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Executive Summary

Research Methodology

This report sets out guidance on how to obtain criminal records disclosure on individuals in 63 countries.
It includes countries from both within the European Economic Area (EEA) and countries outside of the
EEA selected due to the frequency by which nationals of those countries seek employment in the UK.
The guidance is aimed to assist employers and employees, (including prospective employees as part of a
recruitment process), to obtain criminal record checks from overseas locations.

The country processes have been developed largely from the perspective of the individual obtaining their own
criminal record check, however it has been noted where it is possible for a third party or employer to obtain
the criminal record check on behalf of the individual with appropriate consents.

Our research approach utilises the following sources and findings were considered valid at the time of enquiry:

e Government Authorities directly responsible for the processing of criminal record checks e.g. Ministry
of Justice, Interior Ministry, National or Federal Police Force as relevant;

e Embassies and Consulates of required countries both in the UK and in-country where required;

e Representative Legal Counsel in-country;

e Wider open and closed source research materials.

Methods of Application

The application process for obtaining criminal record checks varies significantly between countries. All
countries permitted the individual to obtain a copy of their own criminal record or confirmation of no penal
record depending on the reporting requirement. However only a third of countries had an online process
(including those that download application forms to then send in the post) and these were typically countries
that had more sophisticated and centralised systems and databases for the management of criminal records.

Over half of countries compensated for not having an online presence by enabling checks to be initiated
through their UK embassies and consulates. Typically those countries that insisted on individuals only applying
directly and in person would largely be managing a more provincial system of criminal record management
where individual records were kept at a local administrative office or police station.

Turnaround times were inconsistent across the range of countries however those countries offering online
processes typically posted faster turnaround times that those operating a provincial and local process.
Turnaround times would vary from instant to 3-6 months in some cases. The average turnaround time cited
for countries was between 10-15 working days.

The reliability of data is often determined by the sophistication of record keeping and the systems that support
the maintenance of criminal records in-country. Nationally held records are generally considered more reliable
than locally held records, although they are reliant on being kept up to date. Provincial local records may vary
within a country depending on the urban or rural nature of the local administration office or police office.

Disclaimer
We have been instructed by the Centre for the Protection of National Infrastructure (CPNI) to undertake confirmatory research into how to obtain
overseas criminal record checks worldwide.

The information contained in this report reflects previous studies commissioned by CPNI which have been updated and was compiled during
November 2013 — February 2014. This information should be considered current as at the date the research was undertaken.

This report was prepared for CPNI. Capita plc does not assume any responsibility to any other party in respect of this report or any judgments,
conclusions, opinions, findings or recommendations that Capita plc may have formed or made and, to the fullest extent permitted by law, Capita plc
will accept no liability in respect of any such matters to any third party. Should you choose to rely on this report, you will do so at your own risk.

We have satisfied ourselves, so far as possible, that the information presented is consistent with other information which was made available to us
in the course of our work in accordance with our terms of engagement. We have not however sought to establish the reliability of the sources by
reference to other evidence.



Overseas criminal record checks
jurisdiction by country

Quick links to country-specific information within this guide.
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Albania

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies in person
at post office in Albania

Cost 500 ALL
Certificate issued in Albanian

Turnaround 1 week
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Albania

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.



Name of
certificate

Department
responsible for
criminal records

Where to apply
in country

How to apply in
country

Criminal Certificate (Deshmi Penaliteti)

Office of Judicial Status,
Ministry of Justice,

The Judicial Status Office,
Abdi Toptani,

Prane Torre,

Drini,

Tirana,

Albania.

Tel: +355 (0) 4 225 9384/8
Fax: +355 (0) 4 223 4560
Email: mail@justice.gov.al
Web: www.drejtesia.gov.al/

At Albanian post offices. A link to branches is available at:
www.postashqiptare.al/

Obtain an application form from post office or online through Centre
for Official Publications (Qendra e Publikimeve Zyrtare) at:
www.qpz.gov.al

¢ The following information must be provided on the form:

¢ The individual’s full name;

e The name of the individual’s father and mother;

e The individual’s date and place of birth; and

¢ A statement that the applicant does/does not have criminal
convictions.

e When an application is made by the prospective employer, the name
of the employer should be provided in the form. The individual is
required to sign a declaration, authorising the prospective employer
to make the application.

Completed forms must be signed and submitted to any branch of
the Albanian Post Office (see Section 3), either in person or by post,
together with identification.

The Office of Judicial Status does not accept direct applications.

The process for confirming an individual’s identity for a criminal
records check is providing valid ID (passport, national ID card or birth
certificate) with the application at the post office.
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Where to apply
in the UK

How to apply in
the UK

Who can apply

Cost, payment
and turnaround

How results
are presented
and security
features

Languages

Information can be obtained from:
Embassy of the Republic of Albania
33 St George’s Drive

London SW1V 4DG

Tel: +44 (0) 20 7828 8897
Fax: +44 (0) 20 7828 8869
Email: embassy.london@mfa.gov.al
Web: www.albanianembassy.co.uk/

Applications must be made at Albanian post offices (see link to

branches in Section 3).

The application process is the same as that from Albania (see Section
4).

¢ Individuals; and

¢ Prospective employers can apply (with written consent).
The cost of a criminal record check is 500 ALL.

This must be paid in cash.

The turnaround time for processing a criminal records check is
approximately one week.

There is no fast track service available.

A Criminal Certificate will only be issued as a hard copy by post.
The information provided on the criminal records certificate is:

¢ A serial number;

e Reference number; and

¢ The date of issue.

e |t is authorised with a tax stamp and seal of the issuing authority.

Certificates are available only in Albanian.

There is no official translation service available.
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12

Criminal
convictions
listed on
certificate

Confirming
authenticity

The categories of criminal conviction listed on a criminal record
disclosure in Albania are:

¢ Violence against the person (Vepra penale kunder personit);

¢ Sexual offences (Krime seksuale);

e Burglary — theft of goods (Vjedhje e pasurise);

e Robbery — theft by use of violence (Vjedhje me dhune);

¢ Theft by use of firearms (Vjedhje me Arme),;

¢ Theft and handling stolen goods (Vjedhje e pasurise);

¢ Fraud and Forgery (Mashtrimi dhe falsifikimi);

¢ Criminal Damage — destruction of property (Shkaterrimi i prones);

¢ Manufacture and fabrication of narcotic and psychotropic substances
(Prodhimi dhe fabrikimi i substancave narkotike dhe psikotrope);

¢ Production and trade of narcotics (Prodhimi dhe shitja e narkotikeve);

e Traffic in narcotics (Trafikimi i narkotikeve); and

e Motoring offences — Obstruction of means of transportation’s
circulation (Pengimi i garkullimit te mjeteve te transportit).

A conviction stays on a criminal record for the following timeframes
before becoming spent:

¢ Convictions of 10 to 25 years — 10 years;

e Convictions of 5 to 10 years — 7 years;

¢ Convictions of 6 months to 5 years — 5 years; and
e Convictions of 6 months or less — 2 years.

In the case of individuals under 18 years of age, charges and fines for
first time offences will cease to be disclosable after 1 year.

The Legalisation Section of the Albanian Ministry of Foreign Affairs can
legalise a Criminal Certificate with an Apostille.

Legalisation can be carried out immediately. There is a fee of 200 ALL.

Translated copies of a Criminal Certificate can be notarised at a cost of
200-400 ALL.

The Ministry’s contact details are:
Ministry of Foreign Affairs,

6 Bulevardi “Gjergi Fishta”,
Tirana,

Albania.

Tel: +355 (0) 4 236 4090

Fax: +355 (0) 4 236 2084/ +355 (0) 4 236 2085

Email: info@mfa.gov.al

Web: http://mfa.gov.al/web/Ministry_of_Foreign_Affairs_of_
Albania_1_2.php

It is not possible for employers to contact the Office of Judicial Status
directly to confirm the authenticity of a certificate.
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14

15

16

17

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

Sample
documents

None

Law on Personal Data Protection No. 9887

Data Protection Law No. 8517

None

CPNI Guidance Document 2009

None available
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Centre for the Protection Part of Capita plc
of National Infrastructure

Argentina

How to obtain a criminal record check - detailed guidance

Individual/third party (with authorisation) applies in person to
National Recidivism Registry Offices

Applications from UK to Consulate
Fingerprints required

Cost $40-5150 ARS

Certificate issued in Spanish

Turnaround 1-5 days
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Argentina

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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1 Name of
certificate

2 Department
responsible for
criminal records

3 Where to apply
in country

4 How to apply in
country

5 Where to apply
in the UK

Criminal Record Certificate (Certificado de Antecedentes
Penales)

National Recidivism Registry

RNR (National Recidivism Registry — Registro Nacional de Reincidencia),
Tucuman 1353,

Ciudad Autéonoma de Buenos Aires,

C1050AAA,

Argentina.

Tel: +54 (0)11 4123 3033
Fax: +54 (0)11 4123 3070/71/72
Email: infodnr@dnrec.jus.gov.ar

Applications for a Criminal Record Certificate can be made at any of the
following local offices: www.dnrec.jus.gov.ar/Atencion_Particulares.
aspx

In person to local offices (a weblink to addresses is in Section 3). Note
that some local offices require an appointment to be made. Check with
the individual office.

The application form can be found online at:
www.dnrec.jus.gov.ar/SolicitudCertificado/Default.aspx.

The following must be provided:

e Completed and signed application form;

¢ Valid identity document and a copy of document;

¢ Relevant fee/receipt of payment;

e Full set of fingerprints (to be taken beforehand or at the office); and

¢ Power of attorney authorisation form (for third party applications
only).

If a third party is applying, the following authorisation form must be
completed:
www.dnrec.jus.gov.ar/atencion_particulares/Autorizacion.doc

Further information on the process can be found at:
www.dnrec.jus.gov.ar/Reincidencia/default_PDF/Instr_Ing.pdf.

Argentine Consulate,
27 Three Kings Yard,
London,

W1K 4DF

Tel: +44 (0) 20 7318 1340
Fax: +44 (0) 20 7318 1349
Email: clond@mrecic.gov.ar

12
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12

13

14

How to apply in
the UK

Who can apply

Cost, payment
and turnaround

How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

The process is the same as for in country (see Section 4) but
applications must be made in person to the address in Section 5.

Alternatively, the individual can authorise a third party to apply on
their behalf in Argentina, using the process in Section 4.

Further information on the process can be found at:
www.dnrec.jus.gov.ar/Reincidencia/default_PDF/Instr_Ing.pdf.

e Individuals;

¢ Authorised third party; or

¢ If the individual is between 16 and 18 years old, they must be
accompanied by a parent or tutor and provide their birth certificate.

The cost varies depending on turnaround time:

¢ 6 hour process — $150 ARS (only available in Central, La Plata, Lomas
de Zamora, San Martin, Morén, San Isidro and Migrations offices);

e 24-hour process — $100 ARS; or

¢ 5-day process — $40 ARS.

Payment can be made:

¢ VVia www.pagomiscuentas.com/;
e ATMs belonging to the Banelco banking network; or
e Though the home banking services of Banelco or associated banks.

The results are available to access online after the processing time has
passed. A receipt will have been provided at the time of application
which contains a unique number detailing how to access the result.

Further information on the results can be found at:
www.dnrec.jus.gov.ar/Reincidencia/default_PDF/Instr_Ing.pdf.

A sample can be seen in Section 17.

The certificate is available in Spanish only.

All legal actions, sentences and rulings passed in all courts in the
country with authority in criminal jurisdiction are listed on the criminal
record certificate.

Authenticity can be checked online at: www.dnrec.jus.gov.ar/ by

entering the certificate details.

None

No prescriptive guidance on specific legislation available.
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Centre for the Protection Part of Capita plc
of National Infrastructure

Australia

How to obtain a criminal record check - detailed guidance

Individual applies online/by post to the Australian Federal Police
or the State/Territory Police Force (depending on circumstances)

Cost $42 AUD
Certificate issued in English

Turnaround — Australia 24hrs to 15 working days from UK plus postage
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Australia

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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4

Name of
certificate

Department
responsible for
criminal records

Where to apply
in country

How to apply in
country

National Police Certificate (NPC)

Each Australian Police Service holds its own records. For details see:
http://australia.gov.au/topics/law-and-justice/police-services/state-
police-services

Australian Federal Police,
Criminal Records,

Locked Bag 8550,
CANBERRA CITY ACT 2601,
Australia.

Tel: +61 (0)2 6140 6502
Email: AFP-NationalPoliceChecks@converga.com.au
Web: https://afpnationalpolicechecks.converga.com.au/

The Australian Federal Police (AFP) can only provide NPCs for:

¢ Residents of the Australian Capital Territory (ACT), Jervis Bay
Territory and external Commonwealth territories;

* People seeking employment with the Commonwealth Government;

¢ People requiring a check under Commonwealth legislation;

e Australian immigration purposes;

e Where the applicant resides overseas;

e Overseas employment;

¢ Overseas adoption; and

¢ Visa applications for overseas travel.

All other applicants should contact the Criminal Records section of
their relevant State or Territory police service. Each police force has a
different application process. Details of the individual processes can
be found at: http://australia.gov.au/topics/law-and-justice/police-
services/state-police-services

Applying via the AFP
Online
Via the application portal on AFP website — (see Section 3)

¢ A consent form will be generated which must be printed, signed and
uploaded.

¢ |dentification documents must be scanned and uploaded.

¢ Payment must be made by credit card.

¢ An email address must be provided which will be used to send a
receipt of payment and to advise once processing of the application
has been completed.

Please note that the consent form generated during the online
process must be used. The downloadable application form for postal
applications (see below) is not suitable for the online process.

17



Where to apply
in the UK

How to apply in
the UK

By post

Application forms can be downloaded from the application portal
on AFP website (see Section 3) — https://afpnationalpolicechecks.
converga.com.au

¢ The consent form must be submitted no more than three months
after signing it.

e Ensure all paperwork, forms, payment, and identification is secured
to the application.

* Bank cheques and money orders are to be in Australian dollars
(SAUD) and are to be made payable to the Australian Federal Police.

¢ |f paying by bank cheque, it must be from an Australian bank or
financial institution affiliated with an Australian bank. Personal and
company cheques will not be accepted.

¢ Do not include self-addressed/stamped envelopes for return of
certificates. These will not be used or returned.

The completed form, along with copies of the nominated identity
documents and the correct payment, must be posted to the relevant
address in Section 3.

The following requirements must be met when submitting a NPC
application. Failure to meet the required standards will result in the
application not being processed:

e All other names by which they are known or have previously been
known (such as maiden name), must be provided in full, including
given names.

e Date of birth.

¢ Full payment must accompany the application.

¢ Copies of identification documents totalling 100 points must be
provided. Details of the points attributed to identification documents
are provided as part of the application process and can be found at:
https://afpnationalpolicechecks.converga.com.au/static/images/
afp/100_point_checklist.pdf

¢ Do not send original identification documents with the application.

¢ Ensure all the necessary details are submitted, including signed
consent and copies of identification documents.

Fingerprint checks

Certain background checks require fingerprint checks (usually for
immigration purposes) however these are not normally required when
the check id carried for employment application purposes. Please see
the AFP website for further details (Section 3).

Applications from the UK are made at the same locations as those
made in Australia (see Section 3).

The application process is the same as that from Australia (see Section
4).

18
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Who can apply

Cost, payment
and turnaround

How results
are presented
and security
features

Individuals must make the application themselves.
Employers and third parties cannot apply on an individual’s behalf.

Parental consent will be required if the applicant is under 18 years of
age.

Cost

¢ $42.00 for each NPC application from a non-government
organisation (e.g. commercial entities like brokers, migration agents
etc.), a government department or an individual.

Payment

Online application:
e Visa;

e MasterCard; or

e American Express.

Manual application:

¢ Bank cheque, which must be in Australian dollars; or

e Money order obtainable from Australia Post.

¢ Personal and company cheques will not be accepted. Do not send
cash.

An employer can pay for this on behalf of an individual.
Turnaround

The current processing time for a routine NPC is approximately 15
working days from the date it is received by Criminal Records.

Most applications are processed within 24—48 hours.

There is no fast-track service.

Results are posted to the applicant or to another person/organisation
as authorised by the individual in the application.

Certificates issued by all Australian Police services are printed on
secure paper.

The paper has a number of security features including:

¢ A watermark consisting of multiple images of a padlock with two
keys which is visible when held up to the light;

¢ Fluorescent tricolour threads on both sides of the document glow
blue, yellow and red when held under ultra violet light;

¢ A border to the right of the police logos on the front of the
document is printed in micro-type which can be read when viewed
under magnification;

¢ Images on the front are printed in heat sensitive ink and when
moderate heat or friction is applied, they will fade or disappear
momentarily;

¢ Hidden images printed in fluorescent ink and will glow yellow when
viewed under ultra violet light; and

e The certificate is printed in solvent reactive ink.

All certificates are issued as originals without any erasures or

amendments.

19
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11

12

13

Languages

Criminal
convictions
listed on
certificate

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Certificates are available in English.

Spent conviction scheme
Only offences that are not “spent” may be released on certificates.

Spent convictions are where a waiting period has passed and the
individual in question has not re-offended.

The waiting periods for convictions for a Commonwealth, Territory,
State or foreign offence are when:

¢ |t has been 10 years from the date of the conviction (or 5 years for
juvenile offenders);

e The individual was not sentenced to imprisonment for more than 30
months;

¢ The individual has not re-offended during the 10 year (5 years for
juvenile offenders) waiting period; or

¢ A statutory or regulatory exclusion does not apply.

The scheme also covers convictions that have been set aside or
pardoned under Part VIIC of the Crimes Act 1914. An individual whose
conviction is protected does not have to disclose the conviction to any
person, including a Commonwealth authority.

Exclusions

e There are some exceptions which require disclosure of a spent or
protected conviction.

e The Act includes specific exclusions for some positions of
employment. The Attorney-General has also granted exclusions from
the scheme for several categories of employment.

¢ This means that people applying for such positions must declare all
convictions, or any convictions for specific offences, as required for
the specific position.

¢ Details of exclusions should be provided to the applicant by the
employing organisation before consent is sought to obtain a criminal
history check.

Criminal records are kept on file for 105 years.

This country has joined the Hague Convention of 5 October 1961
Abolishing the Requirement of Legalisation for Foreign Public
Documents. This enables criminal record checks to be authenticated
by means of an Apostille. For further information on how to obtain an
Apostille, please see:

www.hcch.net/index_en.php?act=authorities.details&aid=307

There are no official bodies that provide advice on the interpretation of
criminal records information.

20
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15

16

17

Legislation

Pending
changes

Sources of
information

Sample
documents

e The Criminal Code Act 1995 — applicants must not provide false or
misleading information;

e Crimes Act 1914; and

e The Privacy Act 1988 — Office of the Australian Information
Commissioner (OAIC) is responsible for ensuring the protection of
private information relating to individuals. An individual who believes
the standards dealing with disclosure and use of old conviction
information have been breached may apply to the OAIC for an
investigation of the matter. (Handling of personal information by
state and Northern Territory government agencies is not covered by
the Privacy Act).

None

Australian Federal Police

Australian Federal Police websites: https://afpnationalpolicechecks.
converga.com.au; www.afp.gov.au

Australian Government website: http://australia.gov.au/topics/law-
and-justice/police-services/state-police-services

None
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Centre for the Protection Part of Capita plc
of National Infrastructure

Austria

How to obtain a criminal record check - detailed guidance

Individual applies online to Federal Police/in person at the police
directorates or local authorities

Applications from UK — made online to Federal Police/in person at
Embassy

Cost €16 or €30/UK £35.10
Certificate issued in German or English

Turnaround Austria instant/UK 1 to 2 weeks
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Austria

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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Name of
certificate

Department
responsible for
criminal records

Where to apply
in country

Criminal Record Certificate (Strafregisterbescheinigung);
or

Criminal Record Certificate for Employment in Relation
with Children

Federal Police Directorate of Vienna,
Landespolizeidirektion Wien,
Strafregisteramt,

Schottenring 7-9,

1010 Wien,

Austria.

Tele: +43 (0)1 31310-0
Email: LPD-W@polizei.gv.at

Local police station, the police directorates (Landespolizeidirektionen)
or local authorities (municipals).

Addresses are:

LPD Burgenland
Neusiedler Strafie 84

7000 Eisenstadt

Tel: +43 (0)59133/10/0
Fax: +43 (0)59133/10/1009
Email: LPD-B@polizei.gv.at

LPD Karnten

Buchengasse 3

9020 Klagenfurt am Worthersee
Tel: +43 (0)59133/20/0

Fax: +43 (0)59133/20/1009
Email: LPD-K@polizei.gv.at

LPD Steiermark
StraRganger StralRe 280
8052 Graz

Tel: +43 (0)59133/60/0

Fax: +43 (0)59133/60/1009
Email: LPD-ST@polizei.gv.at

LPD Tirol

Standort

Kaiserjagerstralle 8

6020 Innsbruck

Tel: +43 (0)59133/70/0
Fax: +43 (0)59133/70/6009

LPD Tirol

Standort

Innrain 34

6020 Innsbruck

Tel: +43 (0)59133/70/0
Fax: +43 (0)59133/70/1009
Email: LPD-T@polizei.gv.at
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4

How to apply in
country

LPD Niederdsterreich
Neue Herrengasse 15

3100 St. Polten

Tel: +43 (0)59133/30/0

Fax: +43 (0)59133/30/1009
Email: LPD-N@polizei.gv.at

LPD Oberésterreich
GruberstralSe 35

4021 Linz

Tel: +43 (0)59133/40/0

Fax: +43 (0)59133/40/1009
Email: LPD-O@polizei.gv.at

LPD Salzburg

AlpenstraRe 90

5020 Salzburg

Tel: +43 (0)59133/50/0
Fax: +43 (0)59133/50/1009
Email: LPD-S@polizei.gv.at

LPD Vorarlberg
Bahnhofstralie 45

6900 Bregenz

Telephone: +43 (0)59133/80/0
Fax: +43 (0)59133/80/1009
Email: LPD-V@polizei.gv.at

LPD Wien

Schottenring 7-9

1010 Wien

Tel: +43 (0)1 31310-0

Email: LPD-W@polizei.gv.at

Contact details can be found at: www.polizei.gv.at/alle/kontakt.aspx

Individuals can also apply online at: https://apps.egiz.gv.at/
strafregister/ using an electronic signature card/citizen card which can
be obtained from www.buergerkarte.at

Individuals can apply:

Online
At https://apps.egiz.gv.at/strafregister/ using an electronic signature
card/citizen card which can be obtained from www.buergerkarte.at

In person

¢ Application forms can be found at: www.help.gv.at/linkaufloesung/
applikation-flow?flow=FO&quelle=HELP&Ileistung=LA-HP-GL-
Strafregisterbescheinigung

» Take form to local police station, the police directorates
(Landespolizeidirektionen) or local authorities (municipals) (see
Section 3).

¢ Take photo ID (e.g. passport), birth certificate; and marriage
certificate, or divorce decree (if applicable).

¢ Make the payment in cash or credit card.

¢ The certificate will be issued immediately.
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7

8

Where to apply
in the UK

How to apply in
the UK

Who can apply

Cost, payment
and turnaround

Online
At https://apps.egiz.gv.at/strafregister/ using an electronic signature
card/citizen card which can be obtained from www.buergerkarte.at

In person

Austrian Embassy,

18, Belgrave Mews West,
London,

SW1X 8HU

Tel: +44 (0)207 344 3250

Fax: +44 (0)207 344 0292

Email: london-ob@bmeia.gv.at

Web: www.aussenministerium.at/london

Online see Section 4

In person

The applicant has to appear at least once in person (either when filing
the application or when picking up the certificate). It can take several
weeks to receive the certificate.

Take:

¢ Application Form (in German) at: www.help.gv.at/linkaufloesung/
applikation-flow?flow=FO&quelle=HELP&leistung=LA-HP-GL-
Strafregisterbescheinigung ; (see sample in Section 17) and

¢ |D (e.g. passport); birth certificate; and marriage certificate, or
divorce decree (if applicable).

Individuals only

Online or in person from Austria

Cost
€30 (€16 if an employer asks an individual to obtain a certificate in
order to get a job).

Payment
Online — by credit card
In person — by cash or credit card

Turnaround
The certificate is available immediately.

From Austrian Embassy in UK

Cost
Fee of £35,10

Payment
In cash or by postal order (made out to the Austrian Embassy)

Turnaround
Turnaround time is approximately 1 to 2 weeks.
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11

12

13

14

15
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How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

Online
e Certificate can be printed

In person
¢ A paper hard copy

The certificate has:

¢ An Austrian cost of arms in the background;
¢ A signature; and

e A stamp.

The certificate is available in German and English.

All categories of conviction are listed on the certificate.

Spent convictions are not included on the certificate.

This country has joined the Hague Convention of 5 October 1961
Abolishing the Requirement of Legalisation for Foreign Public
Documents. This enables criminal record checks to be authenticated
by means of an Apostille. For further information on how to obtain
an Apostille from this country please see: www.hcch.net/index_
en.php?act=authorities.details&aid=308

Federal Police Directorate of Vienna (see Section 2)

Strafregistergesetz 1968, Tilgungsgesetz 1972 (Criminal Record and
Eradication Act)

None
Federal Police Bureau Vienna

Austrian Embassy website

www.hcch.net — Hague Convention website
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17 @ Sample
documents

Sample application form — page 1
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Sample application form — page 2
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Bangladesh

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies in person at
regional police stations

Applications from the UK — made in person/by post to High
Commission in London

Cost 500 BDT or £3 from UK
Certificate issued in English

Turnaround varies




0000 6000000000000

Bangladesh

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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1 Name of
certificate

2 Department
responsible for
criminal records

3 Where to apply
in country

4 How to apply in
country

5 Where to apply
in the UK

Police Clearance Certificate (PCC)

The department responsible for criminal records is:

Dhaka Metropolitan Police (DMP),

36 Shaheed Captain Mansur Ali Soroni,
Ramna,

Dhaka—1217,

Bangladesh.

Tel: +88 (0) 2831 4128
Web: www.dmp.gov.bd

There is no central repository of criminal record information in
Bangladesh. Criminal records are held at regional police stations across
Bangladesh. Each police station maintains a database called the Village
Criminal Note Book (VCNB) which is updated annually. Records are

not held electronically and searches of criminal record information are
conducted manually, subsequently information may not be up to date.

At regional police stations, details of which can be found at:
www.dmp.gov.bd/application/index/findstation

The application form is available from regional police stations or at:
www.police.gov.bd/userfiles/police_english2.png (see sample form in
Section 17).

Applications are made in person at the local police station where the
individual has a registered address.

The completed application form must be submitted with:

¢ A copy of the personal details page from the individual’s valid
passport (attested by an official);

¢ A copy of a national ID card, birth certificate, or certificate from a
local ward councillor; and

¢ Proof of payment.

The DMP will provide a token with a date, serial number and details of
when the applicant must collect the certificate.

Through a third party (relative or friend) at the local police station in
Bangladesh (see contact details in Section 3).

Individuals can also apply at:

High Commission for Bangladesh,
28 Queens Gate,

London,

SW7 5JA

Tel: +44 (0) 207 584 0081
Email: crconsular@bhclondon.org.uk
Web: www.bhclondon.org.uk
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7

How to apply in
the UK

Who can apply

In person
Individuals

Complete an application form available at: www.police.gov.bd/
userfiles/police_english2.png (see sample form in Section 17) and
submit to the High Commission (see contact details in Section 5)
together with:

¢ A valid passport;
e A national ID card/birth certificate; and
* The relevant fee.

The application will be sent to the Police Headquarters in Bangladesh
then forwarded to a local police station. The completed certificate is
then sent to the Ministry of Foreign Affairs for the certificate to be
legalised and then returned to the High Commission in London.

By post
Individuals

Complete and send the application form (available at: www.police.gov.
bd/userfiles/police_english2.png or see sample form in Section 17) to
the High Commission (see contact details in Section 5) together with:

¢ A copy of valid passport;

e A copy of a national ID card/birth certificate;

e Postal order or bank draft for payment; and

¢ A self-addressed next day delivery special service envelope.

Third party

Applications through a third party in Bangladesh can be made if
the individual has the following documents attested at the High
Commission in London:

¢ The application form;
¢ A copy of the individual’s valid passport; and
¢ Arecent photograph.

These documents must then be sent, together with written consent,
to the third party representative in Bangladesh who follows the

in country process in Section 4 and returns the certificate to the
individual.

e Individuals; or
e Third parties (with written consent).
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10

Cost, payment
and turnaround

How results
are presented
and security
features

Languages

In country
The cost is 500 BDT.

Payment can be made by bank transfer through any branch of
Bangladesh Bank or Sonali Bank to account code 1-2201-0001-2681.

From UK

e |n person the cost is £3 payable by debit/credit card at the counter of
the consular of Bangladesh High Commission.

¢ By post the cost is £3 payable by postal order/bank draft payable to
the “Bangladesh High Commission, London”.

Turnaround times are not pre-determined.

The results of a Police Clearance Certificate are provided as a hard copy
only.

The information contained in a Police Clearance Certificate includes
the following:

¢ Name of individual;

¢ Results of check;

¢ Name and rank of investigating officer;
e Name of the issuing police station;

e Name of the district;

¢ Date of issue; and

e Certificate number.

Where a criminal record has been identified, the certificate includes
the following:

¢ Full details of father;

¢ Type of crime;

e Nature of offence;

¢ Result of case;

¢ Social status;

e Political involvement/activities;

e Opinion on moral good standing;

¢ Full name and rank of investigation officer; and

¢ Name of magistrate and date of sentencing (if relevant).

Security features contained in a Police Clearance Certificate include
four seals which represent the following government institutions:

¢ The government of the People’s Republic of Bangladesh;

¢ The relevant Police Commissioner, Police Superintendent, Deputy
Police Commissioner or Deputy Police Superintendent;

¢ The issuing police station; and

¢ The officer in charge responsible for verifying the information.

Certificates are issued in English only.
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12

13

14

15

16

Criminal
convictions
listed on
certificate

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

The following categories for conviction exist in Bangladesh:

¢ Violence against the person;

e Sexual offences;

¢ Burglary;

* Robbery;

¢ Theft and handling of stolen goods;
e Fraud and forgery;

¢ Criminal damage;

¢ Drug offences; and

¢ Motoring offences.

Police Clearance Certificates show all historic and current criminal
convictions.

Old convictions are listed on criminal record certificates and criminal

convictions remain on record in the database for an indefinite period.

Certificates can be authenticated by the High Commission in London
(see contact detail in Section 5).

None

The Police Act No V of 1861 (amended)

None

High Commission for Bangladesh
Bangladesh Police

Dhaka Metropolitan Police

CPNI Guidance Document 2009
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Sample
documents

Sample application form

To
Police CommissionerfSuperintendent of Police

Subject: Application for Police Clearance Certificate

Sir

1" would like to stte that 1'WWe want to go abroad for e . and sty
Mo sssnnnss WYYE nied Police Clearance Certificate for this reason.According to my/our
passport .y particulars are given below for your kind consideration,
Mame Parents’ mame. ... ~Address [present and permanent]..........

e et Passport N0 .o cacnes date and place of issue.
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

S ETR

How to obtain a criminal record check - detailed guidance

Individual/third party (with power of attorney) applies in person to the
Internal Affairs Department of Minsk Executive Committee

Applications from UK — individual applies in person to the Embassy
Cost 65,000 BYR/130,000 BYR (fast-track)/from UK £35-70
Certificate issued in Russian

Turnaround times 7—15 days/3 days (fast-track) from UK 6 weeks




0000 6000000000000

Belarus

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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Name of
certificate

Department
responsible for
criminal records

Where to apply
in country

How to apply in
country

Where to apply
in the UK

How to apply in
the UK

Who can apply

Certificate of Conviction (Cnpasku o cydumocmu)

Ministry of Foreign Affairs of the Republic of Belarus

Internal Affairs Department of Minsk Executive Committee,
laskovshchina pereulok, 5,

220007 Minsk,

Belarus.

Email: pismo_guvd_minsk@mia.by

Individual must apply in person to the address in Section 3.

With:
¢ Evidence that payment has been made as per Section 8; and
e Their passport.

Information required:

e Surname;

e First name;

e Patronymic;

¢ Date and place of birth;

e Current place of residence; and

¢ Place of residence for the past 15 years.

Embassy of the Republic of Belarus,
6 Kensington Court,

London,

W8 5DL

Tel: +44 (0)207 938 5984

¢ In person at the address in Section 5.

e Complete 2 x hard-copy application form (available from the
Embassy) see Section 5.

e The individual must:
— Take their passport as ID.
— Make the required payment as per Section 8.

® The process is the same for nationals and non-nationals.

In Belarus

Applications can be made by:
e The individual; or
e A third party with a notarised power of attorney and a copy of the

passport of the individual whose criminal record is being requested.

In the UK

Applications can be made by the individual only.
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11

Cost, payment
and turnaround

How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

In Belarus

Cost
65,000 BYR.

Method of payment

By bank transfer to:

Seller: Minsk

UNN 100582346

Bank: Dept. No. 539-JSC “Belinvestbank”
P/s: 3632900417019 CODE 739

Turnaround

7 to 15 days.

