of training for your dog

Choasﬁle No file chosen

Choose a file to upload

Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review

Upload

Declaration Confirmation

You will need to select the appropriate document from your computer or USB or other device.

You will need to:
13. Click on the document
14. Click the Insert or Open button

You will see a screen similar to the following.

folder == m @
G MName Date modified Type Size Cnd
@S Bankruptcy Report TEST.docx 24/02/2017 209 PM  Microsoft Word D... 13 KB
=) Bankruptcy Report TEST.pdf 6/03/2018 2:42 PN Adobe Acrobat D... 147 KB
1= Company or Business Names Extract TEST.docx 24/02/2017 10 PM - Microsoft Word D... 13KB
" Company or Business Nares Extract TEST.pdf 8/03/2013 1209 PM  Adobe Acrobat D... 50 KB
@S Cv TEST.docx Microsoft Word D... 13 KB
= CVTEST.pdf 20/11/2017 1:21 PM - Adobe Acrobat D... 141 KB
S Dog Registration Certificate.docx 16/04/2018 1:41 PM Microsoft Word D... 12 KB
v ") Dog Registration Certificate pdf Q 16/04/2018 1:41 PM  Adobe Acrobat D... 148 KB v
le name: |Dog Registration Certificate.pdf v| All Files ~
N | cone
You will be returned to the Supporting Docs screen.
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You will need to:
15. Click on the Upload button to save the document to the form

You will see a screen similar to the following.

Supporting Docs

Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

Licence - Supporting Documentation

Dog training certificate (mandatory)

A copy of the certificate of training for your dog

Choose a file to upload: Choose File | Dog Registrat... tificate. pdf Upload

You will need to:
16. Repeat this process until you have uploaded all related documents

17. Click the Next button
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You will see a screen similar to the following.

Supporting Docs

Licence Holder Details Activity Details Questions. Supporting Docs Review Declaration Confirmation

Licence - Supporting Documentation

Dog training certificate (mandatory)

A copy of the certific

training for your dog

Uploaded Files
Training PDF TEST pdf

ption from ia Police y)

A letter from Tasmania Police granting exsmption to carry Baton and Handcuffs (Police Offences Act 193

ction 15C (1A))

Uploaded Files
EXCEMPTION TO DISPLAY ID.pdf

Qualifications Testpdf

Choose a file to upload Choose File | No file chosen Upload

Qualifications (mandatory)

Please provide a copy of your Training Certificate from a Registered Training Organisation

Choose a fle to upload Choose File | No flle chosen Upload

Expiring Qualifications

Baton and Handcuffs Evidence of Training (mandatory)

Please provide evidence of completion of courses CEPPSEC3014A Control Persons using Baton and CEPPSEC A Control R

Effective Date: 10/Feb2019
File Name Baton and handcuffs. pdf
Choose a fle 10 upload: Choose File | No file chosen

Completion date: '

Save || Cancel

Dog Registration (mandatory)

Please provide proof of your curment dog registration and enter the regi

piry date

Expiry Date: 01/0ct/2019

File Name. Dog Registration Certificate pdf
Choose a file to upload: Choose File | No file chosen
Expiry Tl 4

Save || Cancel

First Aid Certificate (mandatory)

Please upload a copy of your curre:

first aid certficate from completing course

Expiry Date: 01102018

File Name: First Aid Certificate pdf
Cheose a file to upload: Choose Fils | No file chosen
Expiry Date: 1 frama 1 o

Save || Cancel

Are you having trouble uploading your documents or don't have access to a scanner of imaging device?
LINC Tasmania (Librarles and Online Access Centres) will provide assistance with this

Take your documents and your application reference number in to your local LING Tasmania and staff can assist

Previous Next %

strain using Handeuffs

Remove File

Remove File

Remove File

Remove

Remave

Remove
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You will be taken to the Review screen.
Please check to see if this information is correct.

If you want to make changes, you will need to:

18. Click the Previous button until you get to the page where you need to make changes.

If you are OK with the information on the Review screen, you will need to:

19. Click the Next button

You will see a screen similar to the following.

Review

Licence holder details

Full Name:

Gender

Date of Birth:

Place of Birth:

Drivers/Rider Licence Issuing Authority:
Drivers/Rider Licence Number:

Unique Student Identifier:

Residential Address

Postal Address:
Email address:
Mobile

Home Phone:

Work Phone

Preferred method of correspondence

Licence Class Details

Commercial Agent
Crowd Control
Security Guarding General

—> Security Guard

~> Monitoring Room Operator

—> Bodyguard

-> Additional Permissions

--> Permitted to use guard dog

Inquiry Agent
Exemption to Display Licence

Provide Training in Crowd Control

Licence Holder Details Activity Details Questions Supporting Docs Review Declaration Confirmation

Q

Mr John Citizen

Male

20/06/1996

Franklin, TAS, Australia

Tasmania

123456

1 Citizen Street
HOBART

TAS 7000 Australia
From 01/10/2010

Same as Residential Address
john.citizen@justice tas.gov.au

0400000000

Email

You will be taken to the Declaration screen.
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You must agree to the items listed before you can submit your application for processing by a licence
officer.

You will need to:
20. Click on each to confirm with a tick
21. Click the Submit button

When you click the Submit button you will receive a notification that your application has been
received. If your preferred method of contact is by SMS, you will receive a link to log into your My
Licence account to print out your application receipt. If you selected your email address, you will
receive a link to your My Licence account plus an attached document.

Your application receipt will include all of the outstanding actions that you need to complete before
your licence can be assessed.

You will see a screen similar to the following.

Declaration

Licence Holder Details Questions Supporting Docs Review Declaration Confirmation

« Please Note: It is an offence to provide information on this form knowing it to be false or misleading or to omit any details know to you that makes the given information false or misleading
Penalties may apply.

| state that the content of this application form is true and correct.

¥ | hereby consent to a check of the records of Tasmania Police and other Australian police jurisdictions and to the release of police records recorded against my name. In consideration of Tasmania
% Police releasing police records, | hereby indemnify the services of the CrimTrac Agency, other police jurisdictions and the State of Tasmania, its servants and agents including all members of the

Department of Police and Emergency Management, against all actions, suits, proceedings, causes of action, costs, claims and demands whatsoever that may be brought or made against it or them

by anybody or person by reason of, or arising out of, the release of police records recorded against my name or purporting to either relate to or concern me.

Previous Submit @

Paying your fees

You will be taken to the first Confirmation page.

CBOS is unable to start processing your application until you have paid your fees and provided
us with the correct information and documents.