A fast track service (3 working days) is available at a cost of 130,000
BYR.

In UK

Cost
e £35 for citizens of Belarus.
e £70 for other citizens.

Method of payment
e Cash;
¢ Debit card;
¢ Bank transfer to:
— Sort code: 60 95 87
— Account number: 40000301
— Account name: Embassy of the Republic of Belarus; or
¢ Postal order, which must not be crossed, payable to the Embassy of
Belarus.

Turnaround

Approximately 1% months.

The certificate is issued as a hard copy which is collected from the
issuing office/Embassy.

Security features include an official stamp, a reference number and a
signature.

The certificate is available in Russian.

There is no official translation service.

All criminal convictions are listed on the certificate.

Convictions remain on record indefinitely.
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13

14

15

16

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

Applicants can apply for an Apostille:

In Belarus

At:

Ministry of Foreign Affairs of the Republic of Belarus
ul.Lenina, 19,

Minsk 220030,

Republic of Belarus

Tel: +375 (0)17 327 29 22
Fax: +375 (0)17 210 42 50/ 327 45 21

The cost for this service is 65,000 BYR.

In UK
At the address in Section 5.
The cost for this service is £5.

None

Law No. 94 of the Republic of Belarus, State United System of
Registration of Law Violation Acts.

Council of Ministers Regulation no. 909 of the Republic of Belarus,
Provisions for the order of State United Registration System of Law
Violation Acts.

None

Embassy of the Republic of Belarus.
Belarusian Police website: www.guvd.gov.by/analitic/

CPNI Guidance Document 2009.
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Belgium

How to obtain a criminal record check - detailed guidance

Individual/third party (with written permission) applies in person/by post/by
fax/by email to the Casier Judiciaire Central/Dienst Centraal Strafregister

No cost
Certificate issued in French/Dutch/German

Turnaround times in person same day/other methods same day plus postage
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Belgium

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.

45



Name of
certificate

Department
responsible for
criminal records

Where to apply
in country

How to apply in
country

Extrait du Casier Judiciaire (in French)

Uittreksel Uit Het Strafregister (in Dutch)

Casier Judiciaire Central (CJC) or Dienst Centraal Strafregister (CSR).
The CJC/CSR is a service of the Judicial Department of the Ministry of
Justice.

French-speaking

SPF Justice,

DG Organisation Judiciaire,
Casier Judiciaire Central,
115 Boulevard de Waterloo,
1000 Bruxelles,

Belgium.

Tel: +32 (0) 2 552 27 47

Fax: +32 (0) 2 552 27 82

Internet: www.just.fgov.be/index_fr.htm
Email: cjc-csr@just.fgov.be

Dutch-speaking

FOD Justitie,

DG Rechterlijke Organisatie,
Dienst Centraal Strafregister,
Waterloolaan 115,

1000 Brussel,

Belgium.

Tel: +32 (0) 2 552 27 48

Fax: +32 (0) 2 552 27 82

Internet: www.just.fgov.be/index_nl.htm
Email: cjc-csr@just.fgov.be

Criminal records in Belgium are held both centrally in Brussels and
locally in the 589 communes (districts) of Belgium.

Belgians requiring a criminal records certificate to work in Belgium
must apply to the commune where they reside.

A list of communes can be found at: www.belgium.be/fr/adresses_et_
sites/overview.jsp?f=YXV0aG9yaXR5TGV2ZWw9L1ZpbGxlcyBldCBjb2
1tdW5Ilcw==&s.

There is no application form.

Applicants must write a letter, fax or email including the following
information:

¢ Full name;

e Address;

¢ Date and place of birth;

¢ Reason for the request (e.g. employment);

e Signature of the applicant; and

¢ Photocopy of the applicant’s national ID card.
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Where to apply
in the UK

How to apply in
the UK

Who can apply

Applicants can apply by post, email, fax or in person.

With the exception of applications made in person, where the

certificate is issued immediately, certificates are only delivered by post.

Post
¢ Applications for requests made by post are sent to the CJC/CSR
address given in Section 2.

Fax
e Applications for a certificate are sent to: +32 (0) 2 552 27 82.

Email

e The applicant’s ID card must be scanned and sent as an attachment
in the email.
¢ Email applications are sent to: cjc-csr@just.fgov.be

NOTE: the certificate itself cannot be delivered by email since it is an
authentic official document.

In person

¢ Individual — the individual must present themselves to the CJC/CSR
(address in Section 2) with their national ID card.

¢ Third parties — the third party must take copies of both their and
the individual’s national ID card, in addition to signed written
authorisation. The written authorisation should contain all the
information requested for postal applications.

¢ For applications in person, the certificate is issued immediately.

Requests for a criminal records certificate must be made with the
central electronic register (CJC/CSR) (see Section 2).

The process is the same as applying from within Belgium (see Section
4) except that individuals cannot apply in person.

¢ |ndividuals; and

e Any third party when given written permission by the individual.

In addition, a series of public institutions (e.g. public administrative
bodies, judicial authorities, and foreign governments) can also request
an individual’s criminal record certificate in specific circumstances as
defined in international agreements.
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Cost, payment
and turnaround

How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

Costs

Criminal record certificates in Belgium are issued free of charge by the
CJC/CSR.

Postal costs must be paid for certificates sent out by the communes.
Turnaround

Criminal record certificates are issued immediately for applications
made in person. Certificates which are posted will incur postage time,
but can be expected to be received within a few days.

There is no available fast-track service.

The certificate will contain the following personal information:

¢ Full name;

e Place of birth;

¢ Date of birth;

¢ Profession;

¢ Nationality;

e Commune;

e Address; and

e National number (not the same as ID-card number).

The certificate is issued with a stamp and signature from the CJC/CSR.
The certificate also contains the date of issue.

The certificate is valid for three months.

The commune can either issue the certificate in person or post it to the
individual.

If an authorised public institution has requested the certificate, the
certificate is posted to the institution.

French, Dutch or German

No translation service is available.

Categories of criminal conviction in Belgium are broadly similar to
those in the UK. Examples (in English, Dutch and French) include:

e Violence against the person (NL: geweld tegen personen FR: violence
contre les personnes)

¢ Sexual offences (NL: sexuele delicten FR: les infractions sexuelles)

e Burglary (NL: inbraak FR: cambriolage)

e Robbery (NL: diefstal FR: vol)

¢ Theft and handling stolen goods (NL: heling FR: recel)

e Fraud and forgery (NL: namaak/vervalsing FR: contrefacon de biens/
falsification)

¢ Criminal damage (NL: vandalisme FR: vandalisme)

¢ Drug offences (NL: drugsdelicten FR: les infractions des drogue)

e Motoring offences (NL: verkeersdelicten FR: les infractions de traffic)

Convictions are removed automatically when they become “spent”.
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Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

Sample
documents

This country has joined the Hague Convention of 5 October 1961
Abolishing the Requirement of Legalisation for Foreign Public
Documents. This enables criminal record checks to be authenticated
by means of an Apostille. For further information on how to obtain
an Apostille from this country, please see: www.hcch.net/index_
en.php?act=authorities.details&aid=310

None

The Loi relative au Casier judiciaire central passed on 8 August 1997
forms the governing legislation regarding disclosure of criminal records
in Belgium. The relevant legislation is published online in French and
Dutch at:

www.ejustice.just.fgov.be/cgi_loi/loi_al.pl?language=fr&Ila=F&table_

name=10i&cn=2001071965&&caller=list&fromtab=loi&tri=dd+AS+RA
NK (French)

www.ejustice.just.fgov.be/cgi_loi/change_lg.pl?language=nl&Ila=N&c

n=2001071965&table_name=wet (Dutch)

From 2015 the communal registers will disappear following the
connection of the communes to the central register (CJC/CSR). This will
leave one national database.

Casier Judiciaire Central

Hague Conference on Private International Law www.hcch.net

None
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Bosnia-Herzegovina

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies in person to Ministry
of Internal Affairs/Regional Courts in Bosnia-Herzegovina

Applications from UK to Embassy (Bosnia-Herzegovinian nationals only)/
other nationals through respective Embassy in Bosnia-Herzegovina

Cost 610 BAM
Certificate issued in Bosnian

Turnaround varies
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Bosnia-Herzegovina

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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Name of
certificate

Department
responsible for
criminal records

Where to apply
in country

How to apply in
country

Certificate of No Criminal Conviction or Sentencing
Certificate

The Ministry of Justice,
Valtera Peri¢a 15,
Sarajevo,

Bosnia and Herzegovina.

Tel: +387 (0) 33 213 151
Fax: +387 (0) 33 213 155
Web: www.fmp.gov.ba

Also maintained locally at the regional offices of the Ministry of
Internal Affairs (MIA) or the relevant Regional Court.

Ministry of Internal Affairs (regional offices):

MIA Unsko-sanskog kantona +387 (0)37 223 223;
portparol@mupusk.gov.ba

MIA Posavskog kantona/zupanije +387 (0)31 712 544;
mup.zupanije.posavske@tel.net.ba

MIA Tuzlanskog kantona +387 (0) 35 255 877; portparol@muptk.ba
MIA Zenicko-dobojskog kantona +387 (0) 32 449 249;
press@mupzdk.gov.ba

MIA Bosansko-podrinjskog kantona +387 (0) 38 221 125;
mupbpk@bih.net.ba

MIA Srednjebosanskog kantona +387 (0) 30 518 245;
mupsbk@bih.net.ba

MIA Hercegovacko-neretvanskog kantona +387 (0) 36 383 232;
infomup@muphnk.ba

MIA Zapadnohercegovackog kantona +387 (0) 39 830803;
mup.zzh@tel.net.ba

MIA Kantona Sarajevo +387 (0) 33 664 211; zornicjusuf@hs-hkb.ba
MIA Livanjskog kantona +387 (0) 34 203 673; muplivho@yahoo.com

Regional courts:

The link below contains a list of all municipal courts in Bosnia and
Herzegovina:
http://www.mpr.gov.ba/Default.aspx?langTag=en-US&template_
id=115&pagelndex=1

Certificate of No Conviction

Individuals must apply in person at the regional office (which office is
determined by the individual’s place of birth) of Ministry of Internal
Affairs (see contact details in Section 3).

The process is as follows:

e Complete application form (available at regional Ministry of Internal
Affairs offices) in the presence of an official;

¢ Pay the relevant fee; and

¢ Provide ID documentation.
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Where to apply
in the UK

Sentencing Certificate

Individuals follow the same process as above but applications are

made at the relevant municipal court (see contact details in Section 3).

If a third party is applying, the following is required:

¢ |D documents for the third party;

e Power of Attorney letter;

e Birth certificate of the individual; and

e The individual’s personal details (in some circumstances).

Individuals — citizens of Bosnia and Herzegovina can apply at:

The Embassy of Bosnia and Herzegovina,
5—-7 Lexham Gardens,

London,

W8 5JJ

Tel: + 44 (0)207 373 08 67

Fax: + 44 (0)207 373 08 71

Email: embassy@bhembassy.co.uk
Web: www.bhembassy.co.uk/

Individuals — foreign citizens

Through their home country embassy in Bosnia and Herzegovina
and apply for issuance of a Certificate of No Criminal Conviction or a
Sentencing Certificate.

UK citizens can apply through:
British Embassy Sarajevo,

39a, Hamdije Cemerlica Street,
71000 Sarajevo,

Bosnia and Herzegovina.

Tel: +387 (0) 33 282 200

Fax: +387 (0) 33 282 203

Email: britemb@bih.net.ba

Web: https://www.gov.uk/government/world/bosnia-and-
herzegovina

Third party applications can be made through the contact details in
Section 3.
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6 How to apply in
the UK

7 Who can apply

8 Cost, payment
and turnaround

9 How results
are presented
and security
features

Individuals — citizens of Bosnia and Herzegovina apply through
Embassy of Bosnia and Herzegovina

Individuals — foreign citizens must contact their home country
embassy in Bosnia and Herzegovina and apply for issuance of
Certificate of No Criminal Conviction and Sentencing Certificate.

They must provide:

e Written consent;

e State the purpose and legal basis for the application; and

¢ Submit valid evidence of the legal basis for the data processing (e.g.
“processing is necessary for the performance of a contract to which
the data holder is party or in order to take steps at the request of the
data holder prior to entering into a contract”).

Third parties in Bosnia and Herzegovina can apply on behalf of
individuals by following the process in Section 4.

e Individuals; and
e Third parties (with authorisation and ID).

The cost of obtaining a criminal record certificate in Bosnia is
determined by each regional authority and varies between 6 and 10
BAM.

Payment can be made by:

e Cash; or
¢ Bank transfer.

The turnaround time for applications can vary between different
regions; however, in most instances the expected turnaround for a
request for criminal record disclosure is one day.

There is no fast-track service available.

The results are issued as a hard copy and collected in person (with the
individual’s signature).

A Certificate of No Conviction will state whether or not there is a
conviction registered against the individual’s name.

A Sentencing Certificate will state if there are any ongoing proceedings
against the individual.

Certificates of No Conviction contain the following security features:

* The name of the issuing court in the top left hand corner;

¢ An identification number (“Broj”) which consists of four letters;

¢ The city and date of issuance;

e The word “Uvjerenje” (Certificate) which appears about halfway
through in the text of the document;

¢ A round stamp containing the name of the issuing court with a coat
of arms in the shape of a shield in its centre;

¢ The signature of the issuing officer; and

¢ A statement that the individual has had no convictions.
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Languages

Criminal
convictions
listed on
certificate

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Certificates are issued only in Bosnian.

There is no official translation service.

Categories of criminal conviction in Bosnia:

¢ Violence against the person and sexual offences (Zlocin protiv
covjecnosti);

¢ Burglary, robbery or theft (Krada);

e Fraud and forgery (Prijevara u sluzbi);

¢ Criminal damage (Unistenje i ostecenje tude stvari);

¢ Drug offences (Neovlasteni promet opojnim drogama); and

e Motoring offences (Ugrozavanje javnog prometa zbog intoksikacije).

Other major categories of offences include:

e Money laundering;

¢ Money counterfeiting;
e Tax evasion; and

¢ Smuggling of goods.

Criminal convictions remain on record until a period of time specified
by law has passed. This period varies depending on the type of the
offence:

¢ A suspended sentence is deleted 1 year after the expiration of the
probation period has elapsed;

¢ A sentence imposing a fine is deleted after 3 years from when the
fine has been paid; and

¢ A sentence of imprisonment of up to 1 year is deleted after 5 years
from when the punishment has been served.

Criminal convictions are removed automatically from the record
provided that the individual has not committed another criminal
offence.

Bosnian criminal record certificates do not contain details of removed
conviction data.

This country has joined the Hague Convention of 5 October 1961
Abolishing the Requirement of Legalisation for Foreign Public
Documents. This enables criminal record checks to be authenticated
by means of an Apostille. For further information on how to obtain
an Apostille from this country, please see: www.hcch.net/index_
en.php?act=authorities.details&aid=311

None

The Criminal Procedure Code of Bosnia and Herzegovina

Law on Administrative Fees
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16

17

Pending
changes

Sources of
information

Sample
documents

Pending changes were advised but no further information was
provided.

Bosnia and Herzegovina Embassy
CPNI Guidance Document 2009

Hague Conference on Private International Law www.hcch.net

None
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Brazil

How to obtain a criminal record check - detailed guidance

Individual/third party (with power of attorney) applies online/in
person at a local police station

Online only from UK
No cost
Certificate issued in Portuguese

Turnaround online — instant/in person 10 to 15 days/3 days (fast track)
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Brazil

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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Name of
certificate

Department
responsible for
criminal records

Where to apply
in country

How to apply in
country

Where to apply
in the UK

How to apply in
the UK

Who can apply

Criminal Record Certificate (Certiddo de Antecedentes
Criminais)

The Department of Federal Police issues the criminal record certificates
and holds the records.

The Federal Police has a national jurisdiction. However, there is

a regional office in each state and several branches all over the
country. The official website lists all the branches: www.dpf.gov.br/
institucional/pf-pelo-brasil/pf-pelo-brasil

In person

e Download, print, fill in application form at: www.dpf.gov.br/
servicos/antecedentes-criminais/ and sign it;

* Take to regional office (see Section 3); and

¢ Present original ID document plus a photocopy of the identity card,
authenticated by the unit.

If the request is made in person by a power of attorney, the following
must be provided:

e Completed application form, printed and signed by the attorney;

e Power of attorney granting specific powers to the expedition of the
certificate of criminal records, with notarised, or similar body abroad;

e Legible photocopy of the identity card of the applicant; and

e Legible photocopy of the identity card of the attorney.

Online

¢ Via the application portal — www.dpf.gov.br/servicos/antecedentes-
criminais/
¢ Providing details of :
— Name of mother and father;
— Date of birth;
— Nationality;
— Birth state; and
— Passport number.
¢ Online applications may be rejected for a number of reasons, e.g. if a
record of another individual with the same name is found.

The application form can be found online:
www.dpf.gov.br/servicos/antecedentes-criminais/

Online only at: www.dpf.gov.br/servicos/antecedentes-criminais/

Applications can be made online as detailed in Section 4.

Individuals; and
Third party or employer (with notarised power of attorney)
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Cost, payment
and turnaround

How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

Confirming
authenticity

There is no cost.
Turnaround
In person

The turnaround time is different in each branch, varying from 10 to 15
days. In proven emergency cases, it can be issued in 3 days.

Online

The certificate can be issued immediately when applying online.

The certificate states only that the individual has a criminal record. It
does not give any detail on the crime committed.

A sample of the criminal record certificate can be found in Section 17.

The certificate is only available in Portuguese.

There is no official translation service available.

The criminal record certificate does not list convictions, it simply
declares if convictions are present.

Only criminal convictions with no further possibility of legal appeal are
on record.

Persons under 18 years old are prosecuted according to a special
regulation and the offence committed will not be included on a
criminal record certificate.

In Brazil

Only a notary can confirm the authenticity of the signature of the
public servant on the certificate (in this case, a Federal Police Officer).
The Notary Office may charge for the service according to its own
regulations. Details can be found at: http://cglondres.itamaraty.gov.
br/pt-br/certidao_de_antecedentes_criminais.xml.

In UK

In the UK, the Brazilian Consulate is the government body responsible
for authenticating a criminal record certificate. Once verified, a
consulate stamp is provided and placed on the certificate. The contact
details are:

Brazilian Consulate,

3 Vere Street,

London,

W1G 0DG

Tel: +44 (0)20 7659 1550
Fax: +44 (0)20 7659 1554

Certificates issued online can be validated at: https://servicos.dpf.gov.
br/sinic-certidao/validarAutenticidade.html
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Official bodies
providing
advice on
interpretation
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records

Legislation

Pending
changes

Sources of
information

None

Law 3689/41 — Criminal Procedural Code
Federal Code of Brazil (amended by Law 12037/09 and Law 9099/95)

The validity of the criminal record certificate is 90 days. The deadline
for issuance of the certificate of criminal records is 15 days, extendable
(article 1 of Law 9051/95).

None

Brazilian Police Attaché Office, London

Department of Federal Police www.dpf.gov.br
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Sample
documents

#*

MINISTERIO DA JUSTIGA
DEFARTAMENTO DE POLICIA FEDERAL

CERTIDAO DE ANTECEDENTES CRIMINAIS
N eI - INUDPF

sl TEamed) MemEReEl PAPILOSCOPISTA POLICIAL FEDERAL,
lotado(a) @ em exercicio no(a) Instituto Macional de Identificacio em
Braszilia-DF, no uso de suas atribuigbes, atendendo a requerimento do
interessado e com cbservancia aos termos do art. 14 da Instrugdo
Mormativa n® 0052008 - DG/DPF, CERTIFICA, apds pesquisa no Sistema
Nacional de Informagdes Criminais - SINIC, que até a presente data NAO
CONSTA ragistro de antecedentes criminais em nome de
BT AbremEasET), filno(a) de SOUER D MEETNETE] e
o == ~F [0 e ey, o, nascidola) ans =GR, natural
de ARAPOTIPR, passaporte n® "5 s,

Observagios:

1) Esta cartidbo ol axpedida com base nos dados informados & somanis serd villda oom &
aprsaniaglo de documenio de identificaclo para confirmacio dos dados;

2) A auleniicideds desia cenidio DEVERA ser confirmads na phgana 9o Depanamsnio de
Policia Faderal, no enderaco (Mp.fwwe dpl gov b

3) Exla cortid®o & walida por 80 dias,

BRASILIA-DF, 11:20 da (1172013

PAPILOSCOPISTA POLICIAL FEDERAL
PRIMEIRA CLASSE - Mat, n° g
N ey T
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Bulgaria

How to obtain a criminal record check - detailed guidance

Individual/third party (with power of attorney) applies in person to
Central Office of Criminal Records/Local Criminal Records Offices of
the Regional Courts/online to Ministry of Justice

Applications from UK in person to the Embassy/online
Cost 3 BGL
Certificate issued in Bulgarian

Turnaround 1 to 3 days/UK plus postage time
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Bulgaria

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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1 Name of
certificate

2 Department
responsible for
criminal records

3 Where to apply
in country

4 How to apply in
country

5 Where to apply
in the UK

Conviction Status Certificate (Ceudemesnicmeo 3a
cvoumocm)

Central Office of Criminal Records and

All Regional Courts in Bulgaria

Individuals born outside Bulgaria or with an unknown place of birth
apply at:

Central Office of Criminal Records,

Ministry of Justice,

5 Aksakov Street,

1040 Sofia,

Bulgaria.

Tel: +359 (0) 2 92 37 355
Web: www.justice.government.bg/44/
Email: pr@justice.government.bg or priemna@justice.government.bg

Individuals born in Bulgaria apply at:

Local Criminal Records Offices to the Regional Courts. A list of which
can be found at:

www.vss.justice.bg/bg/start.htm

The individual submits an application form (available from the contacts
in Section 3) in the following ways:

In person

To a local Criminal Records Office of the Regional Courts or the Central
Office of Criminal Records (see contact details in Section 3).

Together with the individual’s:

e |D card;
¢ Original birth certificate; and
¢ Proof of payment.

Third parties should present a power of attorney, authorising them to
obtain the certificate.

Online
Applications are made through the Ministry of Justice website at:
https://cs.mjs.bg/

This is only available for individuals who have no convictions or
administrative sanctions imposed.

Embassy of the Republic of Bulgaria,
186-188 Queen’s Gate,

London,

SW7 5HL

Tel: +44 (0) 20 7581 3144/ +44 (0) 20 7584 9400
Fax: +44 (0) 20 7584 4948
Web: www.bulgarianembassy-london.org/
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How to apply in
the UK

Who can apply

Cost, payment
and turnaround

How results
are presented
and security
features

The application process is the same as the in person process detailed in
Section 4 but must be made at the address in Section 5.

Individuals; or
Third parties (with consent).

Cost
¢ 3 BGL (additional fees may be levied through the Bulgarian Embassy).
Payment

e Central Office of Criminal Records:
— Bank transfer to:
— Bank account of the Central Office of Criminal Records
— IBAN: BGO9BNBG96613000173701
— BIC: BNBGBGSD

¢ Criminal Records Offices to the Regional Courts:
— Bank transfer to the bank account of the respective Regional Court
(contact the Court for details — see contact details in Section 3).

e Bulgarian Embassy in the UK:
— The fees shall be transferred to the bank account of the Embassy
(contact the Embassy for details — see contact details in Section 5).

Turnaround

The certificate shall be issued on the same day or no later than 3
working days after the application has been submitted.

A certificate may be issued:

¢ As a hard copy for personal collection; or
¢ As an electronic document, if the application is submitted online.

The certificate contains the following details:

¢ The individual’s full name;

e The individual’s personal identification number;

¢ The individual’s date and place of birth;

¢ The individual’s nationality;

e The names of the individual’s parents;

e Details of any convictions;

¢ The purpose for which the certificate is issued (if this is employment,
the exact job title will be indicated); and

¢ A stamp and signature of an official.
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Languages

Criminal
convictions
listed on
certificate

The Conviction Status Certificate contains the following security
features:

e Signature of two officials from the respective Criminal Records Office;

¢ A registration number located in the upper left corner under the
name of the Criminal Records Office;

e Date of issue; and

¢ Two stamps; round and rectangular. Both stamps contain the
name of the Regional Court and Criminal Records Office and the
rectangular stamp also has the word “TAKCYBAHO” (“Fee Paid”).

Spent convictions will be removed except when the rehabilitation does
not erase the consequences of the conviction.

Certificates are issued only in Bulgarian.

There is no official translation service.

Categories of criminal conviction in Bulgaria include:

¢ Crimes against the person (lpecmvnaeHus npomus Au4yHOoCMma);

¢ Sexual offences (Pazspam);

e Theft (Kpaxb6a);

e Robbery (fpabes);

¢ Handling of stolen goods (BewHo ykpusamesicmeo);

¢ Fraud and crimes related to documents (M3mama u JoKymeHmMHu
npecmwurineHus);

¢ Destruction and damage (YHuwoxcasaHe u nospexcdaHe);

¢ Crimes related to the use and distribution of drugs (lTpecmvnaexus
C8bP3aHU ¢ ynompeba u npeHacaHe Ha Hapkomuuyu); and

¢ Transport and communications crimes ([TpecmvraeHus no
mpaHcnopma u cbobueHuUaMa).

Other major categories of offence include crimes against: the Republic;
the rights of the citizens; the economy; the financial, tax and insurance
systems; peace and humanity.

Judgments will be removed from a criminal record when:

e The individual is rehabilitated, due to a change in legislation or when
awarded by a court of law, and the conviction is erased and other
associated consequences are revoked; and

¢ The sentence has been served and the following periods of time have
elapsed:

¢ 20 years — for life imprisonment;

e 15 years — for imprisonment of over 10 years;

¢ 10 years — for imprisonment of between 3 and 10 years;

¢ 5 years — for imprisonment of less than 3 years; and

e 2 years — all other instances.
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Legislation
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This country has joined the Hague Convention of 5 October 1961
Abolishing the Requirement of Legalisation for Foreign Public
Documents. This enables criminal record checks to be authenticated
by means of an Apostille. For further information on how to obtain
an Apostille from this country, please see: www.hcch.net/index_
en.php?act=authorities.details&aid=312

Please note that the online application process issues the Conviction
Status Certificate as an electronic document, therefore it is not
possible to obtain an Apostille for this type of certificate; however,
verification can be made at: https://cs.mjs.bg/

None

Penal Code of Bulgaria
Law on Electronic Document and Electronic Signature

Law on Protection of Personal Data

None

CPNI Guidance Document 2009
In country legal resource

Hague Conference on Private International Law: www.hcch.net
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Sample online certificate
documents

ParucTpiuMsHed howap: 13021300014

Banwmase ga: 13 anrycr 3013
Registration numbar: 13021300014

Data of @xpiry: 15 Asgust 2013

ENEKTFOHHD CBHAETERCTEO 3A ChOWMOCT
ELECTRONIC CONVICTION STATUS CERTIFICATE
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W HE E OCBOGON(IABAHD OT HAKAZATENHA OTTOBOPHOCT NO YA, 78a HK

HAS NOT BEEN CONVICTED
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Diate of iszve: 15 February 3013
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Canada

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies by post/by courier
to Canadian Criminal Real Time Identification Services

Fingerprints required
Cost $25 CAD + fingerprinting costs
Certificate issued in English/French

Turnaround — electronic fingerprints — 3 working days/paper
fingerprints — 22 weeks
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Canada

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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Name of
certificate

Department
responsible for
criminal records

Where to apply
in country

How to apply in
country

Criminal Record Check (C-480)

Canadian Criminal Real Time Identification Services (CCRTIS) part of
the Royal Canadian Mounted Police (RCMP)

By post

Director General,

Canadian Criminal Real Time Identification Services (CCRTIS),
RCMP,

NPS Bldg,

1200 Vanier Parkway,

Ottawa ON K1A OR2,

Canada.

Email: civilnps@rcmp-grc.gc.ca
Tel: + 613-998-6362

By courier

Director General,

Canadian Criminal Real Time |dentification Services (CCRTIS),
RCMP, NPS Bldg., Loading Dock #1,

1200 Vanier Parkway,

Ottawa ON K1A OR2,

Canada.

Information required
The individual must:

e Clearly indicate the reason for the certified criminal record check:
e.g. Employment — (the job title or position sought must be stated in
the “REASON FOR APPLICATION” portion of the fingerprint form).

¢ Provide:

— Full name;

— Date of birth;

— Gender;

— Mailing address;

— Phone number;

— Fax number;

— Email address;

— Processing fee; and

— Third-party consent letter (if applicable).
o A full set of fingerprints is required.

Method of application

¢ Applications can be sent by post or by courier to the addresses in
Section 3.

¢ Although fingerprint submissions are accepted by courier, results will
be returned by regular mail and not by courier.
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Where to apply
in the UK

How to apply in
the UK

Third parties/employers
The information may be released to a third party as long as:

e The individual has provided provide written consent authorizing the
RCMP to release their criminal record information to the third party/
employer.

e The consent must contain a statement that the individual is aware
that refusal to give consent to release information to a third party
will not negatively affect their request.

e The consent must be an original document.

Fingerprints

o A full set of fingerprints is required, including both rolled and flat
impressions of all ten fingers.

e Fingerprints are taken on form C-216C at local police station or
private accredited fingerprinting agency.

e Complete all fields on the fingerprint form. Incomplete forms will be
returned to the applicant unprocessed.

¢ Depending on the police jurisdiction, a fee may be required.

Individuals must verify the information recorded by the official taking
the fingerprints and ensure that the official’s name, signature and the
name of the agency is indicated on the fingerprint form.

Electronic civil fingerprinting

Electronic processing significantly reduces processing times when
there is no match to an RCMP fingerprint holding. Authorised police
services which offer this service can be found at: www.rcmp-grc.gc.ca/
cr-cj/ps-sp-elect-eng.htm

Further information can be found at: www.rcmp-grc.gc.ca/cr-cj/fing-

empr2-eng.htm

Applications must be made to the addresses in Section 3.

Application process

The application process is the same as that from Canada (see Section
4).

Fingerprinting

Contact the local UK police authority to ascertain which police stations
to obtain fingerprints.

To be accepted by the RCMP the form must contain:

—rolled and flat impressions of all 10 fingers taken with black ink;
— full name, date of birth and sex of the applicant;

— the name and address of the police agency; and

—the name and signature of the official taking the fingerprints.
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Who can apply

Cost, payment
and turnaround

How results
are presented
and security
features

Languages

Electronic processing significantly reduces processing times (from
22 weeks to less than 3 business days) when there is no match to an
RCMP fingerprint holding.

See Section 15 for changes

e Individuals; and
e Third parties/employers (with signed consent).

Cost
$25 CAD

Methods of payment

Payment by cheque, money order or American Express Travellers
Cheques made payable to “Receiver General for Canada”.

Fingerprinting costs

In Canada — cost depends on the police jurisdiction.
In UK — local police authorities charge £71.50.

Turnaround

Turnaround times vary depending on many different factors such as:

¢ The type of submission received: paper fingerprint or electronic
fingerprint;

e The number of applications received at different times of the year;

¢ The amount of manual processing related to the application.

The approximate wait times for fingerprint submissions received by the
RCMP when there is no match to an RCMP fingerprint are:

¢ Paper fingerprint submission — 22 weeks;
e Electronic fingerprint submission - 3 business days or less.

There is no process for fast-tracking a request.

The criminal record is divided into two sections: a listing of all names
the individual has been convicted under; and then a listing of all
charges, dates and place of sentence and the resulting penalties.

The certificate has two sections:

¢ A page indicating the return mailing address, name and date of birth
for the individual and the reason for the application along with 4
fingerprints; and

e The Criminal Record Certificate (C-480).

e |f there are no criminal convictions the return mailing address page
will have an embossment of the RCMP logo in the bottom right hand
corner.

e |f there are convictions the embossment will be on the C-480.

The certificate is issued in English and French.

Any criminal convictions will be listed in the language that the criminal
charges were presented to the CCRIS.

There is no official translation service provided.
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Confirming
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Official bodies
providing
advice on
interpretation
of criminal
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Legislation

Pending
changes

Sources of
information

Sample
documents

All convictions are listed on the certificate.

A conviction will stay on a criminal record until the individual reaches
80 years of age. An individual may apply for a record suspension that
will sequester their file.

There is no service to confirm the authenticity of a criminal record
certificate.

None

The Identification of Criminals Act 1985

The Criminal Records Act 1985 (Amended 2013)

The Youth Criminal Justice Act 2002

The Privacy Act 1985 (Amended 2013)

The Ministerial Directive on the Release of Criminal Record Information
From 1st July 2014, CCRTIS will no longer be accepting paper

fingerprint submissions for civil purposes, including criminal record
checks.

Electronic fingerprint submission capabilities do not currently exist
outside of Canada. However, individuals may contact third party
agencies within Canada who will digitise ink fingerprints and submit
them electronically to the RCMP.

RCMP

www.rcmp-grc.gc.ca/cr-cj/fing-empr2-eng.htm

None available
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

China (People’s Republic of)

How to obtain a criminal record check - detailed guidance

Individual applies at Public Security Bureau (PSB) in country
Some PSBs allow applications by third party

Application process, cost, turnaround time and documentation
required varies locally

Check with individual PSB for details




0000 6000000000000

China (People’s Republic of)
Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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Who can apply

Cost, payment
and turnaround

Certificate of No-Criminal Record (FIESEICRIUEFR)

There are separate local authorities covering each region.