To finalise your application you need to:
. Pay your fees by credit card online; or

. Download and print the Application Receipt and take this to Service Tasmania to make
payment; or

. Write down the Application Receipt reference number and take this to Service
Tasmania to make payment

. Make sure you read any other instructions that are listed in this section, i.e. prove your
identity

You will need to:

1. Download, print or write down the Application Receipt reference number and take to
a Service Tasmania shop to make payment; or
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2. Click the Pay Now button and pay by credit card

You will see a screen similar to the following.

Confirmati%n

Licence Holder Details Activity Details Questions Supporting Docs Review Declaration Confirmation
Thank you for submitting the Occupational Licensing Form. This application has been submitted for processing.

Please record the application reference number below.

Finalising an application
You should now either:
» Download the Application Receipt and Print it; OR %
» \Write down the Application Reference Number: 558138962
Completing your Application
1. Pay outstanding fees of $825.25 Q
o This can be done through My Licence or at any Service Tasmania branch
2. Attend Service Tasmania
o Have your identity veﬁd
¢ Have your photo taken for your licence card

3. Contact Tasmanian Police for finger print check Q
We cannot begin to process your application until these steps have been completed.
Fact Shasat: Proof of Identity
What should | take to Service Tasmania%

» Your application receipt
» |dentification
What should | take to the Police Station
» ‘You must take photo identification and you receipt of payment with you
« [fyou are interstate you need to go to the Police in the State or Territory you live in. Please attach proof of this to your application.

» Please note if your fingerprints have been taken previously for a licence they may still be in pelice records. To check contact Tasmania Pelice.

Pay No&

Online payment

If you selected the Pay Now button you will be taken to the next Confirmation screen where you
enter your credit card details.

You will need to:
1. Enter the card holder name
2. Enter the credit card number
3. Enter the expiry date on the credit card
4. Enter the CVC number located on the back of the credit card
5

Click the Pay button
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You will see a screen similar to the following.

Confirmation

Licence Holder Details Activity Details Questions Supporting Docs Review Declaration Confirmation
Enter credit card details and click Pay to make payment
NOTE: Don't use the back button or refresh the page after clicking the Pay button. Doing so may result in your credit card being charged the fee twice.
Payment Summary
John Citizen. Total amount: $825.25
Paying for: Licence Fee: 705.25

Criminal History Check: 45.00
Fingerprint Fee: 75.00

Accepted Card Types: ~ VISA @

Card Holder Name:  |Jghn James Citizen *
Card Number:  [x300000000KX0004 *
Bxpiry: |02 v |/|2019 v |+
CWN: 815 |*
Amount:  $825.25

Pay %ancel

You will be taken to the last Confirmation screen where you have the option to download and print
your payment receipt.

When you click the Pay button you will receive a notification that your application has been paid. If
your preferred method of contact is by SMS, you will receive a link to log into your My Licence
account to print out your payment receipt. If you selected your email address, you will receive a link
to your My Licence account plus an attached payment receipt.
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You will see a screen similar to the following.

Confirmation W

Licence Holder Details Activity Details Questions Supporting Docs Review Declaration Confirmation

Thank you for your payment.

Payment Confirmation

Fees Paid
IApplicant / Card Holder Name Details
John Citizen Licence Fee: 705.25

Criminal History Check: 45.00
Fingerprint Fee: 75.00

Receipt Mo: 7082134296
$825.25 was charged to card xooo xooo oo 0004
You will receive your payment receipt shortly by email (john.citizen@justice tas.gov.au). Altematively you can use the following link to download it now.

Click here to download receipt %

Return a

If you click on the Return button, you will be taken back to the Confirmation screen that lists all of
the outstanding actions you are yet to complete.
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Body Corporate - Agent licence

Renewing your Body Corporate - Agent licence
To renew your licence, you will need an internet connection.
If you already hold a Security Agents licence, then you will be given a My Licence account.

It is assumed that you have already read the section on My Licence account for licence holders on
Page 10.

Start your renewal
You will need to:

1. Open your browser (i.e. Internet Explorer) and copy and paste the URL address:
www.cbos.tas.gov.au/ into the browser.

2. Click the Licensing and Registration option.

You will see a screen similar to the following.

Work with vulnerable people

Understand my consumer rights

% = SR 213

Get my builder's licence

Know my rights as a tenant

Building and promoting a fair
marketplace

Claim my rental bond back

e J
A 1) >
/.' -
Housing Products and services Technical regulation
Renting, buying and selling property, Refunds, returns, repairs, warranties, Information for building services
building and renovating, retirement online shopping, contracts, advertising, providers, plumbers, gas-fitters, auto gas-
villages, bearding houses, retail tenancy prepaid funerals fitters, electricians and Local Government

Licensing and registration Clubs and fundraising Resources and tools
Building services providers; electricians; Register, update, manage, or search for Forms, publications, reports and
plumbers; gas-fitters; auto gas-fitters; an incorporated association, or register legislation
security agents; motor vehicle traders; to collect for charities
conveyancers; working with vulnerable
people; CPD
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You will need to:

3. Click Licensed Occupations

4. Click Security and investigation agent licences

5. Click Body Corporate - Agent

You will see a screen similar to the following.

Licensing and Registration

Apply for a licence

Apply for, renew, update and cancel a licence;
add an occupation to a licence; replace a licence
card: if you are a building services provider,
electrician, plumber, gas-fitter, auto gas-fitter,
security and investigation agent. motor vehicle
trader, or conveyancer

Apply for registration

Apply to register to work with vulnerable people;

and co-operatives

Licence and registration fees

Access My Licence account
Change your contact details; replace a
licence card:; add a nominated manager or
Director; print a licence certificate

Search licensed occupations

Search for a licensed trade or building services
provider, conveyancer, motor vehicle trader,
security agent or asbestos licence holder.

CPD (Continuing Professional
Development)

CPD - Continuing Professional Development

>

< Apply for a licence

Building services provider
licences

Applying for a building services provider licence

Electrical licences

Applying for an electrical licence in Tasmania

Plumbing licences

Applying for a plumbing licence in Tasmania

Gas-fitting licences

Applying for a gas-fitting licence in Tasmania

Auto gas-fitting licences

Applying for an auto gas-fitting licence in
Tasmania

Owner builder permit

Applying for an owner builder permit in Tasmania

Security and investigation agent
licences

Applying for a security and inv&tigation agent
licence in Tasmania

v

You will need to:

You will be taken to the information page for Body Corporate - Agent.

6. View and read what information you need to provide and the questions you will need

to answer.

7. View and read the Checklist and what documents you need save into a digital format

and upload to your electronic application as supporting evidence of your licence

application.
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8. Select the ‘Renew Now’ button located at the bottom of the Body Corporate — Agent
page.

You will see the following option located at the bottom of the page.