Each regional Public Security Bureau (PSB) (GongAn Ju).

There is no list of all the PSBs; however contact details for the Beijing
Public Security Bureau are:

2 Andingmen Avenue (East),
Dongcheng District,

Beijing,

China.

The process is different in each city and the individual will need to
confirm it with their local PSB (see Section 3). Applications can be
made in person only.

Required documents vary at each PSB; however, the following are
usually required for non-Chinese nationals:

¢ Original passport with residence permit;

e Photocopies of the passport photo page, Chinese visa and Chinese
entry/exit stamps;

¢ Original work permit;

¢ Original temporary residence registration form; and

¢ Original letter of verification issued by the employer stating that the
individual has no criminal record.

Applications can only be made in country (see Section 3).
Applications can only be made in country (see Section 4).

e Individuals; and

¢ Employers or third parties can apply to the PSB in Beijing or Shanghai
(this may not be possible at other PSB offices).

Cost

The cost varies at each PSB.
The fee must be paid in cash in local currency.

Turnaround

The turnaround time varies at each PSB. For Beijing and Shanghai, the
turnaround time is 7-15 working days.
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The individual will receive a telephone call from the PSB to confirm the
certificate is ready for collection.

As the PSB only issue certificates of no convictions, if the individual has
a criminal record, no certificate will be issued. If the individual does
not have a criminal record, the following information will be provided
on the certificate:

e Individual’s full name;
¢ Nationality;

e Passport number;

e Date of birth; and

¢ Duration of stay.

See Section 17 for a sample certificate.

Certificates are only available in Chinese.

There is no official translation service available.

No criminal convictions are listed on the certificate as a certificate will
only be issued if the individual does not have a criminal record.

Criminal record information is not removed from the records.

The Public Notary Office offers this service. The cost and turnaround
time varies between offices around the country.

The Chinese Embassy or Consulate can also authenticate a certificate.

None

There are no specific provisions in the current laws, rules or regulations
which apply to criminal record checks.

None

In Country Legal Resource

79



17

Sample

Sample certificates
documents

N s 4
QUINPFRESHSTE %

: f iy A AL NEAR
g FEAEPESE: o RREPRSY

A B L R X
B hzZocoxi®h

H;+#Euéﬁam#+"ﬁﬁﬁﬁ*$*&ﬁ“m
B RS . |
% Erin -'i'!"-"'g:l‘:..':':'..f .

3 '-,i-_;.y = o

AR _E& T RS E R

80



Notarial Certificate

“ (2013) HP.Z.W.Z No.
» bom on August 2, 1974,
fnrm::r German Passport No.:

‘  Applicant,

| German Passport No.:

i
Notarial Matters: Not Having Criminal Record
'Ihisistunerﬂﬁrtlmﬂennanl:um - -—— had

Fm criminal record during his residence in the People’s Republic of

Ehm: from September 21, 2005 to November 6, 2009,

- Notary Public: WANG Zhihui
: (sealed)

o Shm]ghat Pudong Notary Public Office
=i The People’s Republic of China
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Croatia

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies in person/by post
to Department for Criminal Records

Applications from UK in person to Embassy/by post to Department for
Criminal Records

Cost 40 HRK
Certificate issued in Croatian

Turnaround in person instant/by post 1 week
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Croatia

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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6 How to apply in
the UK

Certificate of No Convictions (CNO) (Potvrda o
nekaznjavanju)

Ministry of Justice Department for Criminal Records (Odjel Kaznene
Evidencije)

The Department for Criminal Records (Odjel Kaznene Evidencije),
Ministarstvo Pravosudja,

Subsection for Administrative Tasks,

Zagreb,

Ulica grada Vukovara 49,

Croatia.

Web: www.pravosudje.hr

The Department for Criminal Records accepts requests for criminal
records disclosure by registered mail or in person.

An applicant is required to complete an application form available from
the Department for Criminal Records and submit identity documents.

In person at:

Embassy of Croatia,
21 Conway Street,
London,

W1T 6BN

Tel: +44 (0) 20 7387 2022
Fax: +44 (0) 20 7387 0310
Email: vrhlon@mvep.hr
Web: http://uk.mvep.hr/en

By post to the Department for Criminal Records (see Section 3).

Applications can be made:

¢ In person at the Embassy of Croatia (see contact details in Section 5);
or

¢ By post to the Department for Criminal Records (see contact details
in Section 3).

There is no formal process for overseas applications of criminal records

disclosure.

Applicants must provide identification documents and are advised to
contact the UK embassy for further information.
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A CNO can be obtained for residents, non-residents, citizens and non-
citizens who have resided in Croatia for a significant period.

Applications can be made by:

e Individuals; and
e Third parties (with the written consent of an individual and
identification documents relating to the applicant).

Cost

The cost is 40 HRK.
Turnaround

In person —issued immediately.

By post — approximately 1 week.

The CNO is issued as a hard copy which can be collected or posted to
the individual.

A CNO is printed on A4 white paper. Each page of the certificate is
stamped and signed by a court official.

The information contained in CNO includes the following:

e Name of the individual;

e Address;

e Details of convictions (where relevant); and

¢ Details of proceedings which may restrict an individual from
performing certain duties (where relevant).

Certificates are issued only in Croatian.

The following major categories of conviction exist in Croatia under
various sections of the Criminal Code 1998, as amended:

e Violence against the person (Tjelesna ozljeda);

¢ Bodily injury (Teska tjelesna ozljeda);

e Aggravated bodily injury;

¢ Sexual offences (Kaznena djela protiv spolne slobode | spolnog
cudoreda);

¢ Criminal offences against sexual freedom and sexual morality;

¢ Burglary, robbery, theft and handling of stolen goods (Kaznena djela
protiv imovine);

¢ Criminal offences against property;

¢ Fraud and forgery (Ostecenje i uporaba tudih podataka, Prijevara);

e Computer forgery, fraud;

e Criminal damage (Unistenje i ostecenje tude stvari)

e Malicious mischief;

¢ Drug offences (Zlouporaba opojnih droga)

e Abuse of narcotic drugs;

¢ Motoring offences (/zazivanje prometne nesrece); and

¢ Endangering road traffic.
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Criminal convictions remain on record in the database for an indefinite

period unless they have been removed under the following conditions:

¢ The conviction is deemed to be “spent”;
e A court overturned the conviction; or
¢ A court decided to remove the conviction from the record.

This country has joined the Hague Convention of 5 October 1961
Abolishing the Requirement of Legalisation for Foreign Public
Documents. This enables criminal record checks to be authenticated
by means of an Apostille. For further information on how to obtain
an Apostille from this country, please see: www.hcch.net/index_
en.php?act=authorities.details&aid=315

The Department for Criminal Records (Odjel Kaznene Evidencije) (see
contact details in Section 3).

Croatian Criminal Code 1998, as amended

None

Ministry of Justice — Republic of Croatia
Criminal Code
CPNI Guidance Document 2009

www.hcch.net — Hague Convention website

None available
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Cyprus

How to obtain a criminal record check - detailed guidance

Individual/third party (with written authorisation) applies in person at
Divisional Police Headquarters/Criminal Record Office

Applications from UK — made by post to Criminal Record Office/in
person to High Commission in London

Cost €20
Certificate issued in Greek or English

Turnaround from Cyprus same day — UK 1-2months
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Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK
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Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity
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Legislation
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Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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How to apply in
country

Where to apply
in the UK

Police Clearance Certificate

Criminal Record Office in Nicosia (see Section 3)

Cypriot citizens

Apply for certificates at the Divisional Police Headquarters in Nicosia,
Limassol, Larnaca, Paphos, Ammochostos and Morfou. A link to these
can be found at: www.police.gov.cy/police/police.nsf/dmllefkosia_

en/dmllefkosia_en?0OpenDocument under “District Departments”.

Other citizens must apply at:

Criminal Record Office,
Police Headquarters,
Department C,
Evangelou Floraki Street,
1478 Nicosia,

Cyprus.

In person

An application form must be completed and taken to the Criminal
Record Office or Divisional Police Headquarters to the addresses in
Section 3.

Application forms can be obtained from any Police Station or from the
Official Police website at: www.police.gov.cy/police/police.nsf/All/9
D5F063F1BCD709BC22578A900272470?0penDocument (see sample
form in Section 17).

Every application must be accompanied by:

¢ An official receipt for the payment of the amount of €20;

¢ A copy of an identity card or passport for Cypriot citizens;

¢ |f applicable, a copy of an Alien Book, Pink Slip or Yellow Slip and
passport for Aliens;

e The application can be submitted by the individual or a person
authorised by the individual.

By post to the Criminal Record Office at the address in Section 3.

In person at the:

High Commission for the Republic of Cyprus,
13 St James’ Square,

London,

SW1Y 4LB

Tel: +44 (0) 20 7321 4100
Fax: +44 (0) 20 7321 4165/4164
Email: cyphclondon@btconnect.com
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How to apply in
the UK

Who can apply

Cost, payment
and turnaround

Post
To the Criminal Record Office at the address in Section 3.
In person

At the High Commission for the Republic of Cyprus (address listed in
Section 5).

The application will be sent by the diplomatic bag to the Criminal
Record Office in Cyprus.

The information required is the same as that for applications in Cyprus
(see Section 4).

The application can be submitted by the individual or a person
authorised by the applicant.

An employer or a third party can apply on behalf of an individual only
if they have a written authorisation by the applicant.

The cost is €20.
Payment
Individuals living in Cyprus

¢ The payment can be made by the individual or a person authorised
by the individual.

¢ Pay in cash at the Criminal Record Office or in any Divisional Police
Headquarters

Individuals living in the UK

¢ Payment by Bank Transfer:
— Remittance to the Central Bank of Cyprus
— Name: The Chief of Cyprus Police
— SWIFT CODE. CBCYCY2NFBU
— Government General Account
— Account no. CY16001000010000000006001010
—The bank charges must be paid by the applicant.

Turnaround

¢ In Cyprus — the same day
e From the UK — the procedure takes 1-2 months.
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How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

If the individual has no criminal convictions a “Certificate of Clear
Criminal Record” is issued and the following is written on the
certificate:

¢ The applicant has not had any previous criminal convictions; and
¢ Other personal information.

If the individual has criminal convictions a “Certificate of Criminal
Record” is issued and convictions are listed on the certificate together
with the following information:

¢ Date of offence;

¢ Description of offence;

e The sentence that is imposed by the court; and
e Other personal information.

Both types of certificates include:

¢ A unique receipt number; and
¢ A stamp and signature by a police officer.

Samples of Certificate of Clear Criminal Record and Certificate of

Criminal Record are in Section 17.

Certificates are available in English or Greek.

The following convictions are listed on the “Certificate of Criminal
Record”:

¢ Where the individual has been convicted of more than 3 months’
imprisonment or a fine of more than €1700, as long as the conviction
has not been rehabilitated;

¢ Any first conviction concerning serious offences such as murder,
rape, drugs etc. that has not been rehabilitated (regardless of the
sentence); and

¢ Any second conviction that has not been rehabilitated.

Authenticity can be confirmed by contacting the Criminal Record Office
(see Section 3).

None

Police Law N. 73(1)/2004
Rehabilitation of Offenders Law 70/1981

Criminal records are subject to the provisions of the processing of
personal data law 138(1)/2001.

None
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16 | Sources of Criminal Records Office
information
17 | Sample L
Appl fi - 1
N — pplication form — page
REPUBLIC R‘:f OF CYPRUS
F 3
MINISTRY OF JUSTICE
AND FUBLIC ORDER
CYFRUS POLICE
AFPLICATION FOR THE ISSUANCE OF A CLEAR CEIMINAL RECORD CERTIFICATE
R § T Y
(Capital lattar)
1. Proseot residence and flmes WhBB. ........oiiii i s e :
(Cruoce villaps Town. sonesi. mmbas, & Poit code)
..... . Hoass Phons. ... Alabils.....
3, Natlenality Coustry of birik
Place of birth..... i Date of birth
L T B R— || T | J——
Place (Country) of bovwe Passport. ..o
£. Dhject of cortificats reguired
Sigmature of applicant

Inp.:

Nats:

Application form: can be obiained from sny Police Station, or through the Intermet from
the Official Polics webaite www police gov oy
Every application must be accompanied by

l. An officisl Receipt for the payment of the ameunt of €20, 0{. The payment could be mads:

{8} in cash ot any Divisional Police Headgquarters or st any Embassy or Consulste of the
Republic of Cypras,

{B) remistancs 1o the Central Bank of Cvpros o the namae of the Chisd of Cvpmus Police
(SWIFT CODE: CBCYCYINFEU, Govemment Gemaral Account aseount ne.
CY1600100001 0000000006001010) — enly in Eure, or

Identity Card, Passport, for Cypriot citizsms

Alien Book , Pink Shp or Yellow Ship and pamport for Abens

Copy of imcorporation of the company . parteership, amocistion or other enfity or amociation
of persons with legal personality

e e W
a & 4

Tes TRLpRCE Sy S ThE TEPOGSE CFRTTeA A Sarrerya oo g Mipowseng vou Mgl Emclopyomiog Sl Mpoowrmeny
Kot (Tpoot et 1eu Atducs) Nduou 1381V2001

The coatent ol the leher 5 submct 1o The provisoss of the Processng of Pemsonsl Deta (Protecon of Indeduais ) Lis

13812001
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Application Form - Page 2

REPORT OF CRIMINAL RECORD OFFICE
A. Checking of Partienisre

LDmbeofemodiph. ... saiiis s s bmm s mm s s
{1 The perticulars contxinad in the spplication have baen chacked and found comect
mcorrast
Daté......... i
Signatare
B Rembh of Criminsl recard chacki
L. The spplicant has no convictiond.
I1. The spplicant bas convidion
[vide CE No..... R
Conviction
Dista
Signarure
€. Certificate detail
Cartificats Mo issuad on with tha follawing
gndorismanty
Dista
Signarafe
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Sample - Certificate of Clear Criminal Record

REPUBLIC Ew OF CYPRUS

CYPRUS POLICE

SME TMHMA M-ENAHMATOAOTN TG APXEIO (C.R.O) - rama3

MINISTRY OF JUSTICE
& PUBLIC ORDER

Recsipt Mo
Date of issue

CERTIFICATE OF CLEAR CRIMINAL RECORD
It is hereby cedified that of has not had any

previous cnminal convictions up until the issuance day of this  cerlificate

The check carmed out was based on the Records kept by the
Criminal Recond Office of the Cyprus Polics,

IDENTITY CARD /| PASSPORT DETAILS HATIGHALITY
{Onily for Akens)

LC. Ma.

Passport Mo.

Dana of tesue

Place of msu

For {he Chisl of Police

SAMPLE




Sample - Certificate of Criminal Record

REPUBLIC \w OF CYPRUS

CYPRUS POLICE
S TMHMA M-EMCAHMATOAOMKD APXEID (CRO) - /2012
MINISTRY OF JUSTICE
& PUBLIC ORDER
Receipt No
Dt of v
CERTIFICATE OF CRIMINAL RECORD
| certity that of , up umtil the dale

of issuance of this cerlificale, has been found guilty of the following criminal

comvictons

The check camied oul was based on the Records kept by the
Criminal Recond Office of the Cyprus Police,

IDENTITY CARD | PASSPORT DETALS HATHOHALITY
(Cwmly for Alens)

LE. Ma

Fassport Mo

Diatw of s

Plase of myued

SAMPLE o
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Czech Republic

How to obtain a criminal record check - detailed guidance

Individual/third party (with power of attorney) applies in person at a
contact point of the CzechPOINT system/online

Applications from UK made online/in person to Embassy in London
Cost 100-200 CZK
Certificate issued in Czech

Turnaround in country instant —20 days/UK 4 weeks




0000 6000000000000

Czech Republic

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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Name of
certificate

Department
responsible for
criminal records

Where to apply
in country

How to apply in
country

Extract of Criminal Record (Opis z Rejstriku Trest()

Criminal Register of the Czech Republic (Rejstrik trest()

Rejstrik trestd,
Soudni 1,

140 66 Praha 4,
Data box: vtgabcz,
Czech Republic.

Email: rejstrik@rejtr.justice.cz
Web: http://portal.justice.cz

In person

e At a contact point of the CzechPOINT system (local and municipal
authority, branch office of the CzechPost and the Czech chamber of
commerce, notary). Addresses and business hours of contact points
are presented on: www.czechpoint.cz/. Extracts issued in contact
point of the CzechPOINT system are primarily designed for usage in
the territory of the Czech Republic. For usage outside of the Czech
Republic, an Extract should be obtained from the Criminal Register
(see Section 3).

e From a local and municipal authority. Addresses and business hours
of local and municipal authorities are available at: http://portal.gov.
cz

¢ From the Criminal Register of the Czech Republic (see Section 3).

Online

¢ At http://eservice-fo.rejtr.justice.cz/webform/ (only for holders of
valid electronic signature).

Verifying identity — in person

e An individual’s identity is verified by an original and valid form of ID
(e.g. citizen’s identity card, passport, foreigner’s residence permit,
etc.) which includes a photograph of the individual.

e Third-party applications — the third party must provide an officially
authenticated power of attorney in Czech.

¢ The information presented in an application is verified according
to an original and valid ID containing at least the name, current
surname, surname at birth, date and place of birth, birth number
and state citizenship of the individual. If any data is missing, the
individual or their third-party representative can submit a birth
certificate, birth and baptism certificate, confirmation of birth,
marriage certificate, etc.

¢ Citizens of the Czech Republic and the Slovak Republic must
submit original documents or their officially authenticated copies.
Citizens of other states must submit original documents or officially
authenticated copies, including sworn translations into the Czech
language.
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6

Where to apply
in the UK

How to apply in
the UK

Verifying identity — online

¢ As for in person, however scanned copies of original documents are
acceptable.

In person

Embassy of the Czech Repubilic,
26—-30 Kensington Palace Gardens,
London,

w38 4QY

Tel: (+44) 20 7243 1115
Fax: (+44) 20 7727 9654
Email: london@embassy.mzv.cz

Online

At http://eservice-fo.rejtr.justice.cz/webform/ (only for holders of a
valid electronic signature).

In person

Extracts of Criminal Records may be obtained through the Consular
Section of the Embassy of the Czech Republic in London.

An appointment is required for the Consular Section of the Embassy of
the Czech Republic in London and can be made by email at: consulate.
london@embassy.mzv.cz providing the reason for the appointment
and a contact telephone number.

¢ Print and complete the application form (see Section 18). It is only
necessary to complete the following fields:

e Name and surname at birth —Jméno a pivodni (rodné prijmeni);

e Present surname — Nynéjsi prijment;

e Personal ID number (applicable only to persons born in the Czech
Republic) — Rodné Cislo;

¢ Date of birth — Den, mésic a rok narozent;

e Place of birth (city, district, country) — Misto narozen,

¢ Forename and surname of father —Jméno a pfijmeni otce;

e Forename and surname of mother —Jméno a prijmeni matky;

e Mother’s maiden surname — Rodné prijmeni matky;

¢ Individual’s permanent address — Trvaly pobyt Zadatele; and

e Individual’s signature — Podpis Zadatele.

¢ Take a valid passport or ID card.

e The Extract can be returned to the individual’s home address if they
provide prepaid special delivery envelope.
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Who can apply

Cost, payment
and turnaround

Online

¢ At http://eservice-fo.rejtr.justice.cz/webform/ (only for holders of
valid electronic signature).

Verifying identity — in person

e An individual’s identity is verified by an original and valid form of ID
(e.g. citizen’s identity card, passport, foreigner’s residence permit,
etc.) which includes a photograph of the individual.

e Third-party applications — the third party must provide an officially
authenticated power of attorney in Czech.

¢ The information presented in an application is verified according
to an original and valid ID containing at least the name, current
surname, surname at birth, date and place of birth, birth number
and state citizenship of the individual. If any data is missing, the
individual or their third-party representative can submit a birth
certificate, birth and baptism certificate, confirmation of birth,
marriage certificate, etc.

e Citizens of the Czech Republic and the Slovak Republic must
submit original documents or their officially authenticated copies.
Citizens of other states must submit original documents or officially
authenticated copies, including sworn translations into the Czech
language.

Verifying identity — online
e As for in person, however scanned copies of original documents are

acceptable.

e Individuals.

e Employers can apply on behalf of an individual provided that the
individual grants the officially authenticated power of attorney to the
employer.

e Third parties can apply on behalf of an individual provided that the
individual grants the officially authenticated power of attorney to a
third party.

From the Czech Republic
Cost

100 CZK.

Payment methods
Payment can be made by:

e Cash; or
e For a holder of a valid electronic signature, a transfer payment can
be made. A bank account within the Czech Republic is not required.
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How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

Turnaround

Certificates can usually be issued immediately except in the following
circumstances:

e |f the Extract is requested with an attachment containing records
from other EU members states; or

e Persons born in the territory of the Slovak Republic who do not hold
Slovak citizenship and whose records have not been yet transferred
from the Criminal Register of Bratislava to the Criminal Register of
Prague.
— An Extract processed on the basis of the request filed on location
of the Criminal Register of the Czech Republic is posted to the
individual’s address.
— This may delay the Extract of Criminal Record by up to a week.

From the UK
Cost

¢ Online 100 CZK; or
¢ From the Czech embassy in the UK 200 CZK.
Payment methods:

e Cash; or

e Postal order to the “Czech Embassy”.

e For a holder of a valid electronic signature, a transfer payment can
be made. A bank account within the Czech Republic is not required.

Turnaround

e Applications made at the Czech Embassy are sent to the Czech
Republic where they are then processed. It takes approximately 4
weeks to obtain the Extract.

The certificate includes:

¢ The date and time of the request;

¢ The individual’s name;

¢ Date of birth;

e A statement as to whether the individual does/does not have a
criminal record; and

¢ An official stamp and signature.

Sample Extracts of Criminal Record can be found at: http://portal.
justice.cz/Justice2/Soud/soud.aspx?0=203&j=213&k=5757
&d=284858 (see also Section 17).

The Extract of Criminal Record is only available in Czech.

There is no official translation service.

All criminal convictions which are not considered to be spent according

to Section 105 of the Penal Code are included on Extracts of Criminal
Records.

The criminal records related to individuals are stored for 100 years
from birth.
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Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

The authenticity of an Extract of Criminal Record can be confirmed
immediately at: https://eservice-fo.rejtr.justice.cz/webform/
zadostAutent.jsp

This is a free service.

The Criminal Register of the Czech Republic can provide advice on
interpretation of criminal records (see Section 3).

¢ Act No. 269/1994 of the Collection of Laws (Coll.) on the Criminal
Register

e Act No. 40/2009 of the Collection of Laws (Coll.) Penal Code

e Act No. 141/1961 of the Collection of Laws (Coll.) on Criminal
procedure

e Act No. 101/2000 of the Collection of Laws (Coll.) on Protection of
Personal Data

e Act No. 499/2004 of the Collection of Laws (Coll.) on archives and
records management and on amendments to certain laws

¢ Act No. 500/2004 of the Collection of Laws (Coll.) Administrative
Procedure Code

¢ Personal Data Protection Act

¢ The Office for Personal Data Protection exercises the competence of
a supervisory authority for the area of personal data protection:
— The Office for Personal Data Protection
— Pplk. Sochora 27,170 00 Praha 7

None

Criminal Register of the Czech Republic

102



17

Sample

Sample application form
documents ple app
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Sample Certificate (No Convictions Present)

CESKA REPUBLIKA * REJSTRIK TRESTO * 140 66 PRAHA 4 * SOUDNI 1
TELEFOR a3 340 00 |11 ® FAX «d30 244 (0 260 * F-MATL roptrilainogty pusisoe

Cinle Badosti- | 2045 TED
Z2idosi dorabona: |7 09 3007 074150
Apracceckmd. |7 09 JNIT 0T 51 Wb

[ T T T Franidek MNovak
Podet strsn: | Augustinova 205728
148 00 Praha 4

Ma Bhdowt osoby v el mide wvedommi s vyalin

VYPIS Z EVIDENCE REJISTRIKU TRESTU

Osobni udaje.
i FRANTISEK
P s ROV AK
Rusdra pofaprescrsi CHOCHOLOUSER
Detwis narosesl | rodial Siaks 20,08, 1976 F TeS2 1120
Pohlavi ML
Blinder / cokivs PREFOLACTE PFRAHA / FRAMA
Shkl marceom CESKA REPUBLIKA
Sk hlansly i SLOVENSKA REPUBLIEA
Ohsah
Nema zdznam v Rejstiiku tresti CR
Koneg sestavy

Kulate rasiiko a podpis

Strama 1 = |

P varpite e ek el wlétfle i b s saliv i, by sk bei e Bkt peon ke e el e
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Denmark

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies in person at local
police station/by email to the National Police Authority

Applications from UK by email/post to National Police Authority

No cost

Certificate issued in English, German, Danish, French, Spanish

Turnaround instant to 2 days

L
[ L

£
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Denmark

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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1 Name of
certificate

2 Department
responsible for
criminal records

3 Where to apply
in country

4 How to apply in
country

5 Where to apply
in the UK

6 How to apply in
the UK

Privat Straffeattest

National Police Authority (Rigspolitiet)

Rigspolitiet,

Center for Almen Jura,
Kriminalregisteret,
Polititorvet 14,

1780 Kgbenhavn V,
Denmark.

Email: adm_kr@politi.dk

Individual police districts can be found at: www.politi.dk/en/
servicemenu/contact/

Applications can be made in the following ways:

In person

¢ At the nearest police station (see contact details in Section 3).

¢ Take identification.

e If there are no criminal convictions, the certificate will be issued
immediately.

o If there are convictions, the certificate will be issued by post.

By email

¢ Send an email to address in Section 3
¢ Include the following:
—Name;
— Date of birth;
— Postal address; and
— A copy of the individual’s passport.
¢ The email must be electronically signed by the individual.
¢ The certificate will be returned by post.

By email or post to the contacts in Section 3.

By email

The process is the same as in Section 4.
By post

A free-form letter which must include:

e Name;

¢ Date of birth;

e Postal address;

¢ A copy of the individual’s passport.

The letter must be signed by the individual.

The certificate will be returned by post.
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12

Who can apply

Cost, payment
and turnaround

How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

Confirming
authenticity

¢ Individuals who are Danish citizens or others who have lived in
Denmark for more than 6 months.

e Employers/third parties with the individual’s consent and a copy of
their passport.

A criminal record certificate is issued free of charge.

The certificate is issued immediately (in person) or within 2 days of
receipt of the application (by post).

Certificates are issued on A4 paper with:

¢ The individual’s name;

e Address;

e Date of birth;

¢ Place of birth;

¢ Date of issue of the certificate;

¢ A statement that no criminal conviction are found, or a list of
criminal convictions;

¢ The signature of an official; and

¢ An official stamp.

A sample certificate can be found in Section 17.

Certificates with no convictions are issued in Danish, English, German,
French and Spanish.

Certificates containing convictions are issued in Danish only.

There is no official translation service.

All violations of the Denmark Criminal Code are listed on a certificate.
Convictions remain on the record for the following timescales:

¢ Fines — 2 years from date of payment;

¢ Suspended sentences — 3 years from the conviction date; and

¢ Unconditional convictions — 5 years from the date of release from
prison.

Old convictions are removed from the criminal record.

Authenticity can be confirmed at:
Ministry of Foreign Affairs, Legaliseringen,
Asiatisk Plads 2B,

DK-1448 Kgbenhavn K,

Denmark.

Tel: +45 (0) 3392 12 33
Fax: +45 (0) 3392 01 38
Email: legalisering@um.dk

Cost is 190 DKK and the turnaround time is 5-10 working days.
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Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

Any questions about criminal records can be addressed to
adm-kr@politi.dk

Legislation regarding criminal records is restricted under the Danish
Data Protection Agency.

None

Ministry of Foreign Affairs: http://um.dk/en/travel-and-residence/
legalisation/

Danish National Police — Center of Public Law
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Sample

e . Sample application form

Ansegning om STRAFFEATTEST til privat hrug
bmnignlmmﬂmmanwﬂmﬂpmmﬂw|wcm

Kiiminalragistes.
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Donald Duck
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Blomstensy 37, 2610 Redovre
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Sample Certificate

RIGSPOLITIET POLITI

DANMARK
Donald CERTIFICATE OF CRIMINAL RECORDY
wm:ﬂ EXTRAIT DU CASIER JUDICIAIRE NATIONAL/
2510 Radovre AUSZIUG ALIS DEM STRAFRE

GISTER/
CERTIFICACION DE ANTECEDENTES PENALES

e Ty et
30102013
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Estonia

How to obtain a criminal record check - detailed guidance

Individual/third party (with power of attorney) applies online/by post/
by email to the Karistusregister

Cost €04
Certificate issued in Estonian

Turnaround instant—2 working days
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Estonia

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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1 Name of
certificate

2 Department
responsible for
criminal records

3 Where to apply
in country

4 How to apply in
country

Certified Extract from the Punishment Register
(Karistusregister)

Centre of Registers and Information Systems — on behalf of the
Ministry of Justice,

Karistusregister,

Lokke 4,

19081,

Tallinn,

Estonia.

Tel: +372 663 6300
Fax: +372 646 0165
Email: rik@just.ee
Webpage: www.rik.ee

For information
Tel: +372 680 3160
Email: rik.info@just.ee

Applications can be made through the e-File website:
https://www.e-toimik.ee/ (in Estonian).

By post:
Karistusregister

PO Box 1563
Toompuiestee 33A,
10402,

Tallinn,

Estonia

Email: paring@karistusregister.ee

Online

Via the e-File website: https://www.e-toimik.ee/ (in Estonian).

By post

Send application form to the Karistusregister (see Section 3).
By email

Send application form to the following address:

paring@Xkaristusregister.ee

An application form is available at: www.rik.ee/sites/www.rik.ee/
files/elfinder/article_files/P%C3%A4ringuvorm.doc

A sample can be seen in Section 17.

For all methods of application, payment must be made prior to
applying and, where possible, proof of payment should be enclosed.

Applications must contain:

¢ Forename, surname and personal ID code of the individual;

¢ Paper applications must contain a signature. When a query is
submitted via email it must be signed digitally; and

e Name and number of the ID document (passport or ID card) must be
provided.
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Where to apply
in the UK

How to apply in
the UK

Who can apply

Cost, payment
and turnaround

Apply using the same details as those from Estonia (see Section 3).

The application process is the same as that from Estonia (see Section
4).

e Individuals;

¢ Third parties (with power of attorney); and

¢ Under-18s cannot request the information themselves; a parent/
guardian can apply on their behalf.

Costs

Individual

Via e-File website

¢ The certificate is free.

Via email or by post

e The first enquiry is free.
¢ Subsequent enquiries are €3.19.

Third parties
Via e-File website

e Through the e-File system:
—Free to €4

Via email or post
—-€3.19

For both types of applicant, payment should be made prior to making
the application and, where possible, a copy of the proof of payment
should be enclosed.

Payment

Payment can be made through the following Institutions (in person or
online):

e SEB Pank —10220034796011; (IBAN EE 89 1010 2200 3479 6011)

e Swedbank —221023778606; (IBAN EE93 2200 2210 2377 8606)

¢ Danske Bank A/S Estonia —333416110002; (IBAN EE 40 3300 3334
1611 0002)

¢ Nordea Bank Finland PLC Estonia — 17001577198; (IBAN EE 701 7000
1700 1577 198)

Reference number: 2900082388

Recipient: Rahandusministeerium (Ministry of Finances)

Turnaround

Via e-File

¢ Immediately
Via email or post

e |ssued within 2 working days after the date of receipt of the request.
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How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

¢ The certificate contains:

— A list of convictions or statement that the individual has not been
entered on the register;

— Individual’s given name and surname;

— Personal ID code or date and place of birth;

— Sex;

— Name of the court which made the judgment etc.;

— Section, subsection and clause of the Penal Code or other Act
which is the basis for the judgment etc; and

— Date on which the judgment etc. enters into force (from
Punishment Act).

The certificate is issued on paper or electronically (depending on the
method of application).

* To get a certified extract on paper, the application must include the
postal address and state that the request should be responded to by
post.

All certificates are certified by the seal of the register and the
signature of the authorised processor of the register.

The certificate is only available in Estonian.

Individuals may apply at the Estonian Embassy in London to have the
certificate translated into English. The Embassy can issue a “Statement
of circumstances known to the Consul” which confirms the data from
the certificate in English.

This can be ordered by post by sending the original certificate; a copy
of a passport or ID card; and a postal order to:

Estonian Embassy,
16 Hyde Park Gate,
London,

SW7 5DG

Tel: +44 (0) 207 838 5388

Fax: +44 (0) 207 589 3430

Email: embassy.london@mfa.ee
Website URL: www.estonia.gov.uk

It is advised to check the cost of this service direct with the Embassy.
The cost at the time of this report is approximately £17.

All criminal convictions are listed on the certificate except:

¢ Misdemeanour cases where the person has only one valid
misdemeanour record with the main punishment being less than
200€ (50 fine units) and with no additional punishment; and

¢ Details of the punishment of minors.

Convictions stay on the register until:

o1 year
— After enforcement of a fine, service of detention or completion
of community service or service of suspension of driving licence (as
main punishment) imposed for a misdemeanour.
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Confirming
authenticity

e 2 years
— After payment of a fine or service of detention imposed for a
misdemeanour concerning tax;
— After coercive psychiatric punishment of an individual or
application of a sanction to a person under 18 years old; and
— After the termination of administration of addiction treatment of
drug addicts or complex treatment of sex offenders.

e 3 years
— After the enforcement of a pecuniary punishment or a judgment
for compulsory dissolution imposed for a criminal offence;
— After the end of the probationary period determined upon release
on parole or conditional release from a pecuniary punishment; and
— After the performance of community service.

e 5years
— After imprisonment of up to 3 to 5 years was served.

e 10 years
— After imprisonment of 5 to 20 years was served.

e 15 years

— After imprisonment of more than 20 years was served.

The limitation period for the execution of a judgment has expired

(under s82 of the Penal Code).

¢ A supplementary punishment shall be deleted after service of the
supplementary punishment.

¢ The individual has been pardoned.

If a person was a minor during the offence then these convictions stay
on the register for:

e 1 year
— After enforcement of a fine, service of detention or completion
of community service or service of suspension of driving licence (as
main punishment) imposed for a misdemeanour;
— After coercive psychiatric punishment of an individual; and
— After the termination of administration of addiction treatment of
drug addicts.

e 2 years
— After the enforcement of a pecuniary punishment imposed for a
criminal offence;
— After the end of the probationary period determined upon release
on parole or conditional release from a pecuniary punishment; and
— After the performance of community service.

e 3 years
— After imprisonment of up to 5 years was served.

e 5 years
— After imprisonment of 5 to 10 years was served.

Old convictions are not listed on Extracts of the Registry.

A query can be made to the Department of the Punishment Register of

the Centre of Registers and Information Systems (see Section 2).
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14

15

16

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

Advice can be obtained from the Department of the Punishment
Register of the Centre of Registers and Information Systems (see
Section 2).

There is no fee for this and the turnaround time is up to 30 days.

e Punishment Register Act 2011
¢ Penal Code 2001
e Archives Act 1935

Criminal Records information is not restricted, but the Data Protection
Inspectorate can supervise the process of issuing the certificates

to ensure that it is performed according to law under §33 & 34 of
Supervision The Punishment Register Act.

None

Centre of Registers and Information Systems
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Sample
documents

Sample application — page 1
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Sample application — page 2

. Seovin paringu tulemusi saada (mirkoda sobne):
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Finland

How to obtain a criminal record check - detailed guidance

Individual applies online/by post/by fax/by email/in person to Legal
Register Centre/employer (in certain situations) can apply in person
for Security Clearance Check to Finnish Police

Cost €12-15

Certificate issued in English, Finnish, French, German, Spanish,
Swedish

Turnaround 7 working days plus postage time
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Finland

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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Name of
certificate

Department
responsible for
criminal records

Where to apply
in country

Extract from the Criminal Record and Security
Clearances

Legal Register Centre (Oikeusrekisterikeskus)

Extract from the Criminal Record

The correct jurisdictional authority to contact for obtaining a criminal
record certificate is the Legal Register Centre (Oikeusrekisterikeskus).
The contact details are:

Legal Register Centre,
Vanajantie 10 B,

P.0. Box 157,

FI-13101 Hameenlinna,
Finland.

Tel: +358 (0) 29 566 5770

Fax: +358 (0) 29 56 65 783

Internet: www.oikeusrekisterikeskus.fi

Email: oikeusrekisterikeskus@om.fi

Online: www.suomi.fi/suomifi/english/eservices/forms/ork_ork01/
index.html [Extract from the Criminal Background]; or
www.suomi.fi/suomifi/english/eservices/forms/ork_ork02/index.
html

[Criminal Record Extract for a Visa Application].

Security Clearance Checks

Applications for basic or extended security clearance checks (see
Section 4) are accepted by the Finnish Security Police. The contact
details are:

Finnish Security Police,
Ratakatu 12,

P.0. Box 151,

FI-00121 Helsinki,
Finland.

Tel: +358 (0) 71 878 0131

Fax: +358 (0) 71 878 4850

Email: suojelupoliisi@poliisi.fi

Web: www.poliisi.fi

Applications for limited security clearance checks are handled by local

police stations. Links to local police stations can be found (in Finnish
only) on the Finnish police service website via the link below:

www.poliisi.fi/poliisi/home.nsf/pages/0C8BF3843A3BDD28C2257530

002EC9AC?0opendocument
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How to apply in
country

Types of certificate — The type of criminal record certificates available
for employment purposes are:

Extract from the Criminal Record

Issued to employees who will have regular contact with children. It
only contains information that is judged to be relevant to the type
of employment. This check is available for domestic and overseas
employment.

Criminal Record Extract for a Visa Application

Issued for a visa, work or resident permit application. This extract will
contain information about all recorded convictions, or it will state that
no disclosable information exists. For the purposes of employment
overseas, the Legal Register Centre will consider applications where
local laws require criminal record disclosure. This requirement should
be clearly stated in the application.

Security Clearance Check

UK companies that have a branch office in Finland may be entitled

to apply for a security clearance check on a prospective employee
(with the individual’s written consent). The Finnish police service
provides three levels of check: limited, basic and extended. This form
of disclosure is only available for certain types of employment within
Finland. Further details on security clearance checks are provided on
the Finnish police service website at: www.poliisi.fi/poliisi/supo/
home.nsf/pages/FCBCBSEOFB91412CC2256F5E004DE724?0pendocu
ment

Application process

Extract for Criminal Record
Online applications

The process for applying for a criminal record extract is a free-form
letter or through an application form which can be found online at:

www.suomi.fi/suomifi/english/eservices/forms/ork_ork01/index.
html [Extract from the Criminal Record]; or

www.suomi.fi/suomifi/english/eservices/forms/ork_ork02/index.
html [Criminal Record Extract for a Visa Application].

These are available in Finnish, Swedish and English. Both application
forms should be completed electronically in PDF format.

Hard-copy applications

Free-form letters or hard-copy application forms must be signed and
may be delivered to the Legal Register Centre in the following ways:

® In person;

e By post;

¢ By fax; or

¢ By email — Unsigned email applications will be accepted if the
applicant’s contact details are provided, and if there are no grounds
to doubt the authenticity of the request.
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5 Where to apply
in the UK

6 How to apply in
the UK

7 Who can apply

The following information is required for all applications:

¢ Full name, including previous names if appropriate;

e Social security number or date and place of birth;

¢ Nationality;

¢ Address and telephone number; and

e Date and signature.

¢ An application for an Extract from the Criminal Record must include
the name of the employer or authority requesting it and details
of the office or duty for whom/which the extract is requested. It
is recommended that details of relevant UK laws and regulations
concerning the requirement for criminal record disclosure are
provided.

Security Clearance Check

Application forms can be found at: www.poliisi.fi/poliisi/home.nsf/
ExternalFiles/Standard_security/Sfile/Standard_security.pdf

This application cannot be submitted online. The form must be taken
in person to the Finnish Police (see Section 3) and signed by the
individual on whom the check is being made.

Applications are made in the same way as those from Finland (see
Section 3).

The correct process for applying for a criminal record certificate from
the UK is the same as from Finland by email, fax or post (see Section
4).

The Legal Register Centre provides basic information in English about
the application process for criminal record extracts. This includes
details of what information will be disclosed in accordance with Finnish
legislation. However, it does not address the subject of overseas
applications, or applications for overseas employment. The guidance
can be reached via: www.oikeus.fi/oikeusrekisterikeskus/18593.htm

Extract from the Criminal Record — Only individuals can apply.

Security Clearance Check — If certain conditions are met, employers
may apply the Finnish Police. Individuals cannot apply. A security
clearance check requires the consent of the subject.
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Cost, payment
and turnaround

How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

Cost and payment
An Extract from the Criminal Record —€15.00
Criminal Record Extract for a Visa Application —€12.00

Payable by the applicant — an invoice for the fee will be sent to the
applicant separately.

Payment must be made by bank transfer.
Turnaround

Processing time for both types of criminal record extract is
approximately 7 working days plus posting time.

The Legal Register Centre does not provide a fast-track disclosure
service.

The certificate is printed on A4 paper, which is violet at the top and
bottom and white in the middle, with a signature of the official and the
official stamp of the Legal Register Centre.

Both types of criminal record extract will include the subject’s full
name, date of birth, social security number and birthplace.

The certificate will be posted to the mailing address provided in the
application.
Language

Certificates may be requested in English/Finnish/French/German/
Spanish.

Additionally the Extract from the Criminal Record may be requested in
Swedish.

For the Extract from the Criminal Record, language requirements need
to be stated on a separate sheet.

Categories of Criminal Conviction

An Extract from the Criminal Record will contain information about the
following types of convictions:

¢ Offences against children;
¢ Sexual offences;

¢ Violent offences; and

¢ Narcotics offences.

If no offences in these categories are recorded, this will be stated on
the certificate. However, the existence of any other types of conviction
will not be indicated.

A Criminal Record Extract for a Visa Application contains details of all
disclosable judgments. These include:

¢ Custodial or suspended sentences;
e Community service;
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Confirming
authenticity

¢ Fines, community service or supervisions supplementary to a
suspended sentence;

¢ Juvenile punishments or fines in lieu of juvenile punishment;

e Dismissals from office;

¢ Sentences waived on the grounds of criminal irresponsibility; and

¢ Overseas decisions against Finnish citizens or permanent residents.

The following glossary covers major categories of conviction in the UK
and their Finnish equivalents:

¢ Violence against the person (Henkeen ja terveyteen kohdistuva
rikos);

¢ Sexual offences (Seksuaalirikos);

e Burglary (Murto);

e Robbery (Ryosto);

¢ Theft and handling stolen goods (Varkaus ja kdtkemisrikos);

¢ Fraud and forgery (Petos ja vdarennys);

¢ Criminal damage (Rikokseen perustuva vahingonkorvaus);

¢ Drug offences (Huumausainerikos); and

e Motoring offences (Liikennerikos).

Length of time convictions kept on record

Judgments will be removed from a criminal record after 5, 10 or 20
years, or at the age of 90 (or upon death) if no recent convictions have
been added.

Periods for which types of conviction remain disclosable are:

e 5 years
— Suspended sentences;
— Fines, community service or supervision supplementary to a
suspended sentence;
— Juvenile punishments or fines in lieu of juvenile punishment; and
— Dismissals from office.

e 10 years
— Custodial sentences of not more than 2 years; and
— Community service.

e 20 years
— Custodial sentences of more than 2 but not more than 5 years; and
— A waiver of sentencing under chapter 3, section 3 of the penal
code.

Authenticity can be confirmed at: www.maistraatti.fi/en/List-of-local-
register-offices/
Apostille

The notary public of a local register office can certify that the signatory
of a given document is authorised to do so and provide an Apostille.

The price for an Apostille is €12.00.
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Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

Legal Register Centre (see Section 3)

e The Penal Code of Finland 1889

e The Criminal Records Act 1993

e Act on Background Checks 2002

e Investigation of the Criminal History of Persons Working with
Children (504/2002). This Act partly implements the Directive
2011/93/EU

¢ Chapter 6 of The Personal Data Act 1999, see
www.tietosuoja.fi/1560.htm

¢ Information regarding Finnish legislation can be found at:
www.finlex.fi

None

Legal Register Centre (Oikeusrekisterikeskus)
http://lomake.fi

www.suomi.fi
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

France

How to obtain a criminal record check - detailed guidance

Application process dependent on individual’s place of birth

Majority of applications, Individual/third party (with written consent)
applies online/by post/by email/by fax/ in person to the Casier
Judiciaire National

No cost
Certificates issued in French

Turnaround instant—2 weeks
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France

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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1 Name of
certificate

2 Department
responsible for
criminal records

3 Where to apply
in country

4 How to apply in
country

Bulletin n°3 (Extrait de Casier Judiciaire)

The criminal records of all French citizens and all non-nationals
sentenced in France are maintained in a central electronic register by
the Ministry of Justice at:

Department of Justice,
13 Place Venddme,
75042 Paris Cedex 01,
France.

The correct central authority to contact for obtaining a criminal record
certificate is National Judicial Record (Casier Judiciaire National — CJN).
This is a national government authority covering the whole country.

The contact details for the CIN are:

Casier Judiciaire National,
107 rue du Landreau,

BP 11621,

44317 Nantes Cedex 3,
France.

Tel: +33 (0) 251898951

Fax: +33(0) 2518989 17/18
Email: cjn@justice.gouv.fr
Internet: www.cjn.justice.gouv.fr

The application process depends upon the individual’s place of birth.

Individuals born in France or in a French overseas territory (French
Guiana, Guadeloupe, Martinique, and Réunion), Saint-Pierre-et-
Miquelon or Mayotte:

The information required is:

¢ The individual’s gender;

e The individual’s full name, and maiden name (if applicable);

e The individual’s place of birth (town + the exact district for Paris,
Lyon and Marseille);

¢ The individual’s date of birth;

¢ The postal address to which the Bulletin 3 should be sent;

Individuals can elect to receive up to three copies of the certificate.
Online

Applications can be made online at: www.cjn.justice.gouv.fr/cjn/b3/
eje20 Confirmation of identity (passport or national ID card) is not
required except for the persons born abroad.
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By post
Applications by post must be sent to the address in Section 3.

A photocopy of the individual‘s passport or national ID card is
obligatory when applying by post for a person who was not born in
France.

The application form is available at: www.vos-droits.justice.gouv.fr/
art_pix/Form10071v04.pdf

A sample application form can be found in Section 17.

Applications using the postal form require two additional pieces of
information:

e Details of the individual’s parents’ names;
¢ The signature of the individual.

It is also possible for individuals to apply by letter. The individual

must include the same details as those required in the online/postal
application form. It is mandatory to include a photocopy of the
individual’s passport or national ID card for a person who was not born
in France.

Fax/email

The application form sent can also be sent by fax to 00 33 (0)2 51 89 89
18 or emailed to cjn@justice.gouv.fr.

ID, signature and details of parents’ names must be included. Including
a photocopy of individual’s passport or national ID card is not
obligatory but it is advisable in order to prevent delays.

In person

¢ The individual must present themselves at the CIN with their
passport or national ID card.

e |t is also possible for the individual to give a third party written
authorisation to request the Bulletin 3 on their behalf. In this case,
the third party must take copies of both theirs and the individual’s
passport or national ID card, in addition to the written authorisation.

Individuals born in French overseas territories (Polynésie Frangaise,
Wallis et Futuna, Nouvelle Calédonie, Saint Martin and Saint
Barthelemy):

Applications for a Bulletin 3 should be addressed to the greffe of the
tribunal de premiere instance (court of the first instance and judicial
administrative body of the court) of their place of birth. It is advisable
to contact the greffe in question for procedural details particular to
that territory.

Individuals born outside of France and its overseas territories:

Individuals cannot apply online but can use the postal form to apply by
letter, fax, in person or email to the contact details in Section 3.

Applications must be accompanied by a photocopy (or scan if applying
by email) of the individual’s passport or national ID card.
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Where to apply
in the UK

How to apply in
the UK

Who can apply

Cost, payment
and turnaround

How results
are presented
and security
features

Languages

Applications can be made by post, email, fax or online as detailed in
Section 4.

Applications can be made by post, email, fax or online as detailed in
Section 4.

e Individuals.

¢ Third parties can apply in person with written consent.

¢ For under-18s, the application must be made by one of the parents.
Costs

All extracts are free of charge.

Turnaround

With the exception of in-person applications, where the certificate
is produced immediately, Bulletin 3 certificates are posted to the
individual with a turnaround time of up to 2 weeks.

A Bulletin 3 will contain the following personal information:

e Full name;
¢ Date of birth; and
e Place of birth.

Bulletin 3 certificates with no criminal record are sent by regular post;
certificates with a published record are sent by registered post.

If no disclosable information is held at the CIN, this will be shown as
“néant” immediately beneath the personal information with a thick
diagonal line running top-left to bottom-right.

The Bulletin 3 contains a stamp of the Ministry of Justice and the name
of the magistrate in charge of maintaining the records held by the CJN.
Each document has a unique reference number.

A sample certificate can be seen in Section 17.

Languages
The criminal record certificate is issued in French.
Translation

Certified translations of certificates are available. Each tribunal

de grande instance has a list of “sworn” translators. A list of these
translators is also available online at the following address: www.tti-
network.com/annuaire-traducteur-assermente-france/
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Legislation
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Categories of criminal conviction
The categories of criminal conviction listed on a Bulletin 3 are:

e Custodial sentences of longer than 2 years without suspension or
where the suspension of a sentence was revoked;

¢ Custodial sentences of less than 2 years where the tribunal has
ordered its disclosure in the CJN;

¢ Active bans and disqualifications on the individual (for example
restraining orders, directorship disqualifications, licence
disqualifications); and

e Judicial control orders or any bans on exercising a particular
profession or activity involving regular contact with minors.

The types of criminal conviction in France are:

¢ Violence against the person (agression sur les personnes)

¢ Sexual offences (agression sexuelle)

e Burglary (vol avec effraction, cambriolage)

¢ Robbery (vol)

¢ Theft and handling stolen goods (vol et recel)

¢ Fraud and forgery (fraude et contrefacon)

¢ Criminal damage (préjudice sur les biens matériels)

¢ Drug offences (infractions a la législation sur les stupéfiants)
¢ Motoring offences (infractions au code de la route)

Length of time convictions kept on record

Bulletin 3: Criminal records are deleted when the rehabilitation period
is ended.

The French central authority (Le Casier Judiciaire National) can confirm
authenticity. The service is free of charge and quicker if the request is
emailed to cjn@justice.gouv.fr

The French central authority (Le Casier Judiciaire National) can provide
interpretation but only by mail and if requested by the individual
concerned.

The legislation that relates to criminal records in France is Articles 768
to 781 of the French Criminal Procedure Code (Code de Procédure
Penale) from the governing legislation regarding disclosure of criminal
records in France. The relevant legislation is published online in
French only. It can be found via the following link: www.lexinter.net/
PROCPEN/casier_judiciaire.htm.

None
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Germany

How to obtain a criminal record check - detailed guidance

Individual applies in person to local registry office
Applications from the UK by post to Federal Office of Justice
Cost €13

Certificate issued in German

Turnaround 1-4 weeks/fast-track 3 days
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Germany

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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Name of
certificate
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responsible for
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How to apply in
country

Where to apply
in the UK

How to apply in
the UK

Who can apply

Certificate of Conduct (Fiihrungszeugnis)

Federal Central Criminal Register (Bundeszentralregister),
Federal Office of Justice,

Visitors Service,

Adenauerallee 99-103,

53113 Bonn,

Germany.

Tel: +49 (0) 228 99 410-5668
Web: https://www.bundesjustizamt.de/EN/Topics/citizen_services/
BZR/BZR_node.html

At the individual’s local registry office (6rtliche Meldebehérde or
Biirgerbliro). There are around 5,283 local registry offices in Germany
and there is no list of these offices. The application should be filed
with the registration authority in which the individual is registered or
resides.

In person to the office detailed in Section 3 with:

¢ Proof of identity (Personalausweis or passport);
¢ Relevant fee or proof of payment; and
¢ An indication of the purpose of the request.

Federal Office of Justice,
Referat IV 2,

53094 Bonn,

Germany.

Tel: +49 (0) 228 99 410-5668
Web: https://www.bundesjustizamt.de/EN/Topics/citizen_services/
BZR/BZR_node.html

By post to the address in Section 5 using the application form from
https://www.bundesjustizamt.de/EN/Topics/citizen_services/BZR/
Resident_abroad/Resident_abroad_node.html (available in French,
German and English). A sample can be seen in Section 17.

The individual must include:

e A certified copy of ID;

¢ Reason for the request;

¢ Relevant fee or proof of payment;

¢ Personal data (on the application form); and

e Signature which must be officially confirmed (along with the ID) by
the German Embassy for a fee of €15 payable in £GBP. See
www.london.diplo.de/Vertretung/london/en/07/06__A__Z/O__P/
Police__clearance__certificate.html for information.

Individuals over the age of 14 years only

140



8 Cost, payment
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9 How results
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and security
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10 | Languages

Cost
€13 per certificate
Payment

In country — by cash or bank transfer to the Federal Office of Justice:
Bank: Deutsche Bundesbank, Cologne Branch

IBAN No.: DE49370000000038001005

BIC/swift No.: MARKDEF1370

Purpose: (File reference of the event — if known — or the forename and
the surname of the person making the application)

A carbon copy of the transfer order must be submitted with the
application.

From the UK — bank transfer using the details above or by cheque.
Cheques must be paid in Euros and be drawn from a German bank.

Turnaround
Turnaround times range from 1 to 4 weeks.

The individual can indicate that the criminal record disclosure is urgent.
Some local registry offices offer a “speedy certificate of conduct” for an
additional €2. In this case the turnaround time is 3 days.

The certificate is issued as a hard copy by post to the individual only.
Information on the certificate includes (if applicable):

e Conviction;

¢ Date of conviction;

e Court;

e Reference;

e Criminal Act; and

¢ Type of punishment (imprisonment or fine).

The Certificate of Conduct is printed on green anti-counterfeiting paper
from the Federal Printing Office (Bundesdruckerei) and features the
federal eagle. See Section 17 for a sample certificate.

The certificate is issued in German only.

There is no official translation service available.
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Confirming
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The main categories of criminal conviction listed on a criminal record
certificate are:

¢ Violence against the person (Kérperverletzung);
¢ Sexual offences (Sexualstraftaten);

e Burglary (Diebstahl/Einbruch);

e Robbery (Raub);

¢ Theft and handling of stolen goods (Hehlerei);

e Fraud and forgery (Betrug und Félschung);

e Criminal damage (Sachbeschddigung);

¢ Drug offences (Drogenstraftaten); and

e Motoring offences (Verkehrsstraftaten).

Judgments will be removed from a criminal record after 5, 10, 15 or
20 years dependent on the crime, if no recent convictions have been
added; or at the age of 90.

Once a conviction has been removed, the relevant entry in the Central
Criminal Registry will be removed within one year and the conviction
will cease to appear on the criminal record disclosure documents.

The following convictions are never removed:

e Lifetime imprisonment;
¢ Preventive detention; and
e Accommodation in a psychiatric hospital.

An Apostille can be obtained to authenticate the certificate. Before
applying for an Apostille, the certificate must be overauthenticated.

Overauthentication
Overauthentication can be applied for either:

¢ When filing the application to issue the Certificate of Conduct; or
o After the certificate has been issued by presenting the original
certificate of conduct.

The application may be made verbally, in person, or by single written
form to:

Federal Office of Justice,
Besucherservice,
Adenauerallee 99-103,
53113 Bonn,

Germany.

Applications for overauthentication and Apostilles must state the
country where the certificate of conduct is to be presented. The fee for
overauthentication is €20.
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Apostille
The application to request an Apostille should be sent to:

Federal Office of Administration Cologne,
Division I B 4,

50728 Kéln,

Germany.

If the Apostille and overauthentication applications are made at

the same time, they can both be forwarded to the Federal Office of
Justice in order to simplify matters. The certificate of conduct is then
forwarded to the Federal Office of Administration in Cologne for an
Apostille.

The fee for issuing the Apostille must be paid to the Federal Office of
Administration in Cologne. It does not have to be paid in advance.
An employer can contact the Federal Office of Justice (see Section 2 for

contact details).

Verification is free of charge.

e Article 3 of the Federal Central Criminal Register Act 1971

¢ Article 4 of the Federal Central Criminal Register Act 1971

e Article 46 (Lédnge der Tilgungsfrist) of the Federal Central Criminal
Register Act 1971

e German Federal Data Protection Act (Bundesdatenschutzgesetz) 1990
www.gesetze-im-internet.de/bdsg_1990/

None

International Criminal Record Affairs (Internationale
Registerangelegenheiten)

CPNI Guidance Document 2009

www.bundesjustizamt.de
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Ghana

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies
in person to Ghana Police Service/local police station

Fingerprints required
Variable fee payable
Certificates issued in English

Turnaround 5 days
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Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK
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Who can apply

Cost, payment and turnaround
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Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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How to apply in
country

Where to apply
in the UK

Police Clearance Certificate or Criminal Check Report

The Criminal Records Bureau (CRB) in Accra handles all applications for
criminal record checks for individuals resident in Ghana and overseas.

The Criminal Records Bureau is operated by the Criminal Investigations
Department (CID) of the Ghana Police Service (GPS) and provides
criminal records disclosure for Ghanaians and non-Ghanaians who
have resided in Ghana for a significant period. The Ghana Police
Service is organised on a national basis.

The contact details for the CRB are:

The Director General,

Criminal Records Bureau,

Criminal Investigations Department,
Ghana Police Headquarters,

Cantonments (near Ako Adjei interchange),
Box GP0116,

Accra,

Ghana.

Tel: +233 (0)21 761250/773906
Fax: +233 (0)21 776672
Web: http://www.eservices.gov.gh/GPS/SitePages/GPS-Home.aspx

Residents

Apply for criminal records disclosure via the Ghana Police Service or at
their local police station.

Non-residents
Apply to the Ghana Police Service.

¢ In person by visiting the Criminal Records Bureau.

e Application forms for criminal records disclosure are provided by the
offices of the Criminal Investigations Department.

¢ The forms are completed and submitted by the individual in the
presence of a Criminal Investigations Department official.

e For security reasons, individuals are not permitted to leave the
premises of the Ghana Police Service with an application form.

Individuals must provide:

e Three recent passport photographs. One of the photographs is
validated with the official stamp of the Criminal Investigations
Department on the reverse. The validated photograph is returned
to the individual who is subsequently advised of a date of return to
collect the Criminal Check Report.

e A certified copy of the passport.

e Full set of fingerprints.

Not applicable
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UK police authorities can assist with the taking of fingerprints, for
which a fee is payable, to be submitted by an authorised third party in
Ghana.

¢ Individuals.

¢ A prospective UK employer can submit an application to the Criminal
Records Bureau; however, the individual will have to appear in
person.

e Third parties (with written consent).

¢ Under-18s must be accompanied by a parent or guardian.

Cost

The estimated cost is approximately USD$430. This fee will vary
depending on the region and changes on an annual basis. This must be
paid in cash.

Turnaround

It can take up to 5 working days to receive a Police Clearance
Certificate or a Criminal Check Report. However, the process can
sometimes take longer.

There is no system in place for fast-track disclosure of priority cases.

The results are provided as a hard copy only. The individual or the
authorised third party is required to collect the results from the
Criminal Records Bureau. The certificate contains:

e Name of individual;

e Fingerprints;

e Results of check; and

¢ Official stamp of the issuing authority.

If a conviction is identified against the individual, the following
information will be included:

¢ Nature of the offence;

e Date of conviction;

¢ Punishable offences; and

e Name, designation and signature of issuing officer.

Certificates are available in English.
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The categories of criminal conviction listed on a criminal record
certificate are:

¢ Violence against the person;

¢ Sexual offences;

e Burglary;

* Robbery;

¢ Theft and handling of stolen goods;
¢ Fraud and forgery;

¢ Criminal damage;

¢ Drug offences; and

¢ Motoring offences.

The official requirement is for criminal conviction details to be held
on record for a period of 10 years. However, it is common practice for
the Criminal Records Bureau to list all offences registered against an
individual including those that go beyond the 10 year limit.

Police Clearance Certificates and Criminal Check Reports are issued
with a unique reference number.

The unique reference number on a Police Clearance Certificate is
shown on the top, left hand corner of the document as follows:

My Ref No: CID/VET/SF.8/v.00/00
A description of each section follows:

e CID: is a permanent fixture in the unique reference number.

e VET: indicates the department or division of the CID that handled
the application. This section of the reference can either be VET for
the Vetting Division or CDSB (Criminal Data Services Bureau) for the
Fingerprints Unit.

e SF.8: is a country reference, referring to the country that the
individual is travelling to or for which the individual is applying for
criminal records disclosure.

¢ v.00: v is followed by a two-digit number, which represents the
volume number of the file. This information is used for administrative
purposes by the CRB.

¢ 00: this section is a number unique to the individual of the check.

The unique reference number shown on a Criminal Check Report is
shown on the top, left hand corner of the document as follows:

Ref No: CID/CDSB/CC/AM/v.00/00
A description of each section follows:

e CID: is a permanent fixture in the unique reference number.

e CDSB: indicates the department or division of the CID that handled
the application.

e AM: is a country or organisation reference. In this example, it refers
to the American Embassy.

¢ v.00: v is followed by a two digit number which represents the
volume number of the file. This information is used for administrative
purposes by the CRB.
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¢ 00: this section is a number unique to the individual of the check.

A prospective UK employer can contact the CRB quoting the unique
reference number to authenticate a Police Clearance Certificate or a
Criminal Check Report.

None available

The release of criminal records information is at the discretion of the
Criminal Records Bureau. All public and government bodies in Ghana
are bound by the State Secrets Act 1967 (Act 107), Civil Service Law
1993 (PNDCL327) and Civil Service Interim Regulations 1960 (LI 147)
which prevent the unauthorised disclosure of information.

There is no specific legislation governing criminal records disclosure in
Ghana. However, as stated above, there is legislation that prevents the
unauthorised disclosure of information.

None

In Country Legal Resource

CPNI Advice Document 2009

None available
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Centre for the Protection Part of Capita plc
of National Infrastructure

Greece

How to obtain a criminal record check - detailed guidance

Individual applies in person/by telephone to Ministry of Justice/Citizen
Service Centre

Applications from UK in person/by post to Embassy
No cost
Certificate issued in Greek

Turnaround 10 working days in country/UK plus postage times
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Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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1 Name of
certificate

2 Department
responsible for
criminal records

3 Where to apply
in country

4 How to apply in
country

5 Where to apply
in the UK

6 How to apply in
the UK

7 Who can apply

Penal Record Copy (Avtiypago Motvikou Mntpwo/
Antigrafo Pinikou Mitroou)

Ministry of Justice

¢ At any Citizen Service Centre in Greece (Kévtpo Eéuntnpetnonc
MoAitwv — Kentro Exipiretisis Politon):
—In person; a list can be found at: www.kep.gov.gr; or
— By phone to 1502 (inside Greece only).

e In person to:
Ministry of Justice,
96 Mesogion Street,
Athens,

11527,
Greece.

Tel: +30 (0)2107 767300
Web: www.ministryofjustice.gr

Apply by any of the methods outlined in Section 3.

For applications in person, an application form is available from the
Ministry of Justice website (see Section 2).

Proof of identification must be provided when the application is
submitted.

Embassy of Greece,

Consular Office,

Penal Record Certificate Department,
1A Holland Park,

London,

W11 3TP

Tel: + 44 (0)20 7313 5600
Fax: + 44 (0)20 7313 8990
Web: www.greekembassy.org.uk

In person or by post to the address in Section 5.
The following should be provided:

e Certified copy of passport (A UK passport may be certified either by
the British Police or by a solicitor. A Greek passport may be certified
by the Consular Office of the Embassy of Greece); and

e Completed application form which can be found at:
www.greekembassy.org.uk/Portals/0/Gen_appl_form.pdf or see
Section 17 for a sample.

Individuals only
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8 Cost, payment
and turnaround

9 How results
are presented
and security
features

Cost

There is no charge for a Penal Record Copy; however, postage fees will
need to be paid if the certificate is returned by post.

Turnaround

A Penal Record Copy is issued within 10 working days from receipt of
the application, although this may take longer from the UK.

There is no fast-track system in place.

Results can be returned by post or collected in person.
In Greece

If applications are made by telephone or post, results are returned to
the requested post office via registered post.

The individual must provide a form of identification in order to collect
the document from the post office.

From the UK

The individual may collect their Penal Record from the Greek
Embassy or any of the Greek consulates in the UK on presentation of
identification.

The Penal Record Copy will contain:

e First name;

e Surname;

e Father’s name;

e Mother’s name;

¢ Place and date of birth;

¢ |ID number or passport number; and
¢ Details of any criminal convictions.

If no offences are present, the word “ZERO” (MHAEN — MIDEN) will
appear, indicating that the record is blank.

Security features include:

e Official stamp of the authorised public authority (Public Prosecutor’s
Office of District Court Judges — (Etoayyelia MNpwtodikwv - Isaggela
Protodikon) or Ministry of Justice); and

e Signature of the authorised public officer.

A sample can be seen in Section 17.
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10

11

12

13

Languages

Criminal
convictions
listed on
certificate

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Language
The criminal record certificate is available in Greek only.
Translation

The Ministry of Foreign Affairs has an official translation department
which can translate a Penal Record at a cost of €15—45. More
information can be found at www.mfa.gr/en/citizen-services/
translation-service/translation-service.html

It may also be possible to obtain translation though the Embassy
detailed in Section 5.