Renew your licence

Step 1. Save documents to a computer or a storage device like a USE (see checklist)
Step 2. Select Renew Now (below)

Step 3. Fay the licence fes online or at any Service Tasmania shop

Step 4. If your licence photo has expired, have 3 photo taken at any Service Tasmania shog

Chenention * 3

Accessing your My Licence account

You will be taken to the My Licence screen where you will need to enter details to access your
account.

You will need to:
1. Make a selection from the drop-down list Licence Type (mandatory)
2. Enter the licence number / reference number of the licence holder (mandatory)
a. If you do not have this number;
i. Click on the Don’t Know Reference Number link
3. Click on the mobile phone number or email address option
4. Enter the last name of the licence holder (mandatory)
5. Click on the Search button at the bottom of the screen

You will see a screen similar to the following.

My Licence

To change your details:
1. Complete the information below — click the ‘Search’ button
2. If you have previously provided both SMS and Email details you will be asked to select the preferred contact method
3. Retrieve the code sent by SMS or email
4. Key the 6 digit code into the field on the next screen
5. You will then be able to amend your registered details

If you have been allocated a user account by a Licence Holder. click here to login.

Licence Type: Security Licence Q M
Licence / Reference Number: 1012 Don't know Reference Number
Last Name: Dept of Justice

Date of Birth:

Sear%
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You will need to choose whether you want to receive a one-time access code to either your mobile
phone number or your email address.
You will need to:

6. Click either your email address or mobile number

7. Click the Send button

You will see a screen similar to the following.

My Licence

Please choose the contact method to receive the identity verification code

Your verification token will expire in 30 minutes.
® joh™*** au %
04*=**=000
Send Q

You will receive a Verification Token.

In the case below, the licence holder selected the email option to receive their Verification
Token.

You will see a screen similar to the following.

THIS IS AN AUTOMATICALLY GENERATED EBQIL. PLEASE DO NOT REPLY TO THIS EMAIL.

Dear John JAMES Citizen
Please use the following token to verify your identity.

Verification Token: 554741 Q

You will need to:
8. Enter the Verification Token number into the Verification Code field

9. Click the Verify button
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You will see a screen similar to the following.

My Licence

Verification Code:

We have sent verification code to (joh*****.au). Please enter the code below.

614032 Q

Verifyg

You now have access to your My Licence account.

You will see an image similar to the following.

Licence Details

Licenced Manager:

Licence Holder:
Business:

Licence Number:
Type:

Status:

Application Number:
Application Date:
Commencement Date:
Expiry Date:

Primary Contact:

Associated People:

Activities:

DEPT OF JUSTICE

Sacurity is Us.

1012

Security Licence - Body Corporate - Agent
Licensed

637179631

22/512018

22/512018

22/6i2018
John Citizen

John Citizen (Director)

Commercial Agent

Crowd Control

Security Guarding General
-> Security Guard
—> Monitoring Room Operator
—» Bodyguard

Inguiry Agent

: Sam Smith
Licence Number: 1002

View Full Details

If your licence has expired and you cannot renew, or you would like to apply for a different type of licence, please select the Apply link

Actions
Download Licence Certificate

Renew Q

Fill out the online renewal form

You will be taken to the online renewal form.

When you see an astrix * on the online renewal form it means that you must type information
into the form or make a selection to progress your renewal to the ‘Next’ page.

You will need to:

1. Check your Personal Details (Primary Contact) to make sure they are correct

2. Make sure your email address and mobile phone number are correct

3. Click the option of how you would like to be communicated to in future (mobile

number or email address) (mandatory)

4. Clic

k the Next button
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You will see a screen similar to the following.

Personal Details

Primary Contact Details Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

(*) Denotes mandatory field

Primary contact details
Title Mr i

* Name John ! N t Citizen

No first given name

* Have you ever been or are you currently known by any other names? Yes @ No

*  Gender: Male A

* Date of Birth 02 /108 /| 1996

*  Country of Birth: Australia v
*  State: TAS v

* Birthplace/Town HOBART

* Do you intend to present your Drivers/Rider Licence to confirm your * Yes (U No, | intend to use other documents

identity? (current or expired within the last 2 years)

* Drivers/Rider Licence Issuing Authority Tasmania v
*  Drivers/Rider Licence Number: 123456

Unique Student Identifier:

Residential Address

* Country: Australia v
% State: TAS ~
*  Address Line 1 1 Citizen Street
Address Line 2
*  Suburb: HOBART Postcode: (7000
* | have resided at this address since 02 /)08 /| 1996 | (Please provide at least the year)

| Postal Address As Above
*  Either Email Address or Mobile Number is mandatory

* Email address: john.citizen@justice tas. gov.au
* Confirm email address: john_citizen@justice tas.gov.au

What phone numbers can we contact you on? A minimum of one number must be provided

Mobile 0400000000

Home Phone: (please include area code)

Work Phone: (please include area code)
*  What s your preferred method of correspondence? Mobile ® Email

Please check you have listed accurate Mobile Phone/Email Address details.

Next ‘Q
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You will be taken to the Licence Holder Details screen.

To learn more about how to Add or remove a Director, please go to Page 25.

You will need to:

5. Enter the details and tick the appropriate boxes

a. You can remove and add Director details

6. Click the Next button

You will see a screen similar to the following.

Licence Holder Details

Licence holder details

* Company Name:
* Do you trade under any other name?

# Trading Name

ACN / ARBN:

ABN

Business Address

#  Country
* Slate
Address Line 1

Address Line 2

*  Suburb:

Does your business have multiple office locations?

+  Email address:
*  Confirm email address:

Contact Phone (a minimum of one number required)
Mobile
Work Phone:

Primary Contact's Role

Body Corporate - Director - Details

Role %

Full Name:

Date of Birth
Email address:
Mobile

Remove person

Add another person

Previous Next %

Primary Contact Details Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Dedlaration Con|

DEPT OF JUSTICE

®Yes UNo

Security is Us

Not provided

29206713203

Australia v

TAS ~

‘1 Citizen Street

HoBART Pastcode: [7000

* Postal Address As Above

Yes ® No

huh n.citizen@justice tas.gov.au

ﬁohn citizen@justice.tas.gov.au

0400000000

(please include area code)

Director

Director
Mr John Citizen

02/08/1996

john.citizen@justice.tas.gov.au

0400000000
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You will be taken to the Activity Details screen.
It will state that the activities are inherited from the Licence Manager details tab.
You will need to:

7. Click the Next button

You will see a screen similar to the following.

Activity Details

Primary Contact Details Licence Holder Details Activity Details Licenced Manager Details  Questions Supporting Docs  Review Declaration  Confirmation

Activities are inherited from the Licenced Manager details

Previous Next %

You will be taken to the Licenced Manager Details screen.
You will need to:
8. Add the licence number of your Manager
9. Click on the Add Licenced Manager link
10. Click on the Next button

You will see a screen similar to the following.