The categories of criminal conviction listed on the certificate are:

¢ Violence against the person (Aoknon Biag — Askisi vias);

¢ Sexual offence (ZefovaAikn MapevdyAnon — Sexoualiki parenohlisi);

e Burglary (Awappnén — Diarriksi);

¢ Robbery (Anoteia — Listeia);

¢ Theft and handling stolen goods (KAomr) — Klopi);

¢ Fraud and forgery (Anatn, mAaotoypapia — Apati, plastografia);

e Criminal damage (EykAnuatikr Evépyeta — Egklimatiki energeia);

¢ Drug offences (Atakivnon, eunopia vapkwtikwv — Diakinisi,emporia
narkotikon); and

¢ Punishable driving code offences (lMapaBaon Kwbika Obikrig
KukAowopiac Paravasi kodika odikis kikloforias).

Individuals can appeal for convictions to be removed from the Penal
Record.

Convictions are removed after:

¢ 10 years, for fines or imprisonment of up to 2 months;

e 5 years, for suspended sentences;

¢ |n other cases, convictions remain on the Penal Record until the age
of 80; and

e Juvenile convictions remain on record until the individual reaches
17 years old or, if the conviction involved confinement to a mental
institute, for 5 years after the conviction.

This country has joined the Hague Convention of 5 October 1961
Abolishing the Requirement of Legalisation for Foreign Public
Documents. This enables criminal record checks to be authenticated
by means of an Apostille. For further information on how to obtain
an Apostille from this country, please see: www.hcch.net/index_
en.php?act=authorities.details&aid=323

None
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14

15

16

Legislation

Pending
changes

Sources of
information

Protection of individuals against processing of personal data — The
Data Protection Act (Law 2472/1997), as amended by Law 3471/2006
(G.G. 133A’/28.06.06) and Law 3625/2007 (G.G. 290A’/24.12.2007),
(collectively, the “DPA”)

Plans are underway to introduce an online application process before
2018.

CPNI Guidance Document 2009

Ministry of Justice, Greece

www.greekembassy.org.uk

Hague Conference on Private International Law website:
www.hcch.net/
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17 | Sample N
N Sample application form (from the UK)
AITHEZH MPOZ: Nevncd
APPLICATION FORM Mpoleveio Aoviivow
Dvopa | WName Aovitvo — London |
Emcvopo | Sumame Mapoxcaio va jow yoprymoete:

You are kindly requested to issne;

Chopo Ko emivupe Satépa
Father's name & sumame

Dwvopo s emavupo pyTepas
Mothes's name & surname

fn fEves TS |..|.I|Tl.plil-_: _— ' ,
Mothes's maiden name Ve e e b

Enayyeipa /| Profession

Tomo: kar guepopnvia yevvan:
Date & place of buth

Dvopa Kot EMEOVEEe GUIUTOT o s eaas
Spouse’s pame & surname

Alvon wivoncias oryy Avriie
Home address 1o the UK.

O Amav' H Amrobon Sigmanure

Tyitguve |/ Telephone numbes

Ambpoz &mﬂ;u".rqpii;u

Passport no

Hpepopyvia exdoays

Date of issne

Co—p e

158



Sample Certificate

EAAHNIKH AHMOKPATIA
YIIODYPUELD ATKANEYNITE
IEN, AINEH ANMKHIHE AIKAIOLYNHE
AVTOTEAEE TAMHMA ITOINIKOY
MHTPOOY
ALTILEH
TIATPIED ETTCRY Bl {FMrI]l."l’ "’-IAHIE} nFroOE:
aaa 4= T 'i'-.nlup]'l:.[u .ﬂl.l.l..l.:.,lu-l:rwh
I.'.\'Pl['_‘n GHDLM {}-MHE‘J Avropelts Tprgee Tovaeon
Mrepsthins
ﬂHE‘}MA I'l.ﬂ']'lih'l- {l".&Tl IEB.'E MAME)
ﬂhﬂm KAI EIEONY MO MHTEPAE [lapakuh iz i
(MOTHER'S FIRST AND FAMILY NAME): FOPEYTRETE OVITYPapD Eoivicog
.................................................. [T T

'E!T'«-DLM KAI EIIONY MO EYZYTOY " makis
{HIFEBAND'S KAME AND SURMAME): v SeoooTikT)g GRS

......................................................... +To |||_1:|;.|1::|H,|;-.l|;| me
I"UHIJL IENMNHEHE - ETOZE N'ENNHEHE noaved o Ba umofilng el
(FLACE OF BIRTH - YEAR OF BIRTH): g AELTIEEVYS KOt 'l-“flll-&!I

....................................................... ORI T T T ..
A.F‘ AEATIOY TAYTOTHTAE = = ccesiiieiiccssmssesiioee s
EAI APXH EKADEHE: |. # Tepancahuhy e 0

........................................................ mimw VYR H']ll."’l-i-l"-m
PASEPU'RT NUMBER/COLNTRY: AncasTic; xpf,m;; T hed
......................................................... wmw
AIEY®YNIH AMOITOAHE
TITETONC TR O AT HTTE ON
EITTAOEN
{ADDRESE FOR RESPONDIMNG RECORDY
ADMINIETRATIVE DOCURIEMTE):
TH&FM'IN(‘.I (TELEFHOME NUMBER )

A i, 2003
TWH A vl i
(Y morypang))

& Fopxlnpiweno axé T areoios, wou Sy TELECEL yEpn, site siven Sypopec, sl s
Aulprypives ol o gpdvo ueafioks o afmomg,
# Ay plpetn o tithog g Boeemtodls e oty omoia B yroflnBel to oo
VETMBRE HONVLERNY L
* Ay pipoven o oo (g agedpeped Seifueon) mg Yanpesioc mow
et gl Bl apudin v tov Sopured Tow g oo el
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Hungary

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies in person/by post/
online to the Criminal Records Authority/Central Document Office

Applications from UK in person/ by post to the Embassy in London
Cost 3100-4400 HUF/UK Cost varies
Certificate issued in Hungarian

Turnaround Hungary 0—30 days/UK a few weeks
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0000 6000000000000

Hungary

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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1 Name of
certificate
2 Department

responsible for
criminal records

3 Where to apply
in country

4 How to apply in
country

Certificate of Good Conduct (Hatdsdgi Erkélcsi
Bizonyitvdny)

Criminal Records Authority,

Central Office for Administrative and Electronic Public Services,
1097 Budapest,

Vaskapu utca 30/A,

Hungary.

By post

Kozigazgatasi és Elektronikus Kozszolgaltatasok Kozponti Hivatala,
Blndlgyi Nyilvantartd Hatdsag,

1476 Budapest, Pf. 380,

Hungary.

In person

The Central Document Office,
1133 Budapest,

Visegradi utca 110-112,
Hungary.

Web: www.nyilvantarto.hu/en/certificate_good_conduct

By post

The individual must buy an envelope from the Hungarian Post Office,
which contains an application form and a bank transfer slip. After the
form is completed and receipt for payment obtained, both must be
sent to the address in Section 3.

In person
The certificate can be applied for at the address in Section 3.
Online

The application can be submitted online only if the applicant has
access to the Client Gate (this can be requested from Hungary or on
the Hungarian Embassies).

For all methods of application the applicant must complete and sign

the application form. The provided data is used as identification, which

is carried out using the Population Register.

If the individual is applying in person they must show their ID card,
driving licence or passport.

Sample application forms can be seen in Section 17.
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5 Where to apply
in the UK

6 How to apply in
the UK

7 Who can apply

8 Cost, payment
and turnaround

Hungarian Embassy,
35 Eaton Place,
London,

SW1X 8BY

Tel: +44 (0) 20 7201 3440
Fax: +44 (0) 20 7823 1348
Web: www.mfa.gov.hu/kulkepviselet/UK/hu/Konzuliinfo/

The certificate can be applied for at the Hungarian Embassy using an
online application form (Hatdsdgi erkélcsi bizonyitvdny kidllitdsa iranti
kérélap) which is available on the Embassy website (see Section 5).

The individual must complete the application form and attach a copy
of their passport.

A stamped addressed envelope (recorded mail) must also be enclosed.

A short cover letter should also be provided including a contact
telephone number and/or email address, should further information
be required.

Applications can be made to the address in Section 5:

¢ |n person (a prior appointment is necessary); or

e By post.

The following people can apply for a Certificate of Good Conduct:

¢ Individuals;
e Third parties (with valid authorisation); and
e Employers — in certain situations.

There are several professions, for which the law stipulates a special
legal condition which has to be fulfilled to take the job. In those cases
the future employee has to require that condition to be verified by the
certificate.

In country

The fee is 3100 HUF.

If the certificate is applied for in person at the Central Document
Office, the fee is 4400 HUF.

The applicant can pay the administrative service fee by:

¢ Postal order or cheque attached to the application form;

¢ Bank transfer to the bank account of the Central Office for
Administrative and Electronic Public Services; or

¢ In person, the fee can be paid by cheque or by credit card.

The turnaround time is between 8 and 30 days.

For in person applications, the turnaround time is 5 days, but
certificates are usually issued immediately.
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10

11

12

13

14

How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

From the UK
Fees for applications made at the Embassy vary. Check for details.

Payment can be made at the Embassy by cash or credit card or postal
order made payable to “The Embassy of Hungary”.

Turnaround time from the Embassy is a few weeks.

Certificates contain the following information:

¢ Name of the issuing authority;

¢ Name and surname;

¢ Place of birth and date of birth;

¢ Birth name of mother;

¢ Nationality;

e Permanent address according to the Population Register;

¢ Statement according to the application;

¢ Date and place of issuance;

e Name, position and signature of the Head of the Criminal Records
Authority; and

¢ Legal information.

Security features include special ink, a watermark and a unique
identifier number.

Certificates are only available in Hungarian.

There is no official translation service.

The certificate does not contain details of convictions, but shows
whether the individual is restricted from a particular profession.
Convictions remain on record for 3—12 years from the end of the expiry

period depending on the offence and the penalty.

Authenticity of certificates can be ascertained online using the service
Web Assistant Application (webes ligysegéd) on the Central Office for
Administrative and Electronic Public Services website at:
www.nyilvantarto.hu/en/certificate_good_conduct_online_checking

This service is free.
The Criminal Records Authority and the Central Document Office (both
are bodies of the Central Office for Administrative and Electronic Public

Services) can provide assistance. See www.nyilvantarto.hu/en/web_
assistant for more details.

Act C of 2012 (Criminal Code of Hungary)
Act XLVII of 2009 (Act on Criminal Registers)
Act CXIl of 2011 (Act on Data Protection)
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15

16

Pending
changes

Sources of
information

There are plans to issue an electronic Certificate of Good Conduct
with an electronic signature for applications from abroad. No further
information was available at the time of publication.

Central Office for Administrative and Electronic Public Services,
Criminal Records Authority, Hungary

165



17 | Sample

N Sample application form (English) — page 1

hpplication for
Certificate of Good Conduct

1. Pervonal dain

1 Pampesil roaEnla oo Flease il the farm in BLUUK bemen!

! Yame

vou complare Pala [ o D oorrecsly, thare o no et comesley Ralak 327

3 Birh fmmily zame
NENRRNRRRRRARARRNRRARRARARARARERRRRARARARNRIIY
Biisth Snremms |

Bisth Srename I

A Place af birmh (cry 1nd tha conaey)

& Diuie of barsh: - i o . Namemulsry:

T Aothe's biath family same

Adether's barth formams |
Nlatlinr s arTh Vadw ims

i Preesr Addres

Memsersome | | [ [ I QQLEQDERTROTR TR RRATRETETTE IO CRTTNT L]
Trpaotswent g, met sy | [ [ [ [ [ LT LLLTTERELLTITTEELETTEITT ]
Home [T TTTT] mesmg! [ [ ] smicacl | || s || oo |
T Teerasl sddrm of recipiee -
Flagey pur an X o the corcle af mamiral perven. (frou w endd e te recenar e oertifinate &t nustemer sematt
Flam et e Vin e corple oflpal e (P @ ould Ll fo o wowr sartificafe (0 oot el or omr pmplanar oy
marrl persoe legal ey
B b o kst Rabee find e wenll Bl op oo wr orgion o e wrie o ew praee sdier gee it
e i wge
Poncss - HNINENENENENENNENENERNNEEEE]
*pme of 1o
Tpetof stoet (ntzel, rond, sqiers o2 |
Heaa Eriltag ! Floar Dot
Frou g wowr el aeldees;, e il b cpformad w dae eer et ity e e pocied
Bmst [ [[[TITQTOTOAOOTOOOTOI IR ITOUTTIRITaqITE

Pl oiswrsl ® B 808 g1
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Sample Application Form (English) — Page 2

THE FACTS YOU WOULD LIKETO BE VERIFIED: =
0L Maane varify complismes with apecific condidons daflned by how:

eyt i X o dy mrade wivdher wrnwemld By crmplancy vl e st el By e o dimw vl

| ¥ - complisnce with specific comditions J efined by law shal] s venfiad {2 vou censfons. Pless mats © feld TV,

o —enbr date shall beveriSed. Pl cootimoe o field V.

i¥. Please indicae the special condidions defined by low vou would like s be verified

FPlaars pur o X 10 gom af e fol0a iof creier

panonal iod propaty piEh o povEd invEbiEshos B profenocal BN

P Eakien. Ea o d

emplovment w & somed pecarity pasd

| comiracting ms & profesasonal le enforoesent serice officer

oomracting w public servem:
oontracting @ public eimizenrgion ofion
If vou vt bo b verified Sou emthing othe than the sborementi onsd acte. e bere the name of the act’

Abtention’ Yoo om red mome i sample 1= e Hagenm pade of e icahos fors
-] |+
Plase wle me esardeates o Bl Gld IV, o aleld e 00 Gl T
Eam f’pﬂ;’-‘li‘,umm-ﬁ-mﬂ- feit yen micaie Shew for cowplence wek S acs
V. Plaane verify ohe focn mecerding e the dats of e Criminal Reghiter:
B-moduta in the Emond of Conviced Pervoms
C —mot wnder the #f Bl of dep rivation of civil rights -

D - nod mader the eflect of reatraint from profesiea 0R E - vexify whai kind of profmion

Fleaor gul an T in v gl e oy ow windd Ui i by i’
B, .C7, D" and_ E” pedutz of il T com v indicaned iraigpeadently o pou com iadicate "ID” and "I point: topather.

Y1 Twvebor dutn: Frave leave the fiebds below blank if vouw do ot meed wmy inveice aboui the paymesi of vour cortificai,
Hame

hestedt [ | | ' _ Dunsa
T of yivesi
LLi]]]

Hause

Typoototme e fed oot | | | | | | |
AR o 00

1 ersly verily fhad s pervonal dsm are osrrsr

=1 '--l 'nmﬂi ar

Signamre:
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Sample Certificate

1 v ?- o \--“2-;;-'!-': 7 e :
qu_H 'p”” fﬁ"'r:ﬁ'll'itg} {%

KOZIGAZGATASE ﬁ_{l.l'ﬁﬁlmﬂ u&xﬁz&mﬂ.mﬂm KOZPONTI HIVATALA
f 3 '-EI:-_ -
- 2 ."-'-'h.-__
-

IGAZOLOM, HOGY .
MINTA JUDIT L _—
Budapest, 1966.05.24. ¥
anyja szUl. neve: Minta Anna Qn
magyar dllampolgar J
1084 Budapest, Vasvirég ulca 27. a

a binbgyi nyilvamartasi rendszer adatai alap
BONTETLEN ELOELETO,
NEM ALL KOZOGYEKTOL ELTILTAS TT
NEM ALL FOGLALKOZASTOL VAGY NYSEGTOL ELTILTAS HATALYA ALATT

'
-
Budapest, 2013, november 15,
: Al e
..w ot

’ R *'.u‘zﬂ ™ -'\r_l 1 .

Tyt b s W g A hwonag) eTlolgs bidormy vy d AP Ly A hndhilfius 1o & ot wwhie s
e e e st & A gl e o s e S
H“ﬁl:r- t-:—---pmu—-bﬂn-a-ymh.:mmm : n_::qm:ihm‘::ﬂ
b batdadgi prROlEm Lupore oo divehan dladlodi ndwmud yers padiadioh, By |mmm1 4 ““W' i JUN L e X1
e L L e e
aﬁ:uuurﬂ.:::t:miuml:-mm-lﬂm R SR e KL W Wreeey tam enghussrnane coPl baesaliat
%”nhhﬂi“lrﬂmnﬁh e ~ (b ha s

038221158 N |I"mm" |Ilu

168



Sample Certificate

'ﬁ_— E & ..
. _ .
a:n.-ummmmggsuﬁummoﬁﬁamuum KOZPONTI HIVATALA
: . . ’:h F ™ -.tu.;"':_
IGAZOLOM, HOGY F Y
MINTA ZOLTAN L -
Budapest, 1962.05.03. r
anyja szil. neve: Minla Szilvia z
magyar allampo

lgar
1092 Budapest, Vadvirdg utca 14. ala

a bindgyi nyilvantartisi rendszer adatai alap)

a magdnnyugdijrél és a maghn
bekezd meghatirorsi kizhro

1997 vl LXXXII, t8rvény 34. § (12)
eltiltds hatalya alatt. e

fenn, tovabba nem il

S

Hudapest, 2003, noversber |5,

ALAL
b Rkt sibabin bnromryiivanybon suden ey o sdeiok s st ratw 1 B PR sl gt i 201w W
BRI A h“l”h“.”i“ﬂ”“ﬂmm#

eliernakan w barugyh wyilvas i esdumil a3 Fasopii |'nia dnpailamainak ninige J0 magy i bempal garalisl donmbon Rase nelewd
m~a——.ﬁ.¢1-mmﬂmmnnnwmwﬂ_ﬂ
il uileive knavitan uumnﬁhﬁnn““mmmmlhﬂ-inuh“m
amiaipgd, ol 080 Lo b menlaing el Tl ik ikl

038221161 J T

e el T LT
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Iceland

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies by post/email/in
person to District Commissioner’s Office

Applications from UK made by post/email/in person to Embassy

Cost 2000 ISK
Certificate issued in Icelandic (English or Danish if no convictions)

Turnaround - in person instant/by post a few weeks




0000 6000000000000

Iceland

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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Name of
certificate

Department
responsible for
criminal records

Where to apply
in country

Criminal Record Certificate for Private Use

(Sakavottord-Einkavottord)

Rikissakséknari (Director of Public Prosecution),

Hverfisgotu 6,
101 Reykjavik,
Iceland.

Tel: +354 530 1600
Fax: +354 530 1606
Email: rsak@tmd.is

District Commissioner in Akranes
Stillholti 16—18 — 300 Akranes
Tel: +354 444-0100

Fax: +354 444-0126

Email: akranes@syslumenn.is
Bank details: ID no.: 490169-5399
— Bank: 0186 — hb. 26 — Account
no. 35

District Commissioner in
Blénduds Hnjukabyggd 33-540
Blonduds

Tel: +354 455-2600

Fax: +354 455-2601

Email: blonduos@syslumenn.is
Bank details: ID no 570269-5269
— Bank 0307 — hb. 26 — Account
no. 995

District Commissioner in
Borgarnes Bjarnarbraut 2-310
Borgarnes

Tel: +354 433 7600

Fax: +354 437 1309

Email: borgarnes@syslumenn.is
Bank details: ID No 570269-4539
—Bank 0354 — hb. 26 — Account
no. 238.

District Commissioner in
Budardalur Midbraut 11-370
Budardalur

Tel: +354 433 2700

Fax: +354 434 1403

Email: budardalur@syslumenn.is
Bank details: ID no. 570269-4889
—Bank 0312 — hb. 26 — Account
no. 10907

District Commissioner in
Hafnarfjordur Baejarhrauni
18-220 Hafnarfjordur

Tel: +354 565 2400

Fax: +354 565 119

Email: hafnarfjordur@syslumenn.

is
Bank details: ID no. 490169-5559

— Bank 544 — hb. 26 — Account no.

600

District Commissioner in Husavik
Utgardi 1 — 640 Husavik

Tel: +354 464 5000

Fax: +354 464 1678

Email: husavik@syslumenn.is
Bank details: ID no. 490169-3779
—Bank 0192 — hb. 26 — Account
no. 94

District Commissioner in Hofn
Hafnarbraut 36—780 H6fn

Tel: +354 478-1373

Fax: +354 478-1366

Email: hofn@syslumenn.is

Bank details: ID no. 531276-0279
—Bank 0172 — hb. 26 — Account
no. 1200

District Commissioner in Keflavik
Vatnsnesvegi 33—230 Keflavik

Tel: +354 420-2400

Fax: +354 420 2401

Email keflavik@syslumenn.is
Bank details: ID no. 610576-0369
—Bank 0121 — hb. 26 — Account
no. 3160
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Branch Office in Grindavik —
Vikurbraut 25 — 240 Grindavik
Tel: +354 420-2440

Fax: +354 420-2441

District Commissioner in
Saudarkrékur Sudurgdtu 1-550
Saudarkrékur

Tel: +354 455-3300

Fax: +354 455-3301

Email: Saudarkrokur@syslumenn.
is

Bank details: ID no. 490169-5639
— Bank 0310, hb. 26, Account

no. 788 and Bank 0161, hb. 26,
Account no. 49

District Commissioner in
Seydisfjordour Bjolfsgdtu 7-710
Seydisfjérdur

Tel: +354 470-2100

Fax: +354 472-1113

Email: seydisfjordur@syslumenn.
is

Bank details: ID no. 490169-5479
— Bank 0176 — hb. 26 — Account
no. 511

Branch office in Egilsstadir —
Lyngasi 15, 700 Egilsstadir
Tel: +354 470 2130

Fax: +354 470 2131

Email: elvas@syslumenn.is

Branch office in Vopnafjordur —
Lénabraut 2, 690 Vopnafjordur
Tel: +354 470 2120

Fax: +354 473 1359

Email: hrafnhildurh@syslumenn.
is

600 Akureyri

Tel: + 354 464-6900

Fax: +354 464 6901

Email: akureyri@syslumenn.is
Bank details: ID no.: 490169-4749
— Bank: 0565 — hb. 26 — Account
no. 10660

Branch office in Dalvik
Gunnarsbraut 6, 620 Dalvik
Tel: +354 466 1640

Fax: +354 466-164

Email: svavai@syslumenn.is

District Commissioner in
Bolungarvik Adalstreeti 12-415
Bolungarvik

Tel: +354 456-1200

Fax: +354 456-7573

Email: bolungarvik@syslumenn.is
Bank details: ID no. 500674-0599
—Bank 1176 — hb. 26 — Account
no. 1

District Commissioner in
Eskifjorour Strandgotu 52— 735
Eskifjordur

Tel: +354 470-6100

Fax: +354 476 1539

Email: eskifjordur@syslumenn.is
Bank details: ID no. 560276-0449
—Bank 0166 — hb. 26 — Account
no. 565

District Commissioner in
Hélmavik Hafnarbraut 25 - 510
Hdélmavik

Tel: +354 455-3500

Fax: +354 455-3509

Email: holmavik@syslumenn.is
Bank details: ID no. 570269-5189
—Bank 0316 — hb. 26 — Account
no. 21

District Commissioner in
Hvolsvollur Austurvegi 6—860
Hvolsvollur

Tel: +354 488 4100

Fax: +354 488-410

Email: hvolsvollur@syslumenn.is
Bank details: ID no. 570269-5509
—Bank 0182 — hb. 26 — Account
no. 110
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District Commissioner in
isafjordur Hafnarstraeti 1-400
isafjorour

Tel: +354 450 3700

Fax: +354 456 4795

Email: isafjordur@syslumenn.is
Bank details: ID no. 490169-6799
— Bank 0556 — hb. 26 — Account
no71

District Commissioner in
Képavogur Dalvegi 18-201
Képavogur

Tel: +354 560 3000

Fax: +354 560 3090

Email: kopavogur@syslumenn.is
Bank details: ID no. 490169-4159
—Bank 0322, hb. 26, Account no.
15913

District Commissioner in
Patreksfjorour — Adalstraeti 92 —
450 Patreksfjordur

Tel: +354 450-2200

Fax: +354 456-1550

Email: patreksfjordur@
syslumenn.is

Bank details: ID no. 570269-4969
— Bank 0153, hb. 26, Account no.
301

District Commissioner in Selfossi
HOrduvollum 1 - 800 Selfoss

Tel: +354 480 1000

Fax: +354 480 1003

Email. selfoss@syslumenn.is
Bank details: ID no. 461278-0279
—Bank 0325 — hb. 26 — Account
no. 701

District Commissioner in
Siglufjérour Granugotu 6— 580
Siglufjoréur

Tel: +354 460-3900

Fax: +354 460-3901

Email: siglufjordur@syslumenn.is
Bank details: ID no. 490169-5049
—Bank 1102, hb. 26, Account no.
1

District Commissioner in
Snafellsnes — Borgarbraut 2 — 340
Stykkishélmur

Tel: +354 430-4100

Fax: +354 430-4101

Email: oko@syslumenn.is

Bank details: ID no. 570269-4619
- Bank no. 0309, hb. 26, Account
no. 10404

Branch office in Olafsvik —
Bankastraeti 1a — 355 Olafsvik
Tel: +354 430-4126

Fax: +354 436-1360

District Commissioner in
Vestmannaeyjar - Heidarvegi
15-900 Vestmannaeyjar

Tel: +354 488 1000

Email: vestmannaeyjar@
syslumenn.is

Bank details: ID no 490169-7339
— Bank 0582 — hb. 26 — Account
no. 2

District Commissioner in Vik —
Ranarbraut 1 — 870 Vik

Tel: +354 488-4300

Fax: +354 488-4301

Email vik@syslumenn.is

Bank details: ID no. 570269-5349
—Bank 0317 — hb. 26 — Account
no. 101
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7

How to apply in
country

Where to apply
in the UK

How to apply in
the UK

Who can apply

There is no application form.
In person

¢ At any District Commissioner’s Office (see Section 3)
e Show valid ID (e.g. passport, driver’s licence).

By post/email

e To any District Commissioner’s Office (see Section 3)
¢ Include:

— Reason for request;

— Name;

— Address;

— Date of Birth; and

— A signature.

Embassy of Iceland
2A Hans Street,
London,

SW1X 0JE

Tel: +44 (0) 207 259 3999
Fax: +44 (0) 207 7245 9649
Email: emb.london@mfa.is

There is no application form.
In person

e Visit the embassy.

¢ Show valid ID (e.g. passport, driver’s licence).

¢ Make payment.

e The application is sent to Iceland for processing.

e The embassy will contact the individual when the record is ready for
collection.

¢ |D must be shown when collecting the record.

By post/email

¢ Send request to embassy.

¢ Make payment.

¢ The application is sent to Iceland for processing.

e The embassy will contact the individual when the record is ready for
collection.

¢ ID must be shown when collecting the record.

¢ A third party can collect the record on the individual’s behalf with
written consent.

¢ Individuals; or
e Third parties/employers with written consent

If the individual is under 18 years old, a parent/guardian must apply on
their behalf and show a valid ID document.
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11

Cost, payment
and turnaround

How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

Cost
2000 ISK
Payment

e Cash;
¢ Debit/credit card; or
e Bank transfer (see Section 3 for account details).

Turnaround
From Iceland

e |n person — records are issued immediately;

¢ By post/email — records issued immediately and posted to the
individual’s address. Postal times may delay the process by a few
weeks.

From the UK

e The record is issued as soon as payment is received. Postal times may
delay the application by a few weeks.

The certificate contains:

e Name;
¢ Date of birth;
¢ Date and place of issue of the certificate;
¢ The local stamp of the district’s commissioner and signature; and
e |f there is a conviction the certificates will also include:
— Date;
— Place;
— Number and details of the conviction; and
— Stamp from the Public Prosecutor and a signature.

A sample certificates can be seen in Section 17.
Icelandic; or
English and Danish if there are no convictions.

There is no official translation service.

All convictions are listed on the certificate.
A conviction stays on an individual’s criminal record for:

¢ 3 years for fines;
e 5 years for conditional sentences; and
¢ 5 years after the sentence is completed, for unconditional sentences.
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13

14

15

16

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

Authenticity can be confirmed by:

The Ministry of Foreign Affairs,
Raudararstigur 25,

Reykjavik,

Iceland.

Tel: +354-545-9900

Fax: +354-562-2373 and +354-562-2386

Email: postur@utn.stjr.is
Web: www.utanrikisraduneyti.is/

The cost is 2000 ISK for each document.

The turnaround time is between 6 hours and a few days.

Director of Public Prosecution (see Section 2).

e Rules nr. 680/2009 on the National Judicial Record in Iceland

e Law on Criminal Procedure No. 88/2005, Article 225

¢ Act on the Protection of Privacy as regards the Processing of Personal

Data No. 77/2000

None

Director of Public Prosecution
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17 | Sample
documents

Sample certificate

IHE STATE CRIMINAL REGESTIY

Nanee

Cansmion

CRIMINAI

RECORD CERTIFICATE
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

India

How to obtain a criminal record check - detailed guidance

Individual/employer (with consent) applies in person at a local police
station or Regional Passport Office

Application from UK in person to High Commission
Cost between 10 to 3000 INR/From UK £22
Certificate issued in English

Turnaround 7-30 working days
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0000 6000000000000

India

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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Name of
certificate

Department
responsible for
criminal records

Where to apply
in country

How to apply in
country

Local Police Certificate (also known as Police Clearance
Certificate or Character Verification Record)

The National Crime Records Bureau (NCRB),
East Block-7,

R.K. Puram,

New Delhi-110066,

India.

Tel: 491 (0) 11 26172324/+91 (0) 11 26105353
Fax: +91 (0) 11 26186576/+91 (0) 11 26197984
Email: comm@ncrb.nic.in

Web: http://ncrb.nic.in

Through a local Indian police station (no contact details available) or a
Regional Passport Office details of which can be found at:
www.passportindia.gov.in/AppOnlineProject/welcomeLink

Applications via the local police station

Application forms are obtained from the local police station (see
sample in Section 17).

An individual must complete the application form and include the
following:

¢ A passport sized photograph;

¢ A certified copy of the individual’s passport, driver’s licence, voter’s
identification card, PAN card or ration card;

e Current address;

¢ Previous address and other residential history to cover a 10 year
period;

e Name and date of birth of the individual’s father; and

¢ Proof of payment.

For employment purposes, a prospective employer is required to
submit an application form that has been completed and signed by the
individual. The form must be accompanied by a covering letter typed
on company letterhead. The letter must be signed by an authorised
signatory.

It is advisable for authorised company personnel to visit the police
station to follow up approximately seven days after an application has
been made.

Applications via the Regional Passport Office

¢ Individuals may submit an application for criminal records disclosure
via the Regional Passport Office (see link to contact details in Section
3).

¢ The same application process applies as for applications via the local
police station.

¢ The Regional Passport Office will verify the information with the local
police station. Prospective UK employers cannot submit a request for
criminal records disclosure on behalf of an individual via this route.
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Where to apply
in the UK

How to apply in
the UK

Who can apply

Cost, payment
and turnaround

How results
are presented
and security
features

High Commission of India,
India House,

Aldwych,

London,

WC2B 4NA

Tel: +44 (0) 20 7836 8484

Fax: +44 (0) 20 7836 4331

Email: administration@hcilondon.in
Web: www.hcilondon.in

Applications must be made in person to the address in Section 5
providing the same documents as for applications from India (see
Section 4).

e Individuals; or
e Employers (with consent).

Cost

¢ In country — there is no standard fee and cost varies between 10 INR
and 3000 INR; or
e From UK —-£22.

Payment

¢ In country — methods of payment vary between police stations, but
payment is usually by a bank draft or postal order; or
¢ From UK — bank draft, postal order or credit/debit card.

Turnaround

In person, the certificate can be collected from the local police station
within 7 to 10 working days.

Individuals can request that the Indian Police Service sends results by
post, which can take up to 30 working days which would be the case
with applications from the UK.

There is a fast-track system in place for the disclosure of priority cases.
However, there is no specific time-frame for such requests.

The results are produced as a hard copy and can be collected in person
or posted to the individual.

The information contained in a Local Police Certificate includes the
following:

e Date;

¢ Name of applicant;

e Results of check;

¢ Certificate number; and

e Official Stamp of the Deputy Commissioner of Police.

Where no criminal record is registered against the name of an
individual, the certificate will state that no such information has been
found.
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14

15

Languages

Criminal
convictions
listed on
certificate

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

In the case where a criminal procedure is pending against an
individual, this will be identified on the certificate. If an individual has
been convicted for such offences, various sections of the relevant law
under which the person has been convicted will be specified.

Criminal record information released by the police is dated, numbered
and stamped by a Deputy Commissioner of Police or other police
officer of similar status. The document will also contain the signature
of the relevant police officer.

Certificates are available only in English.

The following categories for conviction exist in India:

¢ Violence against the person;

¢ Sexual offences;

¢ Burglary, robbery, theft and handling stolen goods;
e Fraud and forgery;

¢ Criminal damage;

e Cyber-crime;

e Corruption;

¢ Drug offences; and

e Motoring offences.

Convictions are never removed from the record and remain indefinitely
in the Crime Record Office (CRO) and National Crime Record Bureau
(NCRB).

A prospective employer can confirm the authenticity of a certificate
with the issuing authority by supplying the date and certificate
number. The police station will either authenticate or invalidate the
document on the basis of their records.

This country has joined the Hague Convention of 5 October 1961
Abolishing the Requirement of Legalisation for Foreign Public
Documents. This enables criminal record checks to be authenticated
by means of an Apostille. For further information on how to obtain
an Apostille from this country, please see: www.hcch.net/index_
en.php?act=authorities.details&aid=643

If further clarification is required, a written request can be addressed
to:

¢ The Area Deputy Commissioner of Police, in cities; and
e The District Magistrate or the Senior Superintendent of Police, in
other towns.