Licenced Manager Details

Primary Contact Details Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

Please add your Licenced Manager details below by completing the following steps:

1. Add licence number of your Manager (Agent)

2. Select the Add Licenced Manager link.

* Licenced Manager

Please enter the Tasmanian licence number of your licenced manager. A licenced manager must hold a current Security Agent - Individual licence in Tasmania.

Licence Number: 1002 % Add Licenced Manager %
Previous MNext %

You will be taken to the Questions screen.

As a licence holder you need to answer a set of ‘suitability’ questions where you must declare ALL
prior offences with or without convictions and pending court cases on your application form.

If you answer Yes to any of the following a typing field will appear for you to enter details into.

You will need to:

11. Click the Yes or No options
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a. When applying as a Director, you will have additional questions to answer.
12. Click the Next button located at the bottom of the screen

You will see a screen similar to the following.

Questions

Primary Contact Details Licence Holder Details | Activity Details Licenced Manager Details Questions Supporting Docs Review Dedaration Confirmation

Licence Related Questions

All questions must be answered either Yes or No. If you are unsure whether to declare a certain charge or incident, remember it is better to provide us with too much information rather than none at all, as it is an offence not to declare your
previous history and you risk prosecutien. Disclasure of previous charges, findings of guilt (without a conviction recorded), convictions or diversions, family viclence orders or restraint / interim restraint orders does not automatically disqualify you
from holding a licence. However failure to disclose charges, findings of guilt (without a conviction recorded) convictions or diversions, family violence orders or restraint / interim restraint orders may result in your licence being rejected and

prosecution action being commenced. OFFENCES Applicants must declare ALL prior affences with or without convictions and pending court cases on their application form, no matter how long ago they occurred

Has the body corperate ever been convicted of any offence, or are any court proceedings pending?

Yes

® No

Has the bady corperate been, or is it now. suspended or disqualified frem practising or carrying on an occupation, trade or business under a law of this State or elsewhere?
Yes

® No

Has the bedy corperate been or is it now, being wound up, or under official management or receivership?
Yes

® No

Has any director EVER been charged, found guilty (without a conviction recorded) or convicted of an offence involving assault or violence in any country?
Yes

® No

Has any director EVER been the subject of a restraint erder / family violence order or interim restraint order / interim family violence order?

Yes

® No

You will be taken to the Supporting Docs screen.

Every document you need to upload will be listed and named. Some of these documents are
marked mandatory and include Expiring documents.

You need to make sure that all documents are in a digital format (i.e. PDF, Jpg, Jpeg)

To find out what documents you need to give us as supporting evidence, read the Conveyancing
licence page at www.cbos.tas.gov.au/topics/licensing-and-registration

You will need to:

13. Click the Choose File button

107

Guide to online licensing for Security Agents



http://www.cbos.tas.gov.au/topics/licensing-and-registration

You will see a screen similar to the following.

Supporting Docs

Primary Contact Details Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

John Citizen - (Director) - Supporting Documentation
Mo supporting documents needed.

Licence - Supporting Documentation

Bankruptcy Report (mandatory)

Choose a file to upload Choose FE’ Na file chosen Upload

You will need to select the appropriate document from your computer or USB or other device.
You will need to:

14. Click on the document

15. Click the Insert or Open button

You will see a screen similar to the following.

(o Narme Date modified Type Size ()
VG Eall};ruptcy Report TEST.docx 24/02/2017 309 PM  Microsoft Word D... 13 KB
"L Bankruptcy Report TEST.pdf 6/03/2018 242 PM  Adobe Acrobat D... 147 KB
"L Baton and handcuffs.pdf 8/ 018 1:43 PM Adobe Acrobat D... 148 KB
0= Company or Business Names Extract TEST.docx Microsoft Word D... 13 KB
"L Company or Business Mames Extract TEST.pdf 8/ 01812:09 PM  Adobe Acrobat D... 150 KB
" 0| CV TEST.docx 24, 2017 311 PM Microsoft Word D... 13 KB
=L CV TEST.pdf 20/11/2017 1:21 PM Adobe Acrobat D... 141 KB
- v M=| Deg Registration Certificate.docx 16/04/2018 1:41 PM Microsoft Word D... 12 KB v
File name: | Bankruptcy Report TEST.pdf v| All Files ~
You will be returned to the Supporting Docs screen.
You will need to:
16. Click on the Upload button to save the document to the form
17. Repeat this process until you have uploaded all related documents
18. Click the Next button
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You will see a screen similar to the following.

Supporting Docs

PrimaryC@ﬁllactDetails Licence Holder Details Activity Details Licenced Manager Details (uestions Supporting Docs Review Declaration Confirmation

John Citizen - (Director) - Supporting Documentation
Mo supporting documents needed.

Licence - Supporting Documentation
Bankruptcy Report (mandatory)

Uploaded Files
Bankruptcy Report TEST pdf

Choose a file to upload: Choase File | Mo file chosen Uploadﬁ

Company/Business Name Registration (mandatory)

Choose a file to upload: Choose File | No file chosen Upload

Qualifications (mandatory)

Please provide a copy of your Training Certificate from a Registered Training Organisation

Choose a file to upload: Choose File | Mo file chosen Upload

Are you having trouble uploading your documents or don't have access to a scanner or imaging device?
LINC Tasmania (Libraries and Online Access Centres) will provide assistance with this.

Take your documents and your application reference number in to your local LINC Tasmania and staff can assist.

Previous Next %

You will be taken to the Review screen.

Please check to see if this information is correct.
If you want to make changes, you will need to:

19. Click the Previous button until you get to the page where you need to make changes.
If you are OK with the information on the Review screen, you will need to:

20. Click the Next button

109
Guide to online licensing for Security Agents




You will see a screen similar to the following.

Review

Primary Contact Retails Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review

Primary contact details
Full Name:

Gender

Date of Birth:

Drivers/Rider Licence Issuing Authority:
Drivers/Rider Licence Number:

Unique Student Identifier:

Residential Address:

Postal Address
Email address:
Mobile:

Homsa Phone:

Work Phone:

Preferred method of correspondance:

Licence holder details

Company Name:

Trading Name:
ACN / ARBN:

ABN:

Business Address:

Mr John Citizen
Male
02/08/1996
Tasmania

123456

1 Citizen Street
HOBART

TAS 7000 Australia
From 02/08/1996

Same as Residential Address
john.citizen@justice tas.gov.au

0400000000

Email

DEPT OF JUSTICE

Security is Us

25206713203

1 Citizen Street

Declaration Confirmation

HOBART

TAS 7000 Australia

You will be taken to the Declaration screen.

You must agree to the items listed before you can submit your application for processing by a licence
officer.

You will need to:
21. Click on each to confirm with a tick
22. Click the Submit button

When you click the Submit button you will receive a notification that your application has been
received. If your preferred method of contact is by SMS, you will receive a link to log into your My
Licence account to print out your application receipt. If you selected your email address, you will
receive a link to your My Licence account plus an attached document.

Your application receipt will include all of the outstanding actions that you need to complete before
your licence can be assessed.
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You will see a screen similar to the following.

Declaration

Primary Contact Details Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

% Declaration

| confirm that the information supplied in this application is true and comrect. | understand that if | supply details that are incorrect or do not provide information that is required, | may be unable to get a licence. | can be fined under the Security
and Investigations Agents Act 2002 | agree to the disclosure of any information needed to verify details | have given in this application

¥ | hereby consent to a check of the records of Tasmania Police and other Australian police jurisdictions and to the release of palice records recorded against my name. In consideration of Tasmania Police releasing police records, | hereby
indemnify the services of the CrimTrac Agency, other police jurisdictions and the State of Tasmania, its servants and agents including all members of the Department of Police and Emergency Management, against all actions, suits,
proceedings, causes of action, costs. claims and demands whatsoever that may be brought or made against it er them by anybody or person by reason of, or arising out of, the release of police recerds recorded against my name or

purporting to either relate to or concern me

# | have read, understood and hereby agree to comply with the Crowd Contrallers Code of Conduct

Pravious Submit

Paying your fees

You will be taken to the first Confirmation screen.

CBOS is unable to start processing your application until you have paid your fees and provided
us with the correct information and documents.

To finalise your application you need to:
. Pay your fees by credit card online; or

. Download and print the Application Receipt and take this to Service Tasmania to make
payment; or

. Write down the Application Receipt reference number and take this to Service
Tasmania to make payment

° Make sure you read any other instructions that are listed in this section, i.e. prove your
identity

You will need to:

1. Download, print or write down the Application Receipt reference number and take to
a Service Tasmania shop to make payment; or

2. Click the Pay Now button and pay by credit card
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You will see a screen similar to the following.

Confirmation

s

Primary Contact Details Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

Thank you for submitting the Occupational Licensing Form. This application has been submitted for processing.

Please record the application reference number below.

Finalising an application
‘You should now either:

» Download the Renewal Receipt and Print it; OR Q
« Write down the Application Reference Number: 637179621
Completing your Renewal
1. Pay outstanding fees of 5750.25
o This can be done through My Licence or at any Service Tasmania branch
We cannot begin to process your application until these steps have been completed.

Fact Sheet: Proof of |dentity

Pay Now JQ

Online payment

If you selected the Pay Now button you will be taken to the next Confirmation screen where you
enter your credit card details.

You will need to:
1. Enter the card holder name
2. Enter the credit card number
3. Enter the expiry date on the credit card
4. Enter the CVC number located on the back of the credit card
5

Click the Pay button
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You will see a screen similar to the following.

Confirmation

s

Primary Contact Details Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

Enter credit card details and click Pay to make payment
NOTE: Don't use the back button or refresh the page after clicking the Pay button. Doing se may result in your credit card being charged the fee twice.
Payment Summary
DEPT OF JUSTICE. Total amount: $825.25
Paying for: Licence Fee: 705.25
Criminal History Check: 45.00
Fingerprint Fee: 75.00

Accepted Card Types:  VISA c\
Card Holder Name: | John James Citizen *
Card Number:  |yaooooonoom0004 *
Expiry: |02 v [/|2019 ¥ |+
CVN:  |g45 |
Amount:  §82525

Pai Cancel

You will be taken to the last Confirmation screen.

When you click the Pay button you will receive a notification that your application has been paid. If
your preferred method of contact is by SMS, you will receive a link to log into your My Licence
account to print out your payment receipt. If you selected your email address, you will receive a link
to your My Licence account plus an attached payment receipt.

You can:
6. Download and print your payment receipt

You will see a screen similar to the following.

Confirmation

Primary Contact Details Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

Thank you for your payment

Payment Confirmation

Fees Paid
Applicant / Card Holder Name Details Amoun
DEPT OF JUSTICE Licence Fee: 705.25 $825 .25

(Criminal History Check: 45 00
Fingerprint Fee: 75.00

Receipt No- 7082345374
$825.25 was charged to card x000¢ s000¢ xooo 0004

Click here to download receipt %

Return %

If you click the Return button you will be taken back to the Confirmation screen that lists the
outstanding tasks you need to complete before the licensing unit can assess your renewal.
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Apply for a Body Corporate - Agent licence

To apply for your licence, you will need an internet connection.

Start your application

You will need to:

1. Open your browser (i.e. Internet Explorer) and copy and paste the URL address:
www.cbos.tas.gov.au/ into the browser.

2. Click the Licensing and registration option

You will see a screen similar to the following.

We are Tasmania
building and cc

Building and promoting a fair
marketplace

Work with vulnerable people

mmm Understand my consumer rights
9 - = 3

Get my builder's licence

Know my rights as a tenant

Claim my rental bond back

Housing

Renting, buying and selling property,
building and renovating, retirement
villages, boarding houses, retail tenancy

Products and services

Refunds, returns, repairs, warranties,
online shopping, contracts, advertising,
prepaid funerals

B

Technical regulation

Information for building services
providers, plumbers, gas-fitters, auto gas-
fitters, electricians and Local Government

BE o

Licensing and registration

Building services providers; electricians;
plumbers; gas-fitters; auto gas-fitters;
security agents: motor vehicle traders;
conveyancers; working with vulnerable

people; CPD

Clubs and fundraising

Register, update, manage, or search for
an incorporated association, or register
to collect for charities

XK

Resources and tools

Forms, publications, reports and
legislation

You will need to:

3. Click Licensed Occupations

4. Click Security and investigations agent licences

5. Click Body Corporate - Agent
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You will see a screen similar to the following.

Licensing and Registration

Licensed Occupations % < Licensed Occupations

Apply for, renew, update and cancel a licence; A . .

add an occupation to a licence; replace a licence B.l-"ldmg services pl'O'U'IdEI‘

card: if you are a building services provider, b3 licences 3
electrician, plumber, gas-fitter, auto gas-fitter, Applying for a building services provider licence

security and investigation agent. motor vehicle
trader, or conveyancer

Electrical licences

Apply for registration Applying for an electrical licence in Tasmania ?
Apply to register to work with vulnerable people; 3
and co-operatives Plumbing licences
Applying for a plumbing licence in Tasmania ’
Licence and registration fees
. Gas-fitting licences
Access My Licence account ) 9 o _ _ 3
Change your contact details; replace a Applying for a gas-fitting licence in Tasmania
licence card; add a nominated manager or
Director; print a licence certificate . .
Auto gas-fitting licences
Applying for an auto gas-fitting licence in >

Search licensed occupations Tasmania

Search for a licensed trade or building services

provider, conveyancer, motor vehicle trader, > Owner builder permit
security agent or asbestos licence holder.
Applying for an owner builder permit in Tasmania
CPD (Continuing Professional . . L.
Development) J Security and investigation agent %
? licences
CPD - Continuing Professional Development >

Applying for a security and investigation agent
licence in Tasmania

You will be taken to the information page for Body Corporate -Agent.
You will need to:

6. View and read what information you need to provide and the questions you will need
to answer.

7. View and read the Checklist and what documents you need save into a digital format
and upload to your electronic application as supporting evidence of your licence
application.