Indian Penal Code 1860

None
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16 | Sources of High Commission of India, London
Lo i ety Ministry of External Affairs
CPNI Guidance Document 2009
Hague Conference on Private International Law: www.hcch.net
17 @ Sample
Sample application form — page 1
documents ple app pag

HIGH COAMAMISSION OF INDLA
(CONSULAR WING)
INDIA HOUSEALDWYCHLONDON WCIB 48NA

APPLICATION FORM FOR POLICE CLEARENCE CERTIFICATE

1. Name{block letters) M. i Ddiss. S —

fa Mantal Status i e e ————

I Father'sname and nationality - e

3. Frofession ofthe apphe ar o e - -

4. Ifa mamedwomen, please state:{a) Maiden name —

(b} Husband's nam {c) Nationality ofthe hushand— —— ..
5. (a)Nationality of the applicant i e i A A A s A

(b} Country place and date ofbisth --

{e) Passport No. mama === 1 JAuthonty andplace ofiBsus o —

() Date of iBFe— e s s e e LiValid till-re s s e —

() (iy Previous nationalsty if vou have changed your nationality e

(i) Partheulars of passport ———eeeee e e e e e e e e
(Mo place and date ofissue)

(¢} Have voubeento India since vou changed vour nationahty

6. FOR NON-INDIAN APPLICANTS
Place of resdence({vath full postal addressesjwhilst m India with dates

oot i i il et i ki~ el il otk Rl il kit kol dibiie it
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Sample application form — page 2

7. Purpose of this apphcaton(Delete whichevernot apphicates):

(1} Wishing to procesdio e e e e e e e [ couniry)
(@) For study misub)ect) e e
(m)For permanert settlement as anmmigran YESNO

(v} For seelang employvmen YESNO

{v} For any other purpose{siate the detmls)-

D e e e e e L L -
L L T g f LI N S —
Telephone (if any }——————eeeeeeee ;
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Indonesia

How to obtain a criminal record check - detailed guidance

Individual applies through local police station (options vary)
Applications from UK in person/by email to Embassy
Fingerprints required in country

Cost 35,000 IDR plus 10,000 IDR for fingerprints

Certificates issued in Indonesian

Turnaround Indonesia 1 week/embassy 4 weeks




0000 6000000000000

Indonesia

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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1 Name of
certificate

2 Department
responsible for
criminal records

3 Where to apply
in country

4 How to apply in
country

5 Where to apply
in the UK

6 How to apply in
the UK

Surat Keterangan Catatan Kepolisian (SKCK)

Indonesian National Police

Applications are made through the local police station of the
Indonesian National Police where the individual lived.

A list of local police stations can be found at: www.polri.go.id/polda/

The individual must contact the local police station (see contact details
in Section 3) in Indonesia for the area where they last lived.

Applications can be made in person or by post.

Each police station works differently and some have different
application methods and a facility for online applications.

The individual usually has to provide:

e Copy of ID card/passport or driving licence;

¢ Copy of a family card,;

e Copy of birth certificate;

¢ Three recent photographs (4 x 6 cm);

¢ Details of dates and addresses individual lived in Indonesia; and
e A copy of the individual’s fingerprints.

Indonesian Embassy,
38 Grosvenor Square,
London,

W1K 2HW

Tel: +44 (0)207 499 7661

Fax: +44 (0) 207 491 4993

Email: kbri@btconnect.com

Web: www.indonesianembassy.org.uk

The request can be made in person or by email to the address in
Section 5.

The individual must provide:

e Full name;

e Current address and contact details;

¢ Exact address(es), and dates when living at each, for time spent in
Indonesia;

e Copy of ID card/passport or driving licence;

¢ Copy of a family card (where applicable);

e Copy of birth certificate;

e Three recent photographs (4 x 6 cm); and

¢ Proof of payment.

Payment can be made at the Embassy either by a postal order or a
bank draft payable to the Indonesian Embassy.

188



7

8

10

11

12

Who can apply

Cost, payment
and turnaround

How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

Confirming
authenticity

The Embassy will forward the request to the police headquarters in
Jakarta who will deal with the request or forward it to the relevant
regional police station.

The certificate will be returned to the individual’s home address.

Check with the embassy if fingerprints are required.
Individuals only

Cost

To issue the certificate — 35,000 IDR
To take fingerprints — 10,000 IDR

Payment

¢ From Indonesia — made at the local police station. The payment
methods available vary between stations; or

e From the UK — payment can be made at the Embassy either by a
postal order or a bank draft payable to the Indonesian Embassy.

Turnaround

* From Indonesia — up to one week; or

e From UK — approximately 4 weeks.

The SKCK is a paper certificate which will be returned to the individual
in person or by post.

The certificate contains the following information:

e Name;

¢ Place and date of birth;

e Occupations;

e Current address;

¢ Nationality;

e Date of issue of the certificate; and
¢ Details of any criminal convictions.

The SKCK will be stamped and signed by a police station official.

The certificate is only issued in Indonesian.

All serious convictions excluding traffic violations are included on the
certificate.

There is no service to confirm the authenticity of the certificate.
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14

15

16

17

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

Sample
documents

None

No prescriptive guidance on specific legislation available.

None

Indonesian Embassy

Indonesian National Police

None available
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Ireland (Republic of)

How to obtain a criminal record check - detailed guidance

Individual applies by post to Garda Central Vetting Unit for Data Access
Request (Police Certificate not issued for employment screening)

Cost €6.35

Data Access Request issued in English — Turnaround up to 40 days
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Ireland (Republic of)

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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1 Name of
certificate

2 Department
responsible for
criminal records

3 Where to apply
in country

4 How to apply in
country

Police Certificate or Data Access Request

Garda Central Vetting Unit

Garda Central Vetting Unit,
Garda Criminal Records Office,
Data Protection Processing Unit,
Racecourse Road,

Thurles,

Co. Tipperary,

Ireland.

Web: www.garda.ie/Controller.aspx?Page=66

Local Garda Stations — a link to their contact details can be found at:
www.garda.ie/Stations/Default.aspx

Police Certificate

Individuals may also apply to their local district superintendent for a
Police Certificate. Officially (see contact details in Section 3), a Police
Certificate will not be issued for pre-employment screening processes.
However, it is understood that certificates may have been obtained for
this reason.

The application is a free-form letter which must include:

¢ The individual’s full name (including maiden name where necessary);

¢ Date and place of birth (or a copy of the birth certificate);

e Current address;

¢ All addresses lived at in Ireland and the dates for each;

¢ The place and purpose for requesting a certificate;

¢ A copy of a passport, driving licence or similar type of identification;
and

¢ A stamped, self-addressed envelope.

Data Access Request

Applications must be made in writing, either in free-form or using the
application form provided on the Garda website. This is available at:
www.garda.ie/Documents/User/Data%20Protection%20F20%20-%20
Nov%2012.pdf (see sample in Section 17).

The form should printed and completed, providing the following
information:

¢ The type of information request (i.e. a request for all criminal record
data under the Data Protection Act 1988/2003);

¢ Full name, including any previous names where applicable;

¢ Date of birth;

e Address(es);

¢ Date of application;

e Return address; and

¢ The individual’s signature.
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5 Where to apply
in the UK

6 How to apply in
the UK

7 Who can apply

8 Cost, payment
and turnaround

The completed application form should be posted to the Garda Central
Vetting Unit (contact details in Section 3) along with payment of the
required fee and a copy of the individual’s:

e Passport;
¢ Birth certificate; and
e Driving licence or other form of identification.

To the addresses in Section 3.

The application process is the same as that from Ireland (see Section
4).

Access to criminal record data for UK employment purposes is
restricted. The Garda advises that the only form of disclosure available
to British employers is a Data Access Request under data protection
legislation. However, the same legislation prohibits employers from
requesting this from prospective employees. The Garda Central Vetting
Unit provides vetting disclosure for certain types of employment.

Individuals may also apply to their local district superintendent for a
Police Certificate. Officially, a Police Certificate will not be issued for
pre-employment screening processes. However, it is understood that
certificates may have been obtained for this reason.

Any individual may obtain access to their own criminal record under
the provisions of the Data Protection Act 1988/2003. Irish legislation
allows an individual to provide consent for disclosure to be made to a
third party.

Police Certificate

The certificate is issued free of charge.

The certificate is issued within three weeks.

Data Access Request

There is a processing fee of €6.35 for a Data Access Request.

A personal cheque, money order or postal order made payable to
“The Accountant, Department of Justice” should be attached to the
application form.

The results of a Data Access Request will be issued within 40 days.
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10

11

12

13

14

How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Police Certificate

The certificate is issued as a hard copy by post to the address provided
in the application form.

The certificate will state the individual’s:

e Name;

e Address;

e Date of birth; and

e Whether they have a criminal record.

Data Access Request

The results of a Data Access Request will be issued in hard copy by post
to the address provided in the application form.

Since convictions remain on record for the lifetime of the convicted
individual, the results of a Data Access Request may constitute full
criminal record disclosure.

A letter issued as a result of a Data Access Request will either state
that no data has been found, based on information provided by

the applicant; or it will give details of recorded convictions and/or
prosecutions. These will be provided on a separate sheet of paper, and
will include (in respect of convictions):

¢ Date of decision;
e Name of court;

¢ Offence; and

e Qutcome.

The results of a Data Access Request will be issued as a letter bearing
the electronic signature of the Superintendent in charge. The letter
does not contain any other notable security features.

The results of the Data Access Request are issued in English.

Categories of criminal conviction in Ireland are broadly equivalent to
those in the UK.

Convictions remain on record for the lifetime of the convicted
individual. The results of a Data Access Request therefore constitute
full disclosure.

The Garda Central Vetting Unit will accept enquiries from employers
about the authenticity of a disclosure and will confirm that a request
from a named individual has been processed and issued.

The Garda Central Vetting Unit (see contact details in Section 3).

Data Protection Act 1988 and the Data Protection Amendment Act
2003
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15

16

17

Pending
changes

Sources of
information

Sample
documents

None

Garda Information Vetting Unit

www.garda.ie

Sample application form

An Garda Siochana

Data Protection Access Request

Within the terme of Secticn 4 of the Datn Protection Act(z), 10482008, T wich t= apply for access
o 3 copy of my pervonal duta that may be in existence within As Garda Sichana, specifically in
respect of the Tollowing:

Pleass Specify:

Fulll Maans:

Previow: or other namsx) (if spplicabls:

Crate of Birth:
Addre e
hm'hillnﬂ:
L Perional Cheque hloney Order Toital Order for €6.35 made pavable to
“The Accoaninmi, Departmend of Tastice™
1 Photocspy of Pavipert or Birdk Certificate or Driving Livesse o Other LD
Sigmed: Diuie
Return Addy et
Pl Nt

& writing tonld be meids amd vigsed by the spplaant is

L i v,

L Adiclosmrs of pervanal data under the Data Frotecfion Act 19881000 iheubd mat be
comvirued 5y Carda Vielting, Police Coriifionie, Goardas Releronie o0 Securify Claarasds.

1. Whikis ihe term: of the Dais Preteciten Act 10882000, As Carda Siochans will respond

i

to vour request for perional data withan 90 davy
Requeuts

shusled b nubamdtted fo: Dais Profection Proosing Usid, Gards Crimdssl
Tipparary.

Raetordy Dffics, Radecourie Rosd, Thurde, Co

F20. Nov 2012
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Italy

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) in person/by post/email
to Criminal Record Local Office

Cost €19.54/€23.08 (fast-track)
Certificate issued in Italian

Turnaround 1 day/fast-track same day




0000 6000000000000

Italy

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.

198



Name of
certificate

Department
responsible for
criminal records

Where to apply
in country

How to apply in
country

Pending Prosecutions Certificate (Certificato dei carichi
pendenti) or

Criminal Record Certificate (Certificato del Casellario
giudiziale)

Criminal Record Bureau

Sistema Informativo del Casellario (SIC),
Ministry of Justice,

Dipartimento per gli Affari di Giustizia,
Direzione Generale della Giustizia Penale,
Ufficio Ill - Casellario Centrale,

27 p.zza di Firenze,

00186 Roma, Italy.

Tel: +39 (0) 6 68189217

Email: Casellario.centrale@giustizia.it

Pending Prosecutions Certificate

Criminal Record Local Office attached to the Prosecutor’s Office (Ufficio
Locale del Casellario Giudiziale presso la Procura della Repubblica).
Contact details for each office can be found at: www.giustizia.it/
giustizia/

Criminal Record Local Office (see link to contact details in Section 3).

The Criminal Record Certificate is the same wherever it is requested
because the data base is centralised.

The Pending Prosecutions Certificate is different depending on from
which Criminal Record Local Office it is requested. Each Prosecutor’s
Office issues a certificate that shows running processes before the
Court to which the Prosecutor’s Office is attached.

At the Criminal Record Local Office (see contact details in Section 3).
In person/by post/email

The application can be made using:
¢ An application form (available from www.giustizia.it under section
Come fare per — Certificati or see sample in Section 17); or
¢ A free form letter including the following details:
—Name;
— Place and date of birth;
— Current address (where the certificate is to be posted);
— The reason for requesting the certificate;
—The individual’s signature; and
— The type of certificate requested.

The application must also include:

¢ A valid identity document (a copy is acceptable for applications by
post/email);

¢ Proof of payment; and

¢ A stamped, self-addressed envelope to return the certificate (not
necessary if collecting in person).
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Where to apply
in the UK

How to apply in
the UK

Who can apply

Cost, payment
and turnaround

How results
are presented
and security
features

To the Criminal Record Office (see Section 3).

The application process is the same as that from Italy (see Section 4).

e Individuals;
e Third parties (with written consent); or
e Employers (if it is a Public Administration body).

Cost

e £19.54; or
e £23.08 for fast-track applications.

Payment

Contact the Criminal Record Local Office (see Section 3) for acceptable
methods.

Turnaround

Certificates are released the day after the receipt of the application.
Fast-track certificates are released the same day.

The results of a criminal record check are presented as a hard copy.

A certificate of criminal records disclosure is issued on official paper of
the Ministry of Justice and contains:

e Name;

¢ Date and place of birth;

e Sex;

¢ Tax code for Italian citizens and citizens who are domiciled for tax
purposes in ltaly;

¢ The official stamp of the judicial records office;

¢ A unique reference number in the top right hand corner which
relates specifically to each application; and

e A signature of the issuing officer.

If there is no criminal record, “Null” will be written on the certificate.
If there is a criminal record, the following details will be shown:

¢ Date of the judicial decision, name and location of the judge, date of
irrevocability, type of judicial decision;

e Description of the crime and the relevant law;

¢ Any penalty/punishment;

¢ Additional penalties, alternative sanctions, benefits, safety measures,
the declaration of habitual or professional tendency to commit
crime; and

¢ A list of other subsequent judicial decisions which may modify
execution of the sentences or the principal judicial decision.

A sample certificate can be seen in Section 17.
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10

11

12

13

14

15

16

Languages

Criminal
convictions
listed on
certificate

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

The certificate is issued in Italian.

If the application is made through the Prosecutor’s Office in Bolzano, it
can also be issued in German.

There is no official translation service available.

Pending Prosecutions Certificate

Each Prosecutor’s Office issues a certificate that shows current
investigations only for the Court to which the Prosecutor’s Office is
attached.

Criminal Record Certificate

A Criminal Record Certificate contains all categories of criminal
conviction existing in the criminal record database.

Convictions are removed when:

¢ An individual reaches 80 years of age;

¢ Sentences issued by a Justice of Peace after:
— 5 years from the period the sentence is invoked (if the sentence is a
fine); or
— After 10 years (if the sentence is not a fine or imprisonment);

e Bankruptcy offences where the bankruptcy verdict is revoked;

e Sentences are cancelled due to the trial being declared invalid; and

¢ No guilty verdicts are issued due to lack of evidence. In such cases,
records are written off between 3 and 10 years (where 3 years
relates to a fine, 10 years in more extreme cases such as murder).

There is a service of legalisation, through the use of an Apostille, which
attests the legal quality of the person who has affixed a signature on
the act and the authenticity of their signature.

This is a free service, provided by the Legalisation Office attached to
the Prosecutor’s Office, which takes up to 3 days (see contact details in
Section 3).

The offices listed in Section 3

Decree of the President of Republic n. 313 of 2002
Criminal Code of Italy

Data Protection and Data Privacy legislation, Legislative Decree No.
193/2006, Italian Privacy Code

None

General Directorate of Criminal Justice
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Sample

L. ~ .
documents Sample application form — page

Modello N, 3 - CASELLARIO GIUVDIZIALE

MODELLO PER LA RICHIESTA DEL CERTIFICATO E DELLA VISURA DELLE
[SCRIZION] DEL CASELLARIO GIUDIZIALE DA PARTE DELLINTERESSATO
jart, 26 decreto 2812007

Alla Procuza della Repubblica presso il Tribunale
Lificio locale del casellano
i

Si richiede il rilascio del seguente certificato’, visura del casellano giudizale

O oENERALE (w2 TU) O rFENALE (an3 Ty O CvILE (et 3 TU)
O wvisuma jed 33T O mcHEsTo DAL DIFENSORE j(mt. 33T

U PERUSO ELETTORALE jmt 3 T} L = DPR MQ10003 X 315)

e T e e———
MNat il Jf m

[ pais Al es her o mcicane anche Lo Steto)

Senney [ Maschile C Penmimile Codice fiscale

Respdenza

imchemrs alm eveninsh den che magho densficens L persona paeeii, ormadmeea
O Nrocopie
O Esentedalbolloper ... .. {indicesk;sssce)
O Esentedalbolloedisitipe . SRS | " =TTy
0 Con URGENZA

{duta)

frma dell masressaio)

O Allegn fotocopis nen surenticata del documenio di Hconowcimenio oppure

| nel caso di esibirione del documento indicare gli estremd:

MINISTERO DELLA CTUSTIZFLA - SEETELMA INFORMATIVO DEL CASELT ARIO (510
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Sample Application Form — Page 2

La pichiests pud exere preseniais anche bamile un delegatn. In quesio cmo allegare alla dorsania
oty alls fobocopia dal doonmento & nooneacizenio dell misreato. anche 1 confermmenio della delega

O allego conferimento delega (utidizzare d Modells DELEGA N 5

Mota bene [ rleco el atto & v non e subordmats lanlrlm-lll.lk‘-ldmﬁl

AMINIETERO DELLA GITSTIZTA - SISTEAIA INFOERMATIVD DEL CASFIT ARFD (SR
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Sample Certificate — No Convictions

P mLE

. /A}w.}é??ﬁ- A zerﬁi;*fﬁ

Sistema Informativo del Casellano
Certificalo del Casellario Gudiziake
(ART. 21 DP R 14/ 172002 319

CERTFICATD NUMERD 12207140

PROYA

U2OEHEST
RDWAA (AN - ITALLS

AUTORITA' GIUDIFLARIA (Nomeno regestro 1255201 3)
GIUSTIZA PENALE (ART. 21 DLPRL 140 12002 L33

%5 aftesta che mella Banca dob def Cassllaro gudrae nsalia

NULLA

ESTRATTO B UFFCsD DEL CASELL ARG SEMTHALE . WipITERD BELLL QHESTIEG O SOkis

ADEE, 1T A O T § PECROSTASLE DF., EFTED T IEECATTD
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Sample Certificate — With Convictions

@ Mipdts Giotii

Sistema Informativo del Casellario
Certificato del Casellario Giudiziale
1 _r,hn.rn.lminum

CEATIMCATO NUMERD: 1520140

-
e
ouoMeTT
FOBLA (M) - ITALLY
L]

Wl gkt AUTORITA GILDLILARLE (Harmern regatro TX2010
o i GIUSTUA PENALE (ART. 27 0P R 14710002 M.1N

5i afiesta che reela fanca dali del Catelans ghdfals riulen | gueersl provesdmant

1) DDA SERTINDA DL Co 1P TR AL P | sl St O PaClA il AL WL 09 001
1° reiic | NG A B C P
Enpowtvy MECLUSROME MNP 1

) OROLI04 SENTENIS DELLA COMTE WAL TN D0 AFSELLD D SO, Pl VDAL L CRDA 0
o iy PO D LS BEMTTRASS Pl s py O Th GO0 Dk, Tioge peag i naw, (TAR (e inC8ds
¥ remio | DIFFAMATIONE A0 3T DODCE PEPSALE MALIT AR O MACH (COMMESE0 L 22000 P ROMA|
i remic j MPAFTC) D4 PRESTANE SES D0 D0 SaTE DL FLOTS de I CODCE PEMALE WL ITAME D PACE (CORME S50
PO AL P00 i PO
Doty INTESUT& LA CONT BeUSUICRE TGS | AT Cul & PUNTY 1L B RECLUSIORE WES) 2
SO TITLHTA, LA PUMA | TS PG GaDal] COM Lk WAL Tk v G0 50 i
(berotiol SOGFLNGIONE DOMIU IO E DRl LG PEAA A1 S5 0S0 CHLL &= WS P

Emrrc e ErE T 23 LA LA B 1 e — s o

e 5123 ) SIS L LSS L 522 L SRR

TOMALE PROSVEDHLE NE) FRESENT 2

ERTRATIC (e LIFFICA0 D] CASPLLARMD CENTRUG T WA T DL LA G0 FTTIN Do MORA

(L L b R L RESFONIALE OFL B2 A0 CERTFICATYD

205



CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Japan

How to obtain a criminal record check - detailed guidance

Individual applies in person to National Police Agency/local police authority
Applications from UK in person to Embassy

Fingerprints required

Cost JPYO-JPY700

Certificate issued in Japanese, English, Spanish, French, German

Turnaround Japan 1-2 weeks/UK 2—3 months




0000 6000000000000

Japan

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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Name of
certificate

Department
responsible for
criminal records

Where to apply
in country

How to apply in
country

Where to apply
in the UK

How to apply in
the UK

Who can apply

Certificate of Criminal Record — Police Certificate
(Hanzai Keireki Shomeisho)

National Police Agency (NPA)

National Police Agency,
T100-8974 2-1-2,
Kasumigaseki Chiyoda-ku,
Tokyo,

Japan.

Tel: +81 (0) 3 3581 0141
Fax: 020 7491 9238
Web: www.uk.embassy-jap.go.jp

For a list of local police authorities, see www.npa.go.jp.

In person to the address or local police authorities detailed in Section
3.

The individual must:

e Complete the application form (see Section 17 for a sample);
e Show their passport;

e Fingerprints will also be taken; and

e Pay the fee (if applicable).

The process varies at each police station.
Consular Section,

Embassy of Japan,

101-104 Piccadilly,

London,
W1 7T

Tel: +44 (0)20 7465 6565

In person to the Embassy as detailed in Section 5.
The individual must:

e Complete the application form (see Section 17 for a sample);

¢ Show their passport; and

¢ Provide fingerprints on an Embassy provided fingerprint form, taken
and stamped by the UK police.

The Embassy forwards the application to NPA in Japan.

Individuals over the age of 14 only
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10

11

12

13

Cost, payment
and turnaround

How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Cost

The cost varies from JPYO to JPY700 dependent on the local office.
Cost and payment methods should be checked with the local police
department as listed in Section 3 or the Embassy as listed in Section 5.

Turnaround

¢ 2—-3 months from the Embassy;
e 1-2 weeks from within Japan; and

A request can be made for a fast-track certificate, but this is at the
discretion of NPA.

The certificate is issued in a sealed envelope.

If the application is sent via the Embassy, the certificate is collected in
person from the Embassy by the individual or a third party named in
the application.

See Section 17 for a sample.

The certificate is provided in Japanese, English, Spanish, French and
German.

All convictions which result in imprisonment or a fine are listed on the
certificate.

Convictions are listed indefinitely.

Apostilles can be issued by:

Certification Section,
Consular Service Division,
Ministry of Foreign Affairs,
2-2-1 Kasumigaseki,
Chiyoda-ku,

Tokyo,

100-8919,

Japan.

Tel: +81 (0)3 3580 3311
Web: www.mofa.go.jp

For UK applicants, an Apostille can be applied for from the Embassy at
the same time as the Police Certificate. Apostilles are free of charge.

None
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14

15

16

Legislation

Pending
changes

Sources of
information

¢ Domestic data protection legislation applies which can be found at
www.npa.go.jp/pdc/pdc.htm

e Memorandum for Issuing the Hanzai Keireki Shomeisho

¢ Act on the Protection of Personal Information Held by Administrative
Bodies

None

Embassy of Japan, Consular Section

Tokyo Metropolitan Police Department
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Sample

Sample application form
documents pie app

- MEHER %

LREREIVSEREPINE

C Application Form for Certificate of Comunal Record )
m

L. TECRARDLG, RONRERATERGEES S wmLEY,
I apply for a centificate of crimnina record fior tee roascn stated below,
Il sbimat & digital recoisd of my fingorprints or & shest with @y fogerpoinis on it
HE: NE(EIEEFR) TEALTTEL.
HOTE 1 Plowse fill ot blaks i BLOCK, LETTHRS

i N H:ﬁ:l i) mmall =

Dhaie ol npglication i H B

13 £ ; i ]
CPRDERT ) :

Nmne 0-7 :

t#"a I ey e i u!
Date of buth @ A B - kP

L *iin [H_I
Bnticmnlity macile L)
LR

Cuarpend acldress
Ll

Pasapor nunsbsr

#imom
Femarm fow appdeation
I3
Coumiry las) o which
the certificate will be

s Eed
R Coniael addoeis & T ENGE TEIEheT

Adlelroas et
WS

Telephono b
CHEYRMERTITUOEEST. WEL. ORESEBATHLHETCEEL,
Mote: I n pardon bns been gramted, plesse produce & wiil concerming the pardon
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Sample Certificates (without convictions)

MECHA®RaH

ILSRIEEERAE

Certificnte of Cronmal Record

K%
Name

i %1
T

$¥AB
Db of bisth

anonaling

i % o 5

Passport Mo

i H 5 _ . EEmsch
Infoemanen relessed w0 o The Competent Aaghorities of

LRONIVETETCEOTREPOREAGOERICLAIEET > LREEZEH LG

This iz to certify thal scoording 1o the finperpnnt files cwrmently maintsined by the Mationsl
Police Agency of Japen, the person mentioned shove does not have sy applicable criming
record a8 of the ime of issuance of thas cernficate.

Yo souissigne certifie piaa 1a prasente que, aprés avor affectud des recherches dais le regsstre
des empreintes digitales couserve P PApeucs de la Police Matsougale japonmise, In e e
mentionnee ci-dessus n'a aucun anfeeedent cruninel i la date i laquelle co catifical st aabli,

Durch dieses Zougnis, avsgestelll veus Natonalen Polizeiamt Japan, wird bescheinigt dass fir
die oben erwillie Person bis cum Dalnm der Aussiellong, dos Poupnisies in JTapan bein flenes
Strafremstercintrag i Fingerabdrckregister des Mationalen Polizeimnts Japan besteli

El presente cemifica que li persoma amba mencionads ne tiene ningin antecedents crimamsal

aplicable en el Japon hasta la fecha de In expedicien de este cenificads, seatn los asclivos de
sia hoellas duypitales que conservan la Agencia Nacional de Policia del Japan.

Ri7E (EED £ A B
[hafe of wsne { : |
BYTRY

2 2 |

Comnissioner General of Natiowal Police Agency

212



AESAH25

PLEZEHAS

Certificate of Crimanal Record

£

Migng
=5
S
$EFB

Dt of birth

=%

Mstionality
L Eik
Passpart Mo

mm“ - ﬁefﬂnpﬂnﬂﬁllﬁﬂ!ﬁﬁﬂf-i“'*

LRDARAETET LV TASPOEERHOET-LAERET<SLRE RSN o hEL.
This i to certifiy that sccording 1o the fingerprind files currently maintained by the National
Police Agency of Tapan, the person mentioned above does not have any applicable criminal
record o6 of the time of issnance of this certifican.

Te sonsssigme cevtific par la presente que, aprés avoir effectué des recherches dans le registre

des empremies diniales conserve par [Agence de la Police Nationale japonaise, 13 personms
menaonnse Ci-dessus 1's e sstécsdent craninel # la date i laquelle co certificat est établ:.

Dureh deses Zevgnis, mmgestellt vom Matcaslen Pobzeiamt Japan, wind boscheinigt.dass Fir
dig ahen enashnle Person bis mum Denm der Ansstellung des Zeugnisses i Japan kein frilherer
Straffepisteremirag mn Frogenabdiuckregister des Nationalen Polizsjamis Japan besteht.

El presente cemtifica que la persons arriba mencionada no Gene pingun stecedente criminal

aplicable en el Japen hasta lo fecha de le expedicien de este certificado. segOn bos archives de
s heellas digniales que conservan b Agences Nacional de Policis del Japan.

158 (EW> Z B H
Diabe o wns { . i
(BAFALE) SRENE

B E £ AE |

Cluel of Profiechural Police Headquaiies
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Sample Certificates (with convictions)

MEHARSS

I0 3k ¥ FE 5L BA &

Certificate of Crimunal Record
£S5

Eﬂf

o L]

b

L

mﬁn rekased w0 The Competent Authoritias of et

EROWRRERETCELCERPOREENONE - S RETFROLSEUILNEESE TS,

This is to cetify that according to the fingerprint flles curmonily mainiained by the Natiomnl
Palice Ageccy of Japan,ihe person wentioned above has the follewing eriming record as of
tha time of issance of his cortificats,

Je voussigné certific par la préscute que, aprés avorr effectué des recherclies dans le regisire
des empreintes digitales condarve par FAgmcs do Ia Pelice Mationale japonaise, In persouns
eenlionmse ci-desses A on antécedent ciimingl decrit ci-nprée & la dote & lagolle co certificml
ed dtnkdi

Dl dieses Zengis, mesgeitelll vorn Nationaben Polizeinnt Jnpan, wird boscheinygtdosa fiir
die oben genawie Person bis ama Danan der Avsstellung des Zeugnisses in Japan der folgende]
Strafregistereintrag im Fimgerabdrsckregister des Mationslen Polizeisls Japan bestaln

El presente cextificn que In personn arviba mencionads tiene los siprientss antecedentes
ennunales en Japon hasta In fecha de la expedicion de esie centificado, segon los archivos de
sus bmellas digitales que conservan 1s Agencia Nacional de Policia del Japsn

- e — —
ie of judsment O T Penalty
| RERTTRRE
79 CHE) £ H H
Disbe of jsne L4 1
¥RFEE

4
Commissaner General of Maticoal Police Agency
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AERAHIT

LFEEEILHE

Certafrcate of Croninal Record

kAt

E‘Eﬁlﬁ- relzased 16 The Competent Authorities of B e o

EEORRERNT oS TR O AORE A TEN A EUDREREERT ..

Thz iz to certify hal according to the fingerprnt files currently maidained by the MNational
Palice Agency of Japan,the person mentioned above has e following crimimal record s of
the ime of isswance of ths certificale

Te soussigne certifie par la présente que, aprés avorr effecé des rechorches dems le regisire
des empremies digitales conserve par FAgence de Ia Police Mationale japonaise, la persoone
mertionns ci-dessis 8w aécdded crumps] decrd ci-apris & I daie 4 laqualle oo cortificat
esd gtabli.

Dureh dicees Fengnis, ausgestelll von: Nationalen Polizesamt Japan, ward besclsingt, dows S
die oben genanute Person bis zum Datun der Auvsstellung des Zenpnisses m Japan der folpendd
Strafregistereantrag in Fingerabdrockremstar des Nationalen Polizeiamis Japan besasli

El prescate certifica que la persona amiha mencionada bene los siguionies amececkentes
eriminales en Fapon hasta Ia fecha de la expedicion de este certificado, segim los archivoe da
|sus huellas digitales que conservem In Agencia Nacional de Polica dol Japoa.
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Chief of Prefectural Police Headguarte
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Latvia

How to obtain a criminal record check - detailed guidance

Individual/third party (with power of attorney) applies online/in person/
by post/by fax to the Information Centre of the Ministry of the Interior

Applications from UK by post/in person to Embassy
Cost €4.31 to €14.36
Certificate issued in Latvian, English, Russian

Turnaround Latvia 5 working days/fast-track available/UK plus postage times




0000 6000000000000

Latvia

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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1 Name of
certificate
2 Department

responsible for
criminal records

3 Where to apply
in country

4 How to apply in
country

5 Where to apply
in the UK

Certificate of (Non) Convictions

Information Centre of the Ministry of the Interior

Information Centre of the Ministry of the Interior,
Bruninieku iela 72b,

Riga,

LV-1009,

Latvia.

Tel: +371 (0) 67208216, +371 (0) 67208218
Fax: + 371 (0) 67208219
Web: www.ic.iem.gov.lv/en/node/33 (in Latvian, English & Russian)

Online — make the application via the website in Section 3.
In person — the individual must go to the address in Section 3.

By post — the application form and required documents must be sent
to the address in Section 3.

By fax — to the number in Section 3.

When requesting a Certificate of (Non) Convictions the following must
be submitted:

e Application form (see Section 17 for a sample) including:
— Forename(s) and surname of the individual and all previous names;
— Personal ID code or date of birth;
— Residential address and telephone number of the individual;

¢ Passport personal data page (page containing the photo, personal
data and signature);

e State tax payment order; and

¢ Reason for issuance of the certificate and if any specific data needs
to be included on the certificate.

The certificate can be collected at the Information Centre by
presenting originals of the request, payment order and the individual’s
passport.

If the receiver of the certificate is in Latvia and wants to receive the
certificate by registered mail, a pre-paid envelope must be attached to
the application.

Embassy of the Republic of Latvia,
45 Nottingham Place,

London,

W1U 5LY

Tel: +44 (0) 20 731 200 41

Fax: +44 (0) 20 731 200 42

Email: consulate.uk@mfa.gov.lv
Web: www.mfa.gov.lv/en/london
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6

How to apply in
the UK

Who can apply

In person
An appointment is necessary to make an application.

Three copies of the application form must be taken to the Consular
Department of the Embassy of the Republic of Latvia (see Section 5).

One form must be completed in Latvian and two other forms in
English. Application forms in Latvian, Russian, English, German and
French are available at: www.mfa.gov.lv/en/service/consular-
services/requesting/#formas. (see samples in Section 17)

The forms can be completed electronically or by hand. All three forms
must be originals. The forms must be signed by the applicant.

The original passport of the individual must be presented when
submitting the application and collecting the certificate.

By post

A person has to send the following to the Embassy (contact details in
Section 5):

e Copy of the individual’s passport (On the copy you should write “/,
(name, surname), agree that my personal data will be used in order
to obtain information for Criminal Records Certificates”);

e Signed application form;

¢ The relevant fee;

e Postal order payable to the Embassy of Latvia. Consular fee for CRC
written in English will be £21 (7 working days) or £42 (2 working
days); and

¢ A pre-paid, self-addressed Special Delivery envelope for return of the
results.

Anyone can apply. However, the certificate may be received only by
the individual or an authorised person, presenting a certified Power of
Attorney.

A parent/guardian can submit an application and receive the certificate

on behalf of individuals under the age of 18 years old.
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8

Cost, payment
and turnaround

How results
are presented
and security
features

From Latvia

Payment can be made at the Information Centre (the state tax
by payment card, the services in cash or by payment card) or the
necessary payments may be made in credit institutions before
submission of the documents.

Cost

e £12.93 — for issuing the certificate quickly (the following business
day); or

e £4.31 — for issuing the certificate according to standard tariffs (within
5 business days).

Payment

¢ Must be made either:
—In the credit institution before the submission of the written
request including:
Beneficiary: the State Treasury, Registration Certificate
No.:90000050138;
Beneficiary(Bank): Code — TRELLV22; Sub-account —
LV51TREL1060140919800; and
The purpose of the payment order: CM Regulations No.323; or
¢ When submitting documents to the Information Centre.

From the UK
Cost
€14.36 per document requested

Consular fees can be paid to the Consular Department of the Ministry
of Foreign Affairs only by card or bank transfer to:

Registration No.: 90000069065

Account No.: LV49TREL2110036038000

Valsts kase, Rigas norékinu centrs

Bank code: TRELLV22

Purpose of Payment: “Consular services of document requisition”
Beneficiary: “Ministry of Foreign Affairs”

Turnaround

¢ Within 5 business days;

¢ A fast-track service can be requested. Express certificates can be
issued within 1 business day;

¢ Applications from the UK will take additional time due to postage.

The information included on the certificate is:

¢ Individual’s name;

e Surname;

e |dentity number;

e Date of birth;

e Information on the conviction and/or punishment; and
¢ |f requested — the purpose for the certificate.
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10 Languages

11 | Criminal
convictions
listed on
certificate

12 | Confirming
authenticity

Certificates are available in Latvian, English or Russian.
Certificates in English and Russian are provided at an extra cost of:

e €£5.05 (translation provided within 5 working days); or
¢ £€10.11 (translation provided within 1 working day).

If the certificate is required in English or Russian, the applicant must
attach proof of payment.

Payment

Can be made in cash, card or by bank transfer at:
Beneficiary: Ml Information Centre, Registration Certificate
No0.:90000289913

Beneficiary institution (Bank): The State Treasury

Code: TRELLV22

Sub-account: LV96TREL2140088026000

Purpose of the payment order: IKK 21399

The following information is included on the certificate:

¢ Valid convictions (undeleted);

e Administrative penalties applied in the past 12 months;

e Deleted convictions;

¢ Criminal proceedings where the person was acquitted;

¢ Administrative penalties applied earlier than the past 12 months;
¢ Executed educational compulsory measures; and

e Termination of application of medical compulsory measures.

The length of time a conviction stays on an individual’s criminal record
before removal depends on the offence.

The Ministry of Foreign Affairs can confirm authenticity of the
certificate (see contact details in Section 3 and Section 5).

When submitting a document for legalisation, the following must be
provided:

¢ An identity document;
e A completed application form; and
¢ Payment in person or proof that payment has been made.

Legalisation of the documents is processed within 2 working days from
submission. The fee is €14.36.

Payment can be made by card or bank transfer at:

Receiver: State Treasury

Registration no: 90000050138
Account no: LV81TREL1060110919100
Receiving Institution: State Treasury
Receiver’s BIC: TRELLV22
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13

14

15

16

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

None

Certificates are issued in accordance with the payment tariffs specified
in Regulations No. 323 adopted on 25 April, 2006, by the Cabinet of
Ministers “Regulations on the State Tax for the Issue of the Certificate
from the Punishment Register”.

Paid services of the Information Centre of the Ministry of the Interior
are rendered in accordance with the pay tariffs prescribed in the
Regulations No. 656 adopted on 27 August, 2013, by the Cabinet of
Ministers.

None

International Cooperation Division Information Centre Ministry of the
Interior

www.ic.iem.gov.lv/en/node/367
www.mfa.gov.lv/en/london/

CPNI Guidance Document 2009

222



17

Sample

Sample application form (Latvian
documents pie app ( )

Latvijas Republikas Adietu ministrijss

Konsulsmsam Departamentam
Uzvards, varnds
Adrese, talmms
IESNIEGTTAMS.
Lindm izprasdt
Damms lessnisdesia paralsts
Dismestn atrimes: R o
TesniSENmn [Hensm: doknmentns) sansmn
datnms
samaksa par bansulEna palalpajumm
Datms:
samalksa par arhiva pakalpojurdem lI=smisdedia paalsts:
Y s i = all
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Sample Application form (English) — Page 1

WPPLICATION FORM FOR REQUESTING DOCUMENTS
The form kas to be filled in tares coples for sach document vou request. Pleass, aniwer precisaly and axkamstivaly to
all the questions! Mumes, places of work, sducaticnal sstsblishmenty and spterprives thould ba in the orngizal
language without sty abbreviationa!

QUESTIONS

ANSWERS

INFORMATION ON PERSON WHOSE DOCTUMENT IS REQUESTED

as well.

1. Surname, name, patronvmic (in the
original language and language of the
country, from which the document is
demanded). In case the family name has
been changed, indicate all previoes names

region).

2. Date, month, vear, place of hirth,
indicating the precise administrative
subordination (village, town, district and

A, Citizenship. All changes of
citizenship, have to be indicated

4, Mationality.

5. Address, postal (ZIP) code, phone
number, e-mail.

WHAT DOCUMENT IS REQUESTED
Please, cocumsaibe corresponding number, gven in the left side column and answer the questions
using whole free space on the nght side

1. Certificates on birth, marriage,
divorce, death. Indicate date and place of
birth, mamage, divorce, death. For the
certificate of birth, indicate parents’ names,
surmames, patronymics. If possible,
person’sreligion parish shall be indicated.

2. Education document. Indicate the

of enrolment and graduation.

educational establishment, its address, date

requested.

3. Employment document. Indicate the
enterprise, its address, emplovment period,
posiion of the person, If the person has
worked for a private emplover, surname,
name, and address of the emplover are
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Sample Application form (English) — Page 2

4. Documents on pension. Indicate what
organization, when and for what reason had
granted the pension, and what organization
had paid it the last

£. Documents on military service. Indicae
division, precise service period, place of
military service, military rank and position
ete

fi. Documents on persecution, Indicate the
place of residence before persecution, the
tvpe of persecution {concentration, filtration
camps etc.), place and lenght of
persecution

7. Documentis about property,
nationalization etc. Indicate the type
estate, name, locality, legal status and
changes thereof

IN CASE YOU EEQUEST THE DOCUMENT OF ANOTHER PERSON,
please, pve precise and exhaustive information on vourself, answenng the following questions!

1. The degree of vour relationship with
thié person, whose documents are
requested or information on the letter of
attorney.

2. Reason for this request

3. Your family name, given name and
father's name.

4. Daie, month, vear of vour birth.

5. Your citizenship.

6. Your address, postal (ZIP) code, phone
number, e-mail.

Place Diate

- -

Signature
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Liechtenstein

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies online/by post/
in person to Liechtensteinische Landesverwaltung

Cost 9 CHF
Certificate issued in German

Turnaround in person/online —instant, post 1-3 days plus postage




0000 6000000000000

Liechtenstein

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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Name of
certificate

Department
responsible for
criminal records

Where to apply
in country

How to apply in
country

Where to apply
in the UK

How to apply in
the UK

Who can apply

Strafregisterbescheinigung

Liechtenstein National Administration (Liechtensteinische
Landesverwaltung)

Liechtenstein National Administration (Liechtensteinische
Landesverwaltung),

Princely Court Vaduz,

Spaniagasse 1,

9490 Vaduz,

Liechtenstein.

Tel: +423 (0) 236 71 59
Fax: +423 (0) 236 65 39
Web: www.llv.li/strafregister

Applications can be made:

¢ Online at www.lIv.li/strafregister

¢ In person by presenting an official photo ID (e.g. passport/ID Card) to
the address in Section 3; or

¢ By post to the address in Section 3 with the certified signature of the
applicant.

The individual must provide:

¢ Full name;

¢ Date of birth;

e Address;

e Email address; and
¢ Proof of identity.

An application reference number will be issued which must be quoted
when making payment.

From the same addresses in Section 3.

The application process from the UK is the same as that from
Liechtenstein (see Section 4).

¢ Individuals over 14 years old; and
e Employers and third parties with written consent.
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8

10

Cost, payment
and turnaround

How results
are presented
and security
features

Languages

Cost
9 CHF
Payment

The fee must be transferred to the following account with the
application reference number (from the PDF in the confirmation
email):

BIC: LILA LI 2X

Clearing: 8800

Konto-Nr: 209.408.08

IBAN: LI56 0880 0000 0209 4080 8

The application will be processed once payment has been made.

Turnaround

¢ |n person and online —immediately
¢ Postal applications — 1-3 days (plus postage time).

Fast-track disclosure is possible if specific reasons are given.

¢ Online —in electronic form (PDF document); or
¢ In person/by post.

The following information is provided on a criminal record certificate:

e Name;

® Previous names;

¢ Date and place of birth;

e Occupation;

¢ Name of parents;

¢ Nationality;

¢ Address of the individual;

¢ A reference number; and

¢ Date, type and fine or custodial sentence given of any offence.

The certificate is available in German only.
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11

12

13

14

15

16

Criminal
convictions
listed on
certificate

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

Certificates contain details of:

e All final convictions from Liechtenstein criminal courts in case of
crimes and misdemeanours; and

e All final convictions from foreign criminal courts regarding
Liechtenstein nationals or persons residing in Liechtenstein if the
committed crimes or misdemeanours are also punishable under
Liechtenstein law.

As soon as a conviction has become “spent” all the corresponding data
will be removed.

Convictions are “spent” after all imprisonment/fines have been
completed plus the following timescales:

e Fine or youth crime — after 3 years;

¢ Up to 1 year imprisonment — after 5 years;

¢ 1to 3 years’ imprisonment — after 10 years;

e More than 3 years’ imprisonment — after 15 years; and

¢ Some sexual offences and all life imprisonment sentences are never
spent.

A Strafregisterbescheinigung does not include crimes committed under
the age of 14.

The Liechtensteinische Landesverwaltung (see contact details in
Section 3) is able to confirm the authenticity of a criminal record.

This service takes 1-3 days and is free of charge.

The Liechtensteinische Landesverwaltung (see contact details in

Section 3) is able to provide advice on interpretation of a criminal
record.

Liechtenstein Law Gazette Year 1974 Nr. 46 issued on August 6th
1974 (Gesetz vom 2. Juli 1974 (iber das Strafregister und die Tilgung
gerichtlicher Verurteilungen)

None

Office of Justice

Liechtenstein National Law Journal
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Lithuania

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies by post/in person
— Ministry of the Interior/by e-way (Lithuanian nationals only)

Applications from UK made in person/by post to Embassy/by post to
Ministry of the Interior/by e-way (Lithuanian Nationals only)

Cost 15 to 33.93 LTL/UK £27
Certificate issued in Lithuanian

Turnaround 10 days/1 day (fast-track)




0000 6000000000000

Lithuania

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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5

Name of
certificate

Department
responsible for
criminal records

Where to apply
in country

How to apply in
country

Where to apply
in the UK

Certificate concerning the data on the Register of
Suspects, Accused and Convicts about a natural person

Information Technology and Communications Department — Ministry
of the Interior of the Republic of Lithuania

Information Technology and Communications Department,
Ministry of the Interior of the Republic of Lithuania,
Sventaragio Street 2,

LT-01510 Vilnius,

Lithuania.

Tel: +370 (0) 5 271 7177

Fax: +370(0) 527189 21

Email: ird@vrm.It

Web: www.ird.lt/viewpage.php?page_id=1199&lang=en

Individuals can apply for a criminal record certificate:

e in person,

e by post or

* by e-way (nationals of Lithuania only) at: https://iktazr.vrm.lt/iktazr-
epp-frontend/OpenPage?page=gyventojams or at: https://www.
epaslaugos.lt/portal/citizen/service/184

In person or by post

The individual should submit the application to the contact details in
Section 3 together with:

¢ |dentification document (notarised copy by post);

e Completed application form (see sample in Section 17);

e Document confirming representation or a notarised duplicate when
applying by post (in cases when the individual applies through a third
party); and

¢ VVoucher of payment (only in cases of emergency procedure).

In person/by post to

Embassy of the Republic of Lithuania,
2 Bessborough Gardens,
Westminster,

London

SW1V 2JE

Tel: +44 (0)20 7592 2840
Fax +44 (0)20 7592 2864
Web: www.uk.mfa.lt www.lithuanianembassy.co.uk

By post to the address in Section 3.

Nationals of Lithuania can also apply:
By e-way at: https://iktazr.vrm.lt/iktazr-epp-frontend/
OpenPage?page=gyventojams
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6

8

How to apply in
the UK

Who can apply

Cost, payment
and turnaround

Applications can be made using the same methods as those from
Lithuania (see Section 4).

Applications may also be made throught the Embassy in the following
ways:

In person or by post to the address in Section 5.

The following is required:

e Complete application form (see Section 17);

¢ A valid passport or ID card;

e Consular fee; and

o If the certificate is to returned by post, a self-addressed and prepaid
envelope (special delivery) must also be submitted.

Foreign citizens for the Consular Certificate can only apply at the
Embassy if they have resided in Lithuania and have had a personal
code assigned to them.

e Individuals; and
e Third parties (with consent).

A parent or guardian must apply if the individual is under 18 years
old except when, in accordance with the Civil Code of the Republic of
Lithuania, the individual is over 16 years old and is recognised by the
court as fully capable.

Cost from Lithuania

¢ 15.00 LTL—in person in 10 days;

e 22.50 LTL—in person in 1 day (emergency procedure);

¢ 14.00 LTL — by e-way (internet) in 10 days;

¢ 21.00 LTL — by e-way (internet) in 1 day (emergency procedure);

¢ 19.30 LTL — sending by registered mail in 10 days in Lithuania;

¢ 26.80 LTL — sending by registered mail in 1 day (emergency
procedure) in Lithuania;

¢ 26.43 LTL — sending by registered mail in 10 days to European Union
Member States;

¢ 33.93 LTL — sending by registered mail in 1 day (emergency
procedure) to European Union Member States;

e 24.90 LTL — sending by registered mail in 10 days to non-European
Union Member States;

¢ 32.40 LTL — sending by registered mail in 1 day (emergency
procedure) to non-European Union Member States.

Cost through Lithuanian Embassy
£27
Payment

Payment can be made by the individual or by a third party (who must
provide the name and surname of the individual).

Payment can be made from a bank account in any country.
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11

12

13

How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

The necessary information for payment:

* Name of payee — Information Technology and Communications
Department;

¢ Code of payee — 188774822;

e Account of payee — LT317300010099475423;

¢ Bank of payee — AB “SWEDBANK*;

e Code of bank — 73000;

¢ Bank address — 19 Savanoriu Ave., 03502 Vilnius;

e SWIFT code — HABALT22;

e Details of payment — “TP” plus name and surname of the individual

Turnaround

Criminal record certificates are issued in 10 days (1 day if the
emergency procedure is requested)

The certificate can be returned to the individual:

¢ By registered mail to the address the applicant; or

¢ |In person from the Information Technology and Communications
Department (see contact details in Section 3); or

¢ By e-way (signed by electronic signature).

Certificates are only available in Lithuanian.

There is no translation service available.

All criminal convictions are listed on a criminal record certificate.

Convictions remain on record after completing the sentence for the
following periods:

¢ 3 years if convicted of a minor crime;
e 5-8 years if convicted of a serious crime;
¢ 10 years if the individual is a dangerous repeat offender.

The certificate can be authenticated by means of an Apostille issued
by the Consular Department of the Ministry of Foreign Affairs of the
Republic of Lithuania (see address in Section 3).

The cost is €10 per certificate.

The turnaround time is 5 working days.

The Information Technology and Communications Department (contact

details in Section 3) can provide interpretation on criminal records.
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Legislation

Pending
changes

Sources of
information

Consular Statute: www3.lrs.It/pls/inter3/dokpaieska.showdoc_I?p_
id=362799 Description of Procedure for the issuance of consular
certificates: www3.Irs.It/pls/inter3/dokpaieska.showdoc_I?p_
id=289102&p_tr2=2

Criminal Code of the Republic of Lithuania

Regulations for the Register of Suspects, Accused and Convicts

None

Information Technology and Communications Department

Embassy of the Republic of Lithuania

237


www3.lrs.lt/pls/inter3/dokpaieska.showdoc_l?p_id=362799
www3.lrs.lt/pls/inter3/dokpaieska.showdoc_l?p_id=362799
www3.lrs.lt/pls/inter3/dokpaieska.showdoc_l?p_id=289102&p_tr2=2
www3.lrs.lt/pls/inter3/dokpaieska.showdoc_l?p_id=289102&p_tr2=2

17

Sample

Sample application form
documents ple app

(Nams md mmars of Epplicany of pesmmnve of Spplicer)

(Feidence aiciveas - telephone prerher  e-aril)

Information Technelogy ané Communicaticns Departmant

REQUEST
FOR ISSUE A CERTIFICATE ON THE DATA FROM THE RECISTER OF SUSPECTS,
ACCUSED AND CONVICTS

(o)

{Flece wihess the pecusil wid wriites)

1. In sccondamce with the pesonal data indicated balow plaase fssue & certificate of Kagister of
Suspacts. Ascused and Conviets:
1.1. Hame snd sumame:

2. Personal IT) aumber if agplicabls:
1.3, Dt of birth:
1.4.Flace of birth:
1.5, Previous sumama(s) if differsnt
2. Parpess of the reguest

3. The cortificats shall be served (pleass sign E):
O bv regivtersd mail 1o the sddress:

O whils getting & parsonally (in the Department)
O by slactrenically — the Cartificats signad by alectrozic signatars and issued o slectronic format.

4. Number of certificates vou need:

{Simurers of gpplicEn of represenTarive of Ipplicme | nams End PR

EEAMARE Peso=i dits Bave 1o b st in cagital [sthes
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Luxembourg

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies in person/by
post/email/fax/online to the Criminal Records Department/in person
to Citizen Advice Centre

No cost
Certificate issued in French and German

Turnaround same day—next day/UK 1-2 weeks




0000 6000000000000

Luxembourg

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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4

Name of
certificate

Department
responsible for
criminal records

Where to apply
in country

How to apply in
country

Criminal Record Extract — (Strafregisterauszug)

Criminal Records Department (Abteilung Strafregisterauszug)

Online

Applications can be made at: http://www.guichet.public.lu/citoyens/
fr/citoyennete/certificat-casier-judiciaire/casier-judiciaire/extrait-
casier-judiciaire/index.html

In person/by post/by email/by fax:

Criminal Records Department (Abteilung Strafregisterauszug)
Cité judiciaire — Plateau du Saint-Esprit

Gebdude BC — 1. Etage

L-2080 Luxemburg

GrolRherzogtum

Luxembourg.

Tel: (+352) 47 59 81-346
Fax: (+352) 47 59 81-248
Email: casier.judiciaire@justice.etat.lu

In person

The Citizen Advice Centre in Esch
De Guichet in Esch-sur-Alzette
Place de I'Ho6tel de Ville

L-4002 Esch-sur-Alzette
GrolRherzogtum

Luxembourg.

Online

e At the website in Section 3.

¢ The individual must have a LuxTrust account and have activated the
account.

¢ A personal application has to undergo an authorisation process,
which means that the designated form has to be signed electronically
via LuxTrust.

¢ The signed form will then be forwarded to the criminal records
department, which will send the criminal record certificate back to
the applicant through the post.

e The online application does not require any further identification
documents.

In person

¢ At the addresses in Section 3.

e Complete the application form (see sample in Section 17).

¢ The individual must verfiy their identity with a copy of their ID card,
passport or Fremdenkarte.

e Application through the Citizen Advice Centre will be forwarded to
the Criminal Records Department and the record will be sent through
the post to the applicant.
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11

Where to apply
in the UK

How to apply in
the UK

Who can apply

Cost, payment
and turnaround

How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

By post/email or fax

¢ To the contact details in Section 3.

e Complete the application form (see sample in Section 17).

¢ The individual must verfiy their identity with a copy of their ID card,
passport or Fremdenkarte.

Applicants have to confirm how many criminal records they need.

Applications from the UK are made through the same contacts as those
for Luxembourg (see Section 3)

The application process form the UK is the same as that from
Luxembourg (see Section 4)

e Individuals;

e Third party (by adding a scanned copy of an ID document of the
person concerned to the online application. The individual will
receive their criminal record certificate at their postal address).

The process is the same for nationals and non-nationals. Those no
longer residing in Luxembourg must prove their stay in Luxembourg
using their old residence card or certificate of registration.

Certificates are issued free of charge.
Applications are usually processed the same or next day.
Delivery to the UK may take between 1 and 2 weeks.

If the application is made by email, fax or post, the criminal record will
be sent to the address listed on the application form.

Certificates are issued in French and German.

The Criminal Record Certificate is an index in which convictions of
Luxembourgian and under certain circumstances, foreign jurisdictions
are recorded.

The following convictions can be found in a criminal record:

¢ Any crime/offence according to Luxembourgian law;
¢ Any fined penalty (except parking violations)
¢ Foreign convictions can be found if:
— The convict is Luxembourgian; and
— The conviction is a crime according to Luxembourgian law.

In case of rehabilitation, the conviction can be erased after 5 to 20
years (depending on the conviction and given sentence).

Convictions from foreign jurisdictions are removed once they are
erased in the country where the conviction took place.
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13

14

15

16

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

Certificates can be authenticated with an Apostille at:

Ministere des Affaires Etrangéres et de I'lmmigration
(Bureau des Passeports, Visas et Légalisations)
Service Légalisations

43, boulevard Roosevelt

L-2450 Luxembourg.

Tel: +352 478 83 00

Fax: +352 467 467

Email: boite.officielle@mae.etat.lu
Web: www.mae.lu/

Cost

€15

Payment and turnaround
By post

Through bank transfer to the account:

IBAN 1111 3104 0606 0000 CCPLLULL LU62

Please specify in communication the number of authentications and
the date of dispatch.

The deadline for the return of the documents is 2—3 business days.
In person
By credit card.

The deadline for legalisation is 1 working day.

Criminal Records Department (Abteilung Strafregisterauszug) (see
contact details in Section 3)

Recueil des lois spéciales en matiére civile, commerciale et pénale Loi
du 29 mars 2013

Arrété ministériel du 23 avril 2013

Reglement grand-ducal du 29 avril 2013

None

Ministry of Justice

Luxembourg Government website: www.guichet.public.lu/citoyens/
de/citoyennete/certificat-casier-judiciaire/casier-judiciaire/extrait-
casier-judiciaire/index.html?highlight=F%C3%BChrungszeugnis
Hague Conference on Private International Law website: www.hcch.
net/index_en.php?act=authorities.details&aid=331
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17  Sample o
documents Sample application form
Service du Casier Juciciaine
M A o ler :
HitlrﬂlEC-'lerénpl
-0
Tél. - [+352) 47 56 B1 -
Fax - [+352) 47 58 51 - 246
DEMANDE D'EXTRAIT DE CASIER JUDICIAIRE
POUR PERSONNE PHYSIQUE
1. Saisie - o
Liidentité de ka personne faisant Mobjet de la demande Sgubs dfun " sont it
Hom *: l |
Prenom [ |
Date de nassance ™ - [ |
MNumer, nee " ; | |
Code postal " - [ '|
Locaileé * : [ l
Pays*: lLuxemBoURG .
Caracteristiques de la demande
%_!Em [ Bullstinn®2 Emh‘w des

Mombre dexiraits souhaibes
[raocrmum B "

2. Pigéces justificatives
Cabin demands dalt chigatoirement dirs accompagnis e la cople dune des pléces jusifcatives sutventss * -
[ Carle d'dentite
[ Passeport
[ Carte d'stranger

3. Signature
La signature ci-aprés cerlifie la conformite des données fournies

Faild®: | ! -
Signature :

Four iowls guesticn fElstve ol corile e S "Hrmuisng, woulles coMBcer is fusens & ISEphone subard - (<35I 47 55 01 - Mk
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Macedonia (The former
Yugoslav Republic of)

How to obtain a criminal record check - detailed guidance

Individual/third party (with power of attorney) applies in person/
by post to regional Sector for Internal Affairs

Applications from UK in person to Embassy
Cost 150 MKD
Certificate issued in Macedonian

Turnaround time unspecified




0000 6000000000000

Macedonia (The former Yugoslav Republic of)
Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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1 Name of
certificate

2 Department
responsible for
criminal records

3 Where to apply
in country

4 How to apply in
country

5 Where to apply
in the UK

6 How to apply in
the UK

7 Who can apply

Non-Conviction Certificate

The Sectors for Internal Affairs — Section for Criminal Intelligence
Analysis

Applications must be made at the regional Sectors for Internal Affairs
(SVRs) — excluding the SVR Prilep region, where checks are made in the
police station and the Non-Conviction certificate is issued at the Prilep
Basic Court.

A list of SVRs can be found at: www.moi.gov.mk

The individual must submit an application form (see sample form in
Section 17) to the regional office of the Sector for Internal Affairs in
person or by post.

The individual’s identity is confirmed against personal data and unique
citizen registration number provided on the application form.

Applications from the UK can be made through the Macedonian
Embassy in London:

Suite 2.1 & 2.2, Buckingham Court,

75-83 Buckingham Gate,

London,

SW1E 6PE

Tel: +44 (0)207 976 0535/+44 (0)207 976 0538
Fax: +44 (0)207 976 0539

Email: london@mfa.gov.mk

Web: www.missions.gov.mk/london/home

The application form (see Section 17) is submitted in person through
the Macedonian Embassy (see Section 5 for contact details).

The application is then sent to the Ministry of Foreign Affairs and then
forwarded to the Ministry of Interior where the checks are made.

After the checks are made, the certificate is prepared and returned
to the Ministry of Foreign Affairs to be forwarded to the Embassy in
London.

The individual’s identity is confirmed against personal data and unique
citizen registration number provided on the application form.

e Individuals; and
e Third parties (with a power of attorney).
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11

12

13

14

15

16

Cost, payment
and turnaround

How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

The Non-Conviction Certificate costs 150 MKD and is paid with a public
revenue payment order available from The Sector for Internal Affairs
(contact details in Section 3) or the Embassy (contact details in Section
5).

There is no specific turnaround time.
The certificate contains the individual’s name, date of birth and a list of
convictions if present.

Certificates are issued as a hard copy for collection only.

The certificate is only available in Macedonian.

Non-Conviction Certificates contain all enforceable verdicts.

Spent convictions are not listed on the certificate.

This country has joined the Hague Convention of 5 October 1961
Abolishing the Requirement of Legalisation for Foreign Public
Documents. This enables criminal record checks to be authenticated
by means of an Apostille. For further information on how to obtain
an Apostille from this country, please see: www.hcch.net/index_
en.php?act=authorities.details&aid=320

The Sectors for Internal Affairs — Section for Criminal Intelligence
Analysis (see Section 3 for contacts)

Criminal record information in the Republic of Macedonia is regulated
by the Criminal Procedure Law, the Law on Police and the Law on
Internal Affairs.

None

Ministry of Internal Affairs — Department for Public Relations and
Public Information
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17 | Sample

Sample application form
documents ple app

REPUBLIC OF MACEDONLA
MINISTRY OF INTERIDR
BUREAU OF PUBLIC SECURITY

SVR {write name of the Sedor)
CRIMIMAL INTELLMGENCE AMALYSIS SECTION
Hao.

2013
Skopje

APPLICATION
I hereby request @ NON-CONVICTIONCONVICTION CERTIFICATE
be issued on my name
[the Certificate is onby issued to be used abroad)

HAME AND SURMNAMNE:

FORMER SURNAME:

{Fatner] [Mother)
PARENTS' NAME AND SURNAME:

BORN (Day, month, vear)
{Flace, municipality, Republic)

ADDRESS OF LIVING AND MUNMICIPALITY:
PERSOMAL /3] (RegNo.) Issued by
[ nead this certificate Tor the purpase of
Date:
SKOPJE

REMARK: This apphcation must be submifted personally
APPLICANT
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REPUBLIC OF MACEDOMNIA
MINISTRY OF INTERIOR
BUREAU OF PUBLIC SECURITY

SVR {write name of the Seclor)
CRIMINAL INTELLIGEMCE AMALYSIS SECTION
No.

2013
Skopje

The Ministry of intenor of the Republic of Macedonis upon an  application od
fram Skopje, pursuant to Adicle 108 item 8 of the Criminal Code of
the Republic of Macedania (*Official Gazette of the Republic of Macedonia® Ma. 37/88) and Article
171 of the General Adminisirative Procedure (*Official Gazetie of the Republic of Macedonia® No

38/05) hereby I33ues the fallowing

CERTIFICATE

That for barmn in Skopje, municipality
Skopje, permanent place of living mumnicipality Skopje, the
Reputiic of Macedonia. the criminal récards

CONTAIN NO DATA THAT THE PERS0ON HAS BEEN CONVICTED

This certificate is issued to the applicant for the purpose of

Pursuant to the Law on Adminisirative Taxes of the Republic of Macedonia a fee has been
paid and annulled upon application

Prepared:
Approved:
HEAD OF SECTION
FOR CRIMINAL INTELLIGENCE ANALY SIS
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

WEIEVSE

How to obtain a criminal record check - detailed guidance

Individual applies online/by post/in person to the Ministry of Foreign Affairs
Applications from UK by post/in person to High Commission

Cost 20 MYR

Certificate issued in English

Turnaround 1-2 months




0000 6000000000000

Malaysia

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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Name of
certificate

Department
responsible for
criminal records

Where to apply
in country

Certificate of Good Conduct (CGC) (Sijil Kelakuan Baik)

Central Criminal Registry (CCR),
Royal Malaysian Police (RMP),
Bukit Aman 50 560,

Kuala Lumpur,

Malaysia.

Tel: +60 (0) 3 2266 2222
Fax: +60 (0) 3 2070 7500
Email: rmp@rmp.gov.my

Consular Division,
Ministry of Foreign Affairs,
Wisma Putra,

1, Jalan Wisma Putra,
Precinct 2,

62602 Putrajaya,
Malaysia.

Tel: +60 (0) 3 8887 4000/+60 (0) 3 8000 8000
Fax: +60 (0) 3 8889 1717

Email: skb_admin@kin.gov.my

Web: www.kin.gov.my/web/guest/home/

Sarawak Regional Office,

Ministry of Foreign Affairs Malaysia,
Level 14, Bangunan Sultan Iskandar,
Jalan Simpang Tiga,

93300,

Kuching,

Malayasia.

Tel: +60 (0) 82 236146
Fax: +60 (0) 82 236983
Email: pwsarawak@kin.gov.my

Sabah Regional Office,
Ministry of Foreign Affairs,
Block A, 7th Floor,

Kompleks Pentadbiran Kerajaan Persekutuan Sabah,

Jalan UMS,
88400,

Kota Kinabalu,
Malaysia.

Tel: +60 (0) 88 220018
Fax: +60 (0) 88 488518
Email: pwsabah@kln.gov.my
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5

6

How to apply in
country

Where to apply
in the UK

How to apply in
the UK

Online

Through the website at www.kln.gov.my (click on “Certificate of Good
Conduct” under the “e-Consular” heading on the right-hand side of the

page).
The required documents are:

¢ |dentity card;

¢ Passport details;

e Last employer in Malaysia;

¢ Details of higher education in Malaysia (if applicable);
¢ An uploaded passport-sized photo.