8. Select the ‘Apply Now’ button located at the bottom of the Body Corporate - Agent
page.

115

Guide to licensing services online for Security Agents



You will see the following option located at the bottom of the page.

Apply for your licence
Step 1. Save documents to a computer or a storage device like a USB (see checklist)
Step 2. Select Apply Now (below)

Step 3. Pay the licence fee online or at any Service Tasmania shop

Apply Now %

Step 4. Have a photo taken for your licence card at any Service Tasmania shop and prove your identity

Fill out the online form

You will be taken to Application Start page of the online form.

When you see an astrix * on the online renewal form it means that you must type information
into the form or make a selection to progress your renewal to the ‘Next’ page.

You will need to make a selection:

1. Click Yes or No to answer whether you hold a Tasmanian Occupational Licence

a. If you Click Yes you will be prompted to log into your My Licence account

2. Click the Security licence as the licence area

3. Click Body Corporate — Agent as the licence type

4. Click Yes or No in response to the ABN question
a. If you Click Yes you will need to provide your ABN number
b. Click on the Search button

5. Click Yes or No to use the ABN for the application

6. Click the intended licence holder or if someone is filling in the application form on

your behalf
7. Click the Start Application button

In the case below, the licence holder is not applying for mutual recognition.
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You will see a screen similar to the following.

Application Start

Type of application

« Do you hold, or are you a Director / Partner or a Primary Contact for a Tasmanian
Occupational Licence?

+ (Choose a licence area:

= What licence type do you wish to apply for?

* Does the intended Licence Holder have an ABN?

# Are you:

Start Ap pllcation_%

This is the first page for applying for & licence. After completing this form, you should print the application receipt and take it to Service Tasmania
Please read the information on applying before starting this process. (Note: Interstate applicants should read Interstate or New Zealand Applicants.)

Yes
® No Q

Electrical, Plumbing, Gas Fitting and Automotive Gas
Fitting

Building Services Provider

Motor Vehicle Trader

Security Licence [ %

Conveyancer

Individual - Agent
Security Employee %
Body Corporate - Agent
® Yes %
No

ABN: (29205713203 Search

.

.

ABN Lookup
DEPT OF JUSTICE
State Government Entity
Active

TAS T000

Use these details for application?
® Yes
No %
] A Director and the Primary Contact for managing the Licence

The Primary Contact for managing the Licence.
Someone filling in the application on behalf of the intended Licence Holder.

Important: Your application will be saved automatically after you have added personal details and you will be sent an emailisms that gives instructions on how to return to your form

You will be taken to the Personal Details (Primary Contact) screen.

You will need to:

8. Enter your details and tick the appropriate boxes

c. Make sure you click the option of how you would like to be communicated to
in future (mobile number or email address) (mandatory)

9. Click the Next button

You will receive a notification via your preferred method of contact that will give you a reference
number for your application that you have started.

It is at this time a My Licence Account has been set-up for you.

If you are unable to complete your licence application in one sitting and need to go back to your
application, you can follow the steps for Logging into your My Licence account, Page 10. You will
need to use the reference number we sent you to log into your My Licence account and continue

your application.
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You will see a screen similar to the following.

Personal Details

No first given name

identity? (current or expired within the last 2 years)

* Drivers/Rider Licence Issuing Authority Tasmania v
*  Drivers/Rider Licence Number: 123456
Unique Student Identifier;
Residential Address
* Country Australia
+ State: TAS v

*  Address Line 1: 1 Citizen Street

Address Line 2
*  Suburb: HOBART

* | have resided at this address since

| Postal Address As Above
*  Either Email Address or Mobile Number is mandatory
* Email address: john.citizen@justice tas.gov.au
* Confirm email address: john citizen@justice tas gov.au

What phone numbers can we contact you on? A minimum of one number must be provided

Mobile 0400000000
Home Phonae:
Work Phone:

*  Whatis your preferred method of correspondence? Mobile '® Email

Please check you have listed accurate Mobile Phone/Email Address details

.

Primary Contact Details Licence Holder Details Activity Detalls Licenced M Details Q Supporting Docs  Review Declaration Confirmation
(*) Denotes mandatory field
Primary contact details
Title Mr v
* Name John Citizen

* Have you ever been or are you currently known by any other names? Yes ® No

* Gender Male v

* Date of Birth 02 /08 /| 1996

*  Country of Birth Australia

= State: TAS v

* Birthplace/Town HOBART

* Do you intend to present your Drivers/Rider Licence to confirm your '®Yes () No, | intend to use other documents

Postcode: (7000

| 027/ 08 /| 1996 | (Please provide at least the year)

(please include area code)

(please include area code}
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You will be taken to the Licence Holder Details screen.
It is assumed you have read Add or remove a Director on Page 25.
You will need to:
10. Enter the details and tick the appropriate boxes
b. You can remove and add Director details
11. Click the Next button

You will see a screen similar to the following.

Licence Holder Details

Primary Contact Details Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Conf

Licence holder details

# Company Name: DEPT OF JUSTICE
Do you trade under any other name? ®Yes ONo

#  Trading Name: Security is Us
ACN/ARBN Not provided
ABN 29206713203

Business Address

*  Country Australia v
*  State: TAS v
*  Address Line 1 |1 Citizen Street

Address Line 2

#  Suburb HOBART Postcode: [7000

| Postal Address As Above

Does your business have multiple office locations? Yes ® No
#  Email address |iohn.citizen@justice.tas.gov.au
*  Confirm email address: |iohn citizen@justice.tas.gov.au

Contact Phone (a minimum of one number required)

Mobile: 0400000000

Work Phone: (please include area code)

Primary Contact's Role: Director

Body Corporate - Director - Details

Role: % Director

Full Name Mr John Citizen

Date of Birth 02/08/1996

Email address john.citizen@justice tas.gov.au
Mobile 0400000000

Remove person

Add another person

Previous Next %
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You will taken to the Activity Details screen.
It will state that the activities are inherited from the Licence Manager details tab.
You will need to:

12. Click the Next button

You will see a screen similar to the following.

Activity Details

Primary Contact Details Licence Holder Details Activity Details Licenced Manager Details  Questions Supporting Docs  Review Declaration  Confirmation

Activities are inherited from the Licenced Manager details

Previous Next %

You will be taken to the Licenced Manager Details screen.
You will need to:
13. Add the licence number of your Manager
14. Click on the Add Licenced Manager link
15. Click on the Next button

You will see a screen similar to the following.

Licenced Manager Details

Primary Contact Details Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

Please add your Licenced Manager details below by completing the following steps:

1. Add licence number of your Manager (Agent)

2. Select the Add Licenced Manager link.

* Licenced Manager

Please enter the Tasmanian licence number of your licenced manager. A licenced manager must hold a current Security Agent - Individual licence in Tasmania.

Licence Number: 1002 % Add Licenced Manager %
Previous MNext %

You will be taken to the Questions screen.

As a licence holder you need to answer a set of ‘suitability’ questions where you must declare ALL
prior offences with or without convictions and pending court cases on your application form.

If you answer Yes to any of the following a typing field will appear for you to enter details into.

You will need to:

16. Click the Yes or No options
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a. When applying as a Director, you will have additional questions to answer.
17. Click the Next button located at the bottom of the screen

You will see a screen similar to the following.

Questions

Primary Contact Details Licence Holder Details | Activity Details Licenced Manager Details Questions Supporting Docs Review Dedaration Confirmation

Licence Related Questions

All questions must be answered either Yes or No. If you are unsure whether to declare a certain charge or incident, remember it is better to provide us with too much information rather than none at all, as it is an offence not to declare your
previous history and you risk prosecutien. Disclasure of previous charges, findings of guilt (without a conviction recorded), convictions or diversions, family viclence orders or restraint / interim restraint orders does not automatically disqualify you
from holding a licence. However failure to disclose charges, findings of guilt (without a conviction recorded) convictions or diversions, family violence orders or restraint / interim restraint orders may result in your licence being rejected and

prosecution action being commenced. OFFENCES Applicants must declare ALL prior offences with or without convictions and pending court cases on their application form, no matter how long ago they occurred
Has the bady corporate ever been convicted of any offence, or are any court proceedings pending?
Yes
® No
Has the bady corperate been, or is it now. suspended or disqualified frem practising or carrying on an occupation, trade or business under a law of this State or elsewhere?
Yes
® No
Has the bedy corperate been or is it now, being wound up, or under official management or receivership?
Yes
® No
Has any director EVER been charged, found guilty (without a conviction recorded) or convicted of an offence involving assault or violence in any country?
Yes
® No
Has any director EVER been the subject of a restraint erder / family violence order or interim restraint order / interim family violence order?

Yes

® No

You will be taken to the Supporting Docs screen.

Every document you need to upload will be listed and named. Some of these documents are
marked mandatory.

You need to make sure that all documents are in a digital format (i.e. PDF, Jpg, Jpeg)

To find out what documents you need to give us as supporting evidence, read the Conveyancing
licence page at www.cbos.tas.gov.au/topics/licensing-and-registration

You will need to:

18. Click the Choose File button

121

Guide to online licensing for Security Agents


http://www.cbos.tas.gov.au/topics/licensing-and-registration

You will see a screen similar to the following.

Supporting Docs

Primary Contact Details Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

John Citizen - (Director) - Supporting Documentation
Mo supporting documents needed.

Licence - Supporting Documentation

Bankruptcy Report (mandatory)

Choose a file to upload Choose FE’ Na file chosen Upload

You will need to select the appropriate document from your computer or USB or other device.
You will need to:

19. Click on the document

20. Click the Insert or Open button

You will see a screen similar to the following.

(o Narme Date modified Type Size ()
VG Eall};ruptcy Report TEST.docx 24/02/2017 309 PM  Microsoft Word D... 13 KB
"L Bankruptcy Report TEST.pdf 6/03/2018 242 PM  Adobe Acrobat D... 147 KB
"L Baton and handcuffs.pdf 8/ 018 1:43 PM Adobe Acrobat D... 148 KB
0= Company or Business Names Extract TEST.docx Microsoft Word D... 13 KB
"L Company or Business Mames Extract TEST.pdf 8/ 01812:09 PM  Adobe Acrobat D... 150 KB
" 0| CV TEST.docx 24, 2017 311 PM Microsoft Word D... 13 KB
=L CV TEST.pdf 20/11/2017 1:21 PM Adobe Acrobat D... 141 KB
- v M=| Deg Registration Certificate.docx 16/04/2018 1:41 PM Microsoft Word D... 12 KB v
File name: | Bankruptcy Report TEST.pdf v| All Files ~
You will be returned to the Supporting Docs screen.
You will need to:
21. Click on the Upload button to save the document to the form
22. Repeat this process until you have uploaded all related documents
23. Click the Next button
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You will see a screen similar to the following.

Supporting Docs

PrimaryC@ﬁllactDetails Licence Holder Details Activity Details Licenced Manager Details (uestions Supporting Docs Review Declaration Confirmation

John Citizen - (Director) - Supporting Documentation
Mo supporting documents needed.

Licence - Supporting Documentation
Bankruptcy Report (mandatory)

Uploaded Files
Bankruptcy Report TEST pdf

Choose a file to upload: Choase File | Mo file chosen Uploadﬁ

Company/Business Name Registration (mandatory)

Choose a file to upload: Choose File | No file chosen Upload

Qualifications (mandatory)

Please provide a copy of your Training Certificate from a Registered Training Organisation

Choose a file to upload: Choose File | Mo file chosen Upload

Are you having trouble uploading your documents or don't have access to a scanner or imaging device?
LINC Tasmania (Libraries and Online Access Centres) will provide assistance with this.

Take your documents and your application reference number in to your local LINC Tasmania and staff can assist.

Previous Next %

You will be taken to the Review screen.

Please check to see if this information is correct.
If you want to make changes, you will need to:

24. Click the Previous button until you get to the page where you need to make changes.
If you are OK with the information on the Review screen, you will need to:

25. Click the Next button

123
Guide to online licensing for Security Agents




You will see a screen similar to the following.

Review

Primary Contact Retails Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review

Primary contact details
Full Name:

Gender

Date of Birth:

Drivers/Rider Licence Issuing Authority:
Drivers/Rider Licence Number:

Unique Student Identifier:

Residential Address:

Postal Address
Email address:
Mobile:

Homsa Phone:

Work Phone:

Preferred method of correspondance:

Licence holder details

Company Name:

Trading Name:
ACN / ARBN:

ABN:

Business Address:

Mr John Citizen
Male
02/08/1996
Tasmania

123456

1 Citizen Street
HOBART

TAS 7000 Australia
From 02/08/1996

Same as Residential Address
john.citizen@justice tas.gov.au

0400000000

Email

DEPT OF JUSTICE

Security is Us

25206713203

1 Citizen Street

Declaration Confirmation

HOBART

TAS 7000 Australia

You will be taken to the Declaration screen.

You must agree to the items listed before you can submit your application for processing by a licence
officer.

You will need to:
26. Click on each to confirm with a tick
27. Click the Submit button

When you click the Submit button you will receive a notification that your application has been
received. If your preferred method of contact is by SMS, you will receive a link to log into your My
Licence account to print out your application receipt. If you selected your email address, you will
receive a link to your My Licence account plus an attached document.

Your application receipt will include all of the outstanding actions that you need to complete before
your licence can be assessed.
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You will see a screen similar to the following.

Declaration

Primary Contact Details Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

% Declaration

| confirm that the information supplied in this application is true and comrect. | understand that if | supply details that are incorrect or do not provide information that is required, | may be unable to get a licence. | can be fined under the Security
and Investigations Agents Act 2002 | agree to the disclosure of any information needed to verify details | have given in this application

¥ | hereby consent to a check of the records of Tasmania Police and other Australian police jurisdictions and to the release of palice records recorded against my name. In consideration of Tasmania Police releasing police records, | hereby
indemnify the services of the CrimTrac Agency, other police jurisdictions and the State of Tasmania, its servants and agents including all members of the Department of Police and Emergency Management, against all actions, suits,
proceedings, causes of action, costs. claims and demands whatsoever that may be brought or made against it er them by anybody or person by reason of, or arising out of, the release of police recerds recorded against my name or

purporting to either relate to or concern me

# | have read, understood and hereby agree to comply with the Crowd Contrallers Code of Conduct

Pravious Submit

Paying your fees

You will be taken to the first Confirmation tab.

CBOS is unable to start processing your application until you have paid your fees and provided
us with the correct information and documents.

To finalise your application you need to:
. Pay your fees by credit card online; or

. Download and print the Application Receipt and take this to Service Tasmania to make
payment; or

. Write down the Application Receipt reference number and take this to Service
Tasmania to make payment

° Make sure you read any other instructions that are listed in this section, i.e. prove your
identity

You will need to:

1. Download, print or write down the Application Receipt reference number and take to
a Service Tasmania shop to make payment; or

2. Click the Pay Now button and pay by credit card
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You will see a screen similar to the following.

Confirmation

Primary Contact Details Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation
Thank you for submitting the Occupational Licensing Form. This application has been submitted for processing.

Pleass record the application reference number below.

Finalising an application
‘You should now either: I,\\,

« Download the Application Receipt and Print it OR Q
« WWrite down the Application Reference Mumber: 637179631

Completing your Application
1. Pay outstanding fees of $825.25
o This can be done through My Licence or at any Service Tasmania branch
2. John Citizen - Attend Service Tasmania Q
o Have your identity verified
3. John Citizen - Contact Tasmanian Police for finger print check Q
e cannot begin to process your application until these steps have been completed.
Fact Sheat Proof of |denfity
What should | take to Service Tasmania? %

« Your application receipt
«» Identification

Pay Now %
| S |

Online payment

If you selected the Pay Now button you will be taken to the next Confirmation screen where you
enter your credit card details.

You will need to:
1. Enter the card holder name
2. Enter the credit card number
3. Enter the expiry date on the credit card
4. Enter the CVC number located on the back of the credit card
5. Click the Pay button
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You will see a screen similar to the following.

Confirmation

s

Primary Contact Details Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

Enter credit card details and click Pay to make payment
NOTE: Don't use the back button or refresh the page after clicking the Pay button. Doing se may result in your credit card being charged the fee twice.
Payment Summary
DEPT OF JUSTICE. Total amount: $825.25
Paying for: Licence Fee: 705.25
Criminal History Check: 45.00
Fingerprint Fee: 75.00

Accepted Card Types:  VISA c\
Card Holder Name: | John James Citizen *
Card Number:  |yaooooonoom0004 *
Expiry: |02 v [/|2019 ¥ |+
CVN:  |g45 |
Amount:  §82525

Pai Cancel

You will be taken to the last Confirmation screen.

When you click the Pay button you will receive a notification that your application has been paid. If
your preferred method of contact is by SMS, you will receive a link to log into your My Licence
account to print out your payment receipt. If you selected your email address, you will receive a link
to your My Licence account plus an attached payment receipt.

You can:
6. Download and print your payment receipt

You will see a screen similar to the following.

Confirmation

Primary Contact Details Licence Holder Details Activity Details Licenced Manager Details Questions Supporting Docs Review Declaration Confirmation

Thank you for your payment

Payment Confirmation

Fees Paid
Applicant / Card Holder Name Details Amoun
DEPT OF JUSTICE Licence Fee: 705.25 $825 .25

(Criminal History Check: 45 00
Fingerprint Fee: 75.00

Receipt No- 7082345374
$825.25 was charged to card x000¢ s000¢ xooo 0004

Click here to download receipt %

Return %

If you click the Return button, you will be returned to the screen that lists the outstanding tasks that
you need to complete before the licensing unit can assess your application.
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Technical information

Technology needed

You will need some tech
° A computer
. Adobe Acro
. An internet
. A scanner

o A printer

° Recommended access to a computer with an internet browser software; Explorer,

nology to complete the online process.

bat Reader or Open Office software for your computer

connection

Firefox, Chrome or Safari.

LINC Tasmania locations have the equipment you need to access the new online licensing

service.
Glossary
Term Definition
CBOS Consumer, Building and Occupational Services
ITGCC Integrated Telephone Government Contact Centre. Switchboard or
Publics initial form of contact
(0] Client Services Officer

Licence Holder

A Licence Holder may be a person, business entity or Municipal
Council

My Licence

This is an account that CBOS has created for you that contains your
contact details and documents that you upload when you renew
your licence. My Licence does not contain documentation that was
lodged with CBOS prior to 1 June 2018. It does keep information
though that you lodge after this date.

Digital format

Documents used as evidence for your application need to be in a
digital format such as PDF, Jpg, Jpeg; text

Formats that are not accepted are Word, Excel and
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Privacy and security

Your privacy online

Your personal information is protected under the Personal Information Protection Act 2004.
We will ensure that your personal information will not be used or disclosed to other State
institutions and authorities except if required or allowed by law.

Access details CBOS keeps

When accessing your online account, the following information is recorded for statistical purposes:

. Your user id
. The date and time you logged into a licence record
. The actions performed by you while accessing the licence record

Terms of use

By logging into licensing services online you declare that any updates you provide in relation to the
following are true and correct:

. You are the authorised account owner
. You are the authorised officer representing a business

Penalties may be imposed for giving false or misleading information.
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