¢ Non-Malaysians must upload a scan of their passport.

The application must then be submitted and the “Application
Acknowledgement” printed (this must be presented when collecting
the CGC).

The application status will change to “Certificate is Ready for
Collection” when the CGC is ready. The individual can obtain the CGC
from the addresses in Section 3 in the following ways:

e |n person
— Take Application Acknowledgement Slip; or
— Third party collection — (must have a Letter of Authorisation for
collection on behalf of the individual).
® By post
— Send the Application Acknowledgement Slip; and
— An A4 stamped addressed envelope.

High Commission of Malaysia,
45-46 Belgrave Square,
London,

SW1X 8QT

Tel: +44 (0) 20 7235 8033

Fax: +44 (0) 20 7235 5161

Email: mwlon@btconnect.com

Web: www.kin.gov.my/web/gbr_london/home

Online

The application process is the same as that from Malaysia (see Section
4).

To receive the CGC by post the individual must supply the following to
the Malaysian High Commission (see Section 5):

e Application Acknowledgement Slip;
¢ Payment (see Section 8); and
¢ An A4 self-addressed envelope with sufficient stamps.

The application status will change to “Certificate is Ready for
Collection” when the CGC is ready. The individual can receive the CGC
in the following ways:
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7 Who can apply

8 Cost, payment
and turnaround

9 How results
are presented
and security
features

® |n person
— Collect CGC from the Malaysian Embassy;
— Take Application Acknowledgement Slip; or
— Third party collection — (must have a Letter of Authorisation for
collection on behalf of the individual).

¢ By post — send the following to the Embassy (see Section 3):
— Application Acknowledgement Slip; and
— An A4 stamped addressed envelope.

Individuals only

Cost
From Malaysia

e |In person — cash payment of 20 MYR,
¢ By post — bank draft/money order for 20 MYR payable to “Akauntan
Negara Malaysia”.

From UK

Equivalent of 20 MYR in GBP (contact the Embassy for the exact
amount) by bank draft/money order, payable to “Embassy of Malaysia/
High Commission of Malaysia/or Consulate General of Malaysia”.

Turnaround

1-2 months.

The CGC is a hard-copy document printed on official A4 paper with the
following details:

e A government letter head;

¢ A paragraph certifying that the individual is of good conduct;

¢ The signature of the Commissioner of the Ministry of Foreign Affairs;
and

¢ The official stamp of the Ministry of Foreign Affairs with the logo of
the Ministry in the middle.

The CGC does not provide information about an individual’s full
criminal record but only states whether an individual has any
identifiable records.

Please Note: For Malaysian nationals, CGCs are issued based on a
statutory declaration submitted by the individual stating that they do
not have a criminal record. The certificate is issued and the records are
subsequently checked to confirm the statutory declaration is truthful.
The records are generally checked within 30 days of the certificate
being issued. Individuals are liable for prosecution by the RMP if they
are found to have provided incorrect information on the statutory
declaration.

For non-Malaysians, the certificate is issued after the records are
checked.
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10

11

12

13

14

15

16

17

Languages

Criminal
convictions
listed on
certificate

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

Sample
documents

CGCs are issued in English.

“Registrable offences” are defined under the Registration of Criminals

and Undesirable Persons Act 1969. These include:

¢ Violence against the person (Darihal kesalahan terhadap tubuh

manusia);

e Sexual offences (Kesalahan-kesalahan mengenai tubuh manusia);

e Burglary (Pecah Rumah);
e Robbery (Rompak);

¢ Theft and handling of stolen goods (Mencuri dan Menerima Harta

Curi dengan Curang);
¢ Fraud and forgery (Penipuan dan Pemalsuan);
e Criminal damage (Khianat);
¢ Drug offences (Kesalahan Dadah); and
¢ Motoring offences (Kesalahan Lalulintas).

Prospective employers can write to the Consular Division of the
Ministry of Foreign Affairs in Malaysia to verify the validity of a
Certificate of Good Conduct (see contact details in Section 3).

Prospective employers can write to the Consular Division of the
Ministry of Foreign Affairs in Malaysia to verify the validity of a
Certificate of Good Conduct.

Registration of Criminals and Undesirable Persons Act 1969

None
Ministry of Foreign Affairs

www.kln.gov.my/web/guest/home

CPNI Guidance Document 2009

None available
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

\VEN

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies in person to
the Criminal Records Office (CRO)

Applications from UK in person to High Commission/by fax/email
to Head of Secretariat Office

Cost €2.50
Certificate issued in English/Maltese

Turnaround up to 3 weeks




0000 6000000000000

Malta

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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1 Name of
certificate

2 Department
responsible for
criminal records

3 Where to apply
in country

4 How to apply in
country

5 Where to apply
in the UK

Certificate of Conduct

Subject Access Request

Criminal Records Office (CRO)

Criminal Records Office (CRO),
Malta Police General Headquarters,
Floriana,

CMR 02,

Malta.

Tel: +356 (0) 2294 2661/2

Fax: +356 (0) 2294 2678

Email: cro.police@gov.mt

Web: www.police.gov.mt/en-us/conductcertificate.aspx

Applications must be made in person at the CRO (see Section 3).

Application forms are provided by the CRO.
The individual must provide:

¢ |dentification in the form of:
— An identity card;
— A valid driving licence; or
— A valid passport.

¢ Their father’s name.

In person at the:

e The CRO (see Section 3); or
¢ The High Commission of Malta,

Malta House,
36—38 Piccadilly,
Mayfair,
London,

W1J ODP

Tel: +44 (0)20 7292 4800

Fax: +44 (0)207 292 4803

Email: maltahighcommission.london@gov.mt
Web: www.foreign.gov.mt/uk

By email/fax:

¢ To Mr Joseph Schembri (Head of the Secretariat Office)
Tel: +356 (0) 2294 2342/ +356 (0) 2294 2343

Fax: +356 (0) 21 252 879

Email: joseph.c.schembri@gov.mt
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e From the CRO:
—In person —through a third party (with written consent) using the
same application process as from in Malta (see Section 4); or
— By email/fax — To the Head of the Secretariat Office (see Section 5).

Through the High Commission of Malta in the UK (see Section 5) in
the following way:

— A written request for the information should be addressed to the
Commissioner of Police at the CRO; and

— A copy of the individual’s passport and a letter authorising the High
Commission to request the issuance of a certificate on behalf of an
individual should also be provided.

The High Commission sends the letter to the CRO together with:

An authenticated copy of the individual’s passport;

Details of all current and previous addresses in Malta;

Date and place of birth;

Father’s name; and

¢ Mother’s name and maiden surname.

— The certificate will be returned by registered post to the Maltese
High Commission in the UK and the individual collects the certificate
upon presentation of their passport.

¢ Individuals;
¢ UK prospective employers; or
e Third party (with written consent).

The cost is €2.50.

Payment can be made by:
e Cash —when collected in person; or
¢ Cheque — when applying by email/fax.

Turnaround time is up to 3 weeks from receipt of the application.

There is no system in place for fast-track disclosure.

Certificates are issued in hard copy only.

The individual or third party is required to collect the results from the
CRO.
Applications filed overseas will be returned by registered post.

The following information is provided on the certificate:

¢ Name of individual;

¢ ID card number (Maltese or relevant national ID card for non-citizens
of Malta);

e Father’s name;

¢ Date of birth;

¢ Individual’s address; and

¢ Each certificate will contain information which provides:
— A declaration that the individual is “of good conduct”; or
— Details of convictions registered against the individual’s name.
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Certificates are issued on official paper with the following security
features:

e Watermark of the Malta Police;

e CRO stamp;

e Date of issue;

e Signature of issuing police officer; and

e Signature of the Commissioner of Police.

Certificates are issued in English and Maltese.

The following major categories for conviction exist in Malta:

e Violence against the person (Delitti kontra il-persuna);

¢ Sexual offences (Delitti kontra I-umanita);

¢ Burglary, robbery, theft and handling of stolen goods (serq);

¢ Fraud and forgery (Delitti kontra I-Fiducja Pubblika);

e Criminal damage (Delitti kontra s-Sigurta Pubblika u fuq Hsarat fil-
Proprjeta);

e Drug offences (Ordinanza Dwar II-Medicini Perikoluzi); and

e Motoring offences (Ordinanza Dwar ir-Regolamenti Tat-Traffiku).

There are various guidelines under which details of a conviction may
officially be held by the Criminal Records Office according to the length
of a sentence. The maximum period for which a sentence can remain
on record is 10 years.

In certain circumstances, individuals can apply to have convictions
removed from their record.
Authenticity can be confirmed by:

Ministry of Foreign Affairs,
Palazzo Parisio,
Merchants Street,

Valetta CMR 02,

Malta.

Cost — approximately €25.
Turnaround time — up to 5 days.

Guidance is issued by the Maltese Police in accordance with Conduct
Certificates Ordinance, Chapter 77.

Conduct Certificates Ordinance, Chapter 77 of the Laws of Malta

None
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CPNI Guidance Document 2009

Malta Police Force: www.police.gov.mt

None available
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Mexico

How to obtain a criminal record check - detailed guidance

Individual/third party (with power of attorney) applies in person to
Procuraduria General de la Republica

Applications from UK require fingerprints taken at Embassy/birth
certificate/proof of address translated into Spanish, then third party
applies in person in Mexico

Cost $130 MXN
Certificate issued in Spanish

Turnaround 10 working days plus postage
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Mexico

Name of certificate
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Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
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Official bodies providing advice on interpretation
of criminal records
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Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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country

5 Where to apply
in the UK

Certificado de Datos Registrales

Procuraduria General de la Republica (PGR)

Procuraduria General de la Republica (PGR),
AV.Paseo de la Reforma #211-213,

Col. Cuauhtémoc,

Deleg. Cuauhtémoc,

Distrito Federal CP. 06500,

Mexico.

Web: www.pgr.gob.mx

There are different PGR offices for each state. A list can be found
at: www.pgr.gob.mx/Vinculacion%20Ciudadana/Directorio%20
Delegaciones/directorio%20delegaciones.asp

Applications can be made in person only to PGR offices (see contact
details in Section 3).

The individual must supply the following documents:

¢ A |etter from their Embassy requesting the document. If the
applicant is a British national, the letter must be issued by the British
Embassy in Mexico;

e Passport;

¢ Proof of address (if the document is not in Spanish, it must be
translated by an official translator);

¢ Avalid visa (if the applicant is a foreign national);

e Birth certificate (if the document is not in Spanish, it must be
translated by an official translator); and

e Two passport-size photographs: one front and one right profile
photo.

For further details, please visit: www.pgr.gob.mx/Servicios/
Constancia/antecedentes%20registrales.asp

Applications are made to the address in Section 3.

Documents (see Section 6) must be obtained from:
Mexican Embassy to the United Kingdom,

16 St George Street,

London

W1S 1FD

Tel: +44 (0) 20 7907 9442

Fax: +44 (0) 20 7495 4035

Email: consulmexuk@sre.gob.mx

Web: http://embamex.sre.gob.mx/reinounido/index.php/en
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Applications must be made in Mexico; however, individuals from the
UK can have a third party apply in Mexico on their behalf.

In this situation, the individual must take the following to the
Consulate Department of the Mexican Embassy (see contact details in
Section 5):

e Power of attorney signed before two witnesses, authorising someone
to apply on their behalf, this can be downloaded at the following
website: http://consulmex.sre.gob.mx/reinounido/images/stories/
pdf/Formato_carta_poder.pdf);

e Passport;

¢ Valid visa (if the applicant is a foreign national);

¢ Proof of address (if the document is not in Spanish, it must be
translated by an official translator);

e Birth certificate (if the document is not in Spanish, it must be
translated by an official translator); and

e Two passport-size photographs: one front and one right profile
photo.

The Consulate Department will supply:

¢ Two sets of fingerprints taken by the Consulate at the Mexican
Embassy.

e A letter issue by the Mexican Consulate (free of charge, issued in one
working day).

Which must be sent to the third party making the application in
Mexico together with:

¢ The power of attorney (the applicant must supply photocopies of the
official identification of the two witnesses);

¢ Copy of passport;

¢ Copy of visa;

¢ Proof of address (if the document is not in Spanish, it must be
translated by an official translator);

e Birth certificate (if the document is not in Spanish, it must be
translated by an official translator);

¢ Two passport-size photograph: one front and one right profile photo.

For further details visit: www.pgr.gob.mx/Servicios/Constancia/
antecedentes%20registrales.asp
In Mexico

e Individual; or
e Third party (with a power of attorney).

In UK

The individual must go to the Mexican Embassy and then a third party
can apply on their behalf in Mexico.
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Cost of certificate

The fee for the certificate is $130 MXN (Mexican pesos)
Payment

From Mexico

¢ Made through banks under the e5cinco scheme;
¢ Electronic bank transfer with the reference: DPA reference:
624001153.

From UK

e As above; or
e At the Consulate:
—In cash; or
— Postal order (payable to the “Mexican Consulate”).
— NB Payment of consular fees made in £GBP (at the current rate of
exchange).

Turnaround

The PGR takes 10 working days to issue the certificate.
Allow additional time for postage to/from the UK.
There is no fast-track service.

The certificate contains the name of the individual and has an official
stamp.

The certificate shows if the individual has been the subject of any
police investigation and also shows if the individual has been charged
or convicted of any offence and if the individual has served any prison
sentence.

The criminal record certificate is available in Spanish only.

There is no official translation service.

The certificate shows if the individual has been the subject of any
police investigation and also shows if the individual has been charged

or convicted of any offence and if the individual has served a prison
sentence.
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The certificate can be authenticated by an Apostille at:

The Secretaria de Gobernacidn
Calle Rio Amazonas # 62,
Planta Baja,

Del. Cuauhtémoc,

Col. Cuauhtémoc,

C. P. 06500,

México.

Tel: +52 (0) 55 5093 3218 or +52 (0) 55 5093 3222
Web: www.dicoppu.segob.gob.mx/es/DICOPPU/home

Cost
$618 MXN (Mexican pesos)
Payment

Via bank — cash/cheque/bank transfer

None

Law on Transparency and Access to Public Information of the State of
Mexico and Municipalities

Code and Municipal Mexico State

None

Embassy of Mexico

PGR website: www.pgr.gob.mx

None available
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Moldova

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies in person and
online (Moldovan citizens only) to Ministry of Internal Affairs/Local
police authorities

Applications from UK in person to Embassy via third party in country/
online for Moldovan citizens

Cost 30 MDL/60 MDL for fast-track/Embassy varies
Certificate issued in Moldovan/ Russian

Turnaround In country 10 days/1 day fast-track/Embassy varies
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Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK
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Languages
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of criminal records
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Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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1 | Name of Juridical Record (Cazier Judiciar)
certificate

2 Department Ministry of Internal Affairs — Department of Information and
responsible for Operational Records
criminal records

3 Where to apply Ministry of Internal Affairs,
in country Department of Information and Operational Records,
3 lacob Hincu Street,
Chisinau,
Moldova.

Tel: +373 (0) 22 255 155
Fax: +373 (0) 22 224 546
Web: www.mai.gov.md

Applications can also be made through local Moldovan police

authorities.
4 How to apply in Applications are accepted online or in person. Non-Moldovan citizens
country can only apply in person.
In person

Applications should be made in the following ways:

¢ For 1-day service (see additional cost in Section 8) — the Department
of Information Operational Records (see contact details in Section 3);
and

* For 5-day service — any local police department.

A sample application form can be found in Section 17.
The form requires the following details:

¢ The individual’s full name;
¢ The individual’s date and place of birth; and
¢ The individual’s registered address.

Nationals of Moldova must present their ID card. Non-nationals must
present their passport.

Online
The application can be made at:

www.servicii.gov.md/ServiceDetails.aspx?id=b60f9e3e-8405-4535-
aeba-015b54423588 (choose the option “Solicita serviciul”).

The following details are required:

¢ ID number;

¢ Type of request (1 or 10 days);

¢ Which language the certificate should be presented in (Romanian or
Russian);

¢ The regional police department that should issue the criminal record.

The applicant must present an ID card or a valid passport before
receiving the document.

271



Where to apply
in the UK

How to apply in
the UK

Who can apply

Cost, payment
and turnaround

¢ Online at: www.servicii.gov.md/ServiceDetails.aspx?id=b60f9e3e-
8405-4535-aeba-015b54423588 (Moldovan citizens only).

e |n person :
—Through a third party in Moldova at the address in Section 3; or
- At:

Embassy of the Republic of Moldova,

5 Dolphin Square,

Edensor Road,

London,

W4 2ST

Tel: +44 (0) 20 8995 6818
Email: mail@moldovanembassy.org.uk

Moldovan citizens can apply:

¢ Online (see contact details in Section 5); or
¢ |In person at the Embassy (see Section 5).

The process for both methods is the same as that from Moldova (see
Section 4).

e Individuals; and
¢ Third parties (with consent).

Cost

¢ The cost of obtaining a Juridical Record is 30 MDL.

e |f the certificate is required urgently, i.e. within one working day, the
fee is 60 MDL.

¢ The Moldovan Embassy in the UK will advise on prices for
applications submitted through it.

Payment
Payments can be made:

¢ By bank transfer in Moldovan currency. The authorised banks are
Victoriabank and Banca de Economii; or
¢ At QIWI payment terminals: www.qiwi.md

The Moldovan Embassy in the UK will advise on methods of payment
for applications submitted through them.

Turnaround

¢ The turnaround time is up 10 days.

e The fast-track service turnaround is 1 day if the fee has been paid.

¢ The Moldovan Embassy in the UK will advise on turnaround times for
applications submitted through it.
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A Juridical Record will only be issued in hard copy for collection in
person.

A Juridical Record will contain the following information:

¢ The individual’s full name;

e Date of birth;

¢ Place of birth;

¢ A statement that the individual has no criminal convictions or a list of
all spent and unspent convictions; and

¢ Information if the individual has been subjected to criminal
proceedings or investigated.

Moldovan Juridical Records contain the following security features
including:

¢ The phrase “Ministry of Internal Affairs of the Republic of Moldova”
in Moldovan and Russian; and
¢ A unique code and serial number.

The certificate is available in Moldovan and Russian.

There is no official translation service available.

Categories of criminal conviction in Moldova are:

¢ Violence against the person (infractiuni contra vietii si sandtdtii
persoanei);

e Sexual offences (Infractiunile privind viata sexuald);

¢ Burglary and theft (Furtul);

e Robbery (Jaful);

e Forgery (Fabricarea sau punerea in circulatie a banilor falsi sau a
titlurilor de valoare false);

¢ Drug offences (Circulatia ilegald a substantelor narcotice, psihotrope
sau a analoagelor lor fdrd scop de instrdinare); and

¢ Motoring offences (Infractiuni in domeniul transporturilor).

Other categories of offence include: against peace and safety; war;
against personal freedom, honour and dignity; against political, labour
and other constitutional rights of individuals.

Under Moldovan legislation, individuals are considered not to have
criminal convictions in the following cases:

e |f they are exonerated from criminal liability following an amnesty;

¢ If they were sentenced to probation and did not commit a crime
within the probation period;

e After serving non-custodial sentences;

o After 2 years of serving the custodial sentence if convicted of non-
serious crimes;

e After 6 to 10 years of serving the custodial sentence if convicted for
serious crimes (depending on the gravity of the offence).
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The Ministry of Justice of Moldova can issue an Apostille confirming
the authenticity of a criminal record. For details contact:

The Ministry of Foreign Affairs and European Integration,
31 August 1989, 80 Street / 80, Mateevici Street,

MD - 2012 Chisinau,

Moldova.

Tel: +373 (0) 22 201 040/ +373 (0) 22 201 041

Fax: +373 (0) 22 232 225

Email: consdep@mfa.md or dac@mfa.md

Web: http://www.mfa.gov.md/legalization-documents-en/

The Embassy of Moldova in London can confirm the authenticity of a
Juridical Record if presented with one.

Costs

e 150 MDL —issued within 1 hour;
¢ 130 MDL —issued within 1 day;
e 100 MDL —issued within 5 days.

Turnaround time — from 1 hour to 5 days.

Dissemination of criminal records data in Moldova is controlled by the
Ministry of Internal Affairs.

Cu privire la aprobarea Instructiunii privind eliberarea certificatelor de

cazier judiciar si altor certificate de catre Directia informatii si evidente

operative (Monitorul Oficial 177-180/1061 din 24.08.2012)

None

Ministry of Interior website: www.mai.gov.md
CPNI guidance document 2009

In-country legal resource
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Centre for the Protection Part of Capita plc
of National Infrastructure

Montenegro

How to obtain a criminal record check - detailed guidance

Individual applies in person/third party (in limited circumstances)
to local police station

Cost €5
Certificate issued in Montenegrin

Turnaround instant in country
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Montenegro

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.

277



Name of
certificate

Department
responsible for
criminal records

Where to apply
in country

How to apply in
country

Where to apply
in the UK

How to apply in
the UK

Who can apply

Cost, payment
and turnaround

How results
are presented
and security
features

Certificate of Criminal Records (Uvjerenje iz kaznene
evidencije)

There is no central repository of criminal records; records are held
locally.

Local police stations.

Contact details can be found at: www.mup.gov.me

Individuals apply in person at a local police station (see contact details
in Section 3).

There is no specific form and a free form signed letter is acceptable.

The individual must present their ID card and proof of payment.

Applications are made at the same location as those from Montenegro
(see Section 3).

The application process is the same as that from Montenegro (see
Section 4).

e Individuals; and
¢ Third parties — at the discretion of the police department (with
power of attorney and a copy of the individual’s ID card).

Cost
The fee for obtaining a Certificate of Criminal Records is €5.

Payment

The applicant transfers the payment into the police station’s bank
account and presents the payment slip with the application form.
Account details can be obtained from the relevant police department.

Turnaround

There is no specific turnaround time; however, the certificate is
normally issued immediately upon application.

The Certificate of Criminal Records is issued as a hard copy for
collection.

Criminal records in Montenegro contain the following details:

e The individual’s personal details;

e Details of any convictions, suspended sentences or cautions;

¢ The legal consequences of any convictions;

¢ Spent convictions; and

e |f there are no convictions, a tick will be placed in the relevant box.

The Certificate of Criminal Records will be stamped (in the bottom left-
hand corner of the page) and signed by the issuing officer.
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The certificate is issued only in Montenegrin.

There is no official translation service available.

Criminal convictions are removed if the individual is rehabilitated. This
occurs when the individual:

¢ Has been convicted and later released from criminal charges — 1 year
after the individual has been cleared (if no further crime has been
committed);

¢ Has a suspended sentences — 1 year after the end of the probation
period (if no further crime has been committed);

¢ Has been sentenced to a fine, community service or imprisonment of
up to 6 months — after 3 years;

¢ |s sentenced to imprisonment of up to 1 year — after 5 years;

¢ Has been sentenced to imprisonment of between 1 and 2 years
and does not commit another crime within 5 years of serving the
sentence; or

¢ Has been sentenced to imprisonment of up to 3 years and has not
committed another crime for the 8 years following the sentence.

If rehabilitation does not apply, the information remains on the

individual’s criminal record for life.

This country has joined the Hague Convention of 5 October 1961
Abolishing the Requirement of Legalisation for Foreign Public
Documents. This enables criminal record checks to be authenticated
by means of an Apostille. For further information on how to obtain
an Apostille from this country, please see: www.hcch.net/index_
en.php?act=authorities.details&aid=742.

None

Criminal Code of Montenegro

None
Embassy of Montenegro

CPNI Guidance Document 2009

Hague Conference on Private International Law at: www.hcch.net

None available
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Centre for the Protection Part of Capita plc
of National Infrastructure

Netherlands

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies by post/
in person to the Population Affairs Department/COVOG

Cost €30.05
Certificate issued in Dutch and English

Turnaround 4-8 weeks/Fast-track 10 days
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How to apply in country
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of criminal records

Legislation
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Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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in country

4 How to apply in
country

Certificate of Good Conduct — (Verklaring Omtrent het
Gedrag) (VOG).

Central Organisation for Certificates of Good Conduct (COVOG) at the
Ministry of Justice.

The correct jurisdictional authority to contact for obtaining a criminal
record certificate is the Population Affairs Department (Burgerzaken/
Publiekszaken) of the municipality where the individual is registered in
the Municipal Personal Records Database (GBA).

If the individual is not registered then they may apply directly to
COVOG at:

COoVvOg,

Postbus 16115,
2500 BC Den Haag,
The Netherlands.

Tele: +31 (0)70 370 7234
Email: frontdesk.justis@minjus.nl
Web: www.justis.nl/producten/vog/

Via the Municipality/COVOG

An individual can apply for a VOG at the Population Affairs Department
(Burgerzaken/Publiekszaken) of the municipality where they are
registered in the Municipal Personal Records Database (GBA).

If the individual is not registered in the GBA (usually Dutch nationals
who left the Netherlands over 12 years ago and foreign nationals who
once resided in the Netherlands), they should apply directly to COVOG
(See Section 3) for the certificate.

The fully completed application form, relevant fee, proof of payment
and a clearly legible copy of the individual’s identity document must be
submitted either to the local office or to COVOG (address in Section 3)
depending on the circumstances.

Dutch nationals residing outside the Netherlands must state the date
on which they left the country.

The application can be submitted in person or by post.
Online

Only prospective employers can apply online. The employer’s business
must be registered with eRecognition (www.eherkenning.nl/) a means
by which companies and organisations can be identified online and log
on at www.elovog.organisatie.dienstjustis.nl
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Where to apply
in the UK

How to apply in
the UK

Who can apply

In addition, the individual must:

* Be registered as resident in the GBA of the municipality where they live;

¢ Have a social security number;

¢ Have a username and password for DigiD;

* Have an internet connection and an email address;

¢ Have a checking account with a bank that is affiliated with iDEAL
(www.ideal.nl).

The prospective employer prepares the application online. The
individual will receive an email stating that they have been invited to
apply for a VOG. There will be a link in the email to log in with DigiD
through which they can complete the request. If an individual is not
registered at the GBA or has no permanent place of residence, they
must apply directly to COVOG.

Authorised third party
They must provide the following to apply:

¢ a fully completed application form;

¢ a letter of authorisation, also stating the address to which the
certificate must be sent;

e a copy of the individual’s identity document (e.g. passport);

¢ the authorised person’s identity document; and

e the certificate fee.

An application form for an individual (VOG NP) can be found at: www.
justis.nl/Images/aanvraagformulier-vog-np-(01122013)_tcm123-
418661.pdf

An application form in English can be found at: www.justis.nl/Images/
application-form-vog-np-(english)_tcm123-528606.pdf (see Section
17 also).

By post to the Population Affairs Department or to COVOG (see Section
3)

Applications can be made via post as detailed in Section 4.
e Individuals;

e Employer and individual together; and
¢ Authorised third parties.
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Cost, payment
and turnaround

How results
are presented
and security
features

Cost
In person/by post

The cost of obtaining a criminal record certificate is €30.05, to be paid
on submission of the application form. If the individual applies directly
to COVOG, the fee should be paid into:

Account No. 56.99.90.971

Ministry of Justice/Justis/COVOG
The Hague

(stating the name of the individual)

For money transfers from abroad, the IBAN is NL47RBOS0569990971
and the BIC (SWIFT) code is RBOSNL2A, The Royal Bank of Scotland,
Amsterdam.

Online

The cost is €24.55 if the application is made online, but payment must
be made through iDEAL.

Turnaround
The turnaround time is 4—-8 weeks from receipt of an application.
Fast-track

An urgent VOG NP can be submitted for work abroad. If Justis approve
the application, the individual will receive the VOG within 10 days,
provided that no offences in the Criminal Records System are found.

It must be stated on the application if the individual wishes to use

this service. An application will only be dealt with urgently when no
relevant judicial information is found. There is no additional fee for this
service.

Results
If the individual has no criminal record, the certificate will be issued.

If the individual has a criminal record, the authorities will decide
whether the offences in question are relevant to the application. For
example, offences that would present difficulties for someone applying
for a teaching job may not be relevant to an accountant.

If the application is refused, the individual will receive written
notification stating the reasons for refusal.

If the application was submitted electronically, the VOG will be

sent to the address that was registered. If the VOG is needed at an
address other than the “GBA address”, this must be stated on a paper
application form.

Security features

¢ The certificate has the individual’s details and a background blue
justice logo.
¢ |f copied, the text “copy” will appear on the certificate.
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11

12

13

14

15

16

Languages

Criminal
convictions
listed on
certificate

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation
Pending
changes

Sources of
information

¢ The paper has a characteristic wavy watermark. The watermark is
clearly visible; there are diagonal meandering lines when the paper is
held up to the light.

e Under a UV lamp, small paper fibres in the paper and the logo at the
bottom right will fluoresce. Furthermore, the number in the upper
right hard corner will fluoresce blue.

To check the authenticity of a VOG there are a number of
characteristics listed on the back. It is the task of the organisation to
make sure someone is in possession of an authentic VOG.

A sample of a VOG can be found in Section 17.

The VOG is provided in Dutch and English.

Every category of conviction is listed on a criminal record certificate if it
is deemed appropriate (see Section 9).

A conviction is never removed from a criminal record.

De Justitiéle Informatiedienst located in Almelo, The Netherlands, can
confirm authenticity; however, a cost and turnaround time has not
been disclosed.

Certificate security features can be found in Section 9 and Section 17
also.

None available

The Judicial Data and Criminal Records Act, November 2002, contains
provisions concerning the issue of Certificates of Good Conduct.

None

www.justice.nl

Klantadviseur Klantcontactcentrum, Dienst Justis, Justitiéle
uitvoeringsdienst Toetsing, Integriteit en Screening
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Sample Certificate
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

New Zealand

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies by fax/email/post
to Criminal Records Unit

No cost
Certificate issued in English

Turnaround 5-20 working days




0000 6000000000000

New Zealand

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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Name of
certificate

Department
responsible for
criminal records

Where to apply
in country

How to apply in
country

Where to apply
in the UK

How to apply in
the UK

Who can apply

Criminal Conviction Information Report

Ministry of Justice (MoJ)

Criminal Records Unit,
Ministry of Justice,

SX 10161,

Wellington,

New Zealand.

Tel: +64 (0)4 918 8800

Fax: +64 (0)4 918 8974

Email: criminalrecord@justice.govt.nz

Web: www.justice.govt.nz/services/criminal-records

Individual

¢ The individual must complete the Priv/F1 application form which can
be found online at www.justice.govt.nz/services/criminal-records/
forms/request-by-individual.pdf. A sample can be viewed in Section
17.

e This can be faxed, posted or emailed to the Criminal Records Unit.

¢ A signed and current copy of the individual’s driving licence or
passport must be provided.

Authorised third party

¢ The individual and third party must complete the Priv/F2 application
form which can be found online at www.justice.govt.nz/services/
criminal-records/forms/request-by-third-party.pdf. A sample can be
viewed in Section 17.

e The application must then be posted to the Criminal Records Unit
(see address in Section 3).

¢ A signed and current copy of the individual’s driving licence or
passport must be provided.

Applications can be sent to the fax number or email address detailed in
Section 3.

The process for applying from the UK is the same as that in country as
detailed in Section 4.

However, the application can be faxed or sent by email by the
individual or third party.

¢ Individuals;
e Third parties with authorisation using a Priv/F2 form.
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10

11

12

13

14

15

16

Cost, payment
and turnaround

How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

Cost
There is no charge for applying for a criminal record certificate.
Turnaround

Approximately 5-10 working days (from the date a form is received)
for Priv/F1 applications.

Approximately 20 working days (from the date a form is received) for
Priv/F2 applications.
The reports are computer-generated and are black and white with an

electronic signature. They are sent out by post.

If there is no information held or none able to be released, the
certificate will show:

¢ Date (report printed).

¢ Individual’s address or third party address.

¢ Heading (“Criminal Conviction Information held by Ministry of Justice
as at dd/mm/yyyy”’).

¢ Mol request number (currently 7 digits long).

The certificate is available in English only.

The conviction reports are not categorised.

Convictions are not removed from an individual’s record. However, the
Criminal Records (Clean Slate) Act 2004 allows for convictions to be
concealed if the individual’s record meets all of the eligibility criteria
and if the individual has requested this.

The Department of Internal Affairs Authentication Unit can provide
authentication. Further details can be found at www.dia.govt.nz

None available

Privacy Act 1993

Criminal Records (Clean Slate) Act 2004

The application forms are currently being redesigned and charging
may be introduced for third parties and a priority service. There is no
current projected date for these changes.

Criminal Records Unit

www.justice.govt.nz
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17

Sample
documents

Individual application form — Priv/F1

B TR . T

e s m o ———

B e ]

e

| wr b fan bk
ey arry
—_— g
- ey S
- -
o

e " s b e

s, -
- R

= =
- ]
Sl il ik
e e

e . § P G - S S T § R - 0 S e S
A L W A W

[ e o [ g

ol e e

T N TR S S S G Ty RN s
g o e

i e ) s — By i
Sy, S g e P S g S . L S 7 S ] oy e S, § 3 A
e

—— 5 S N o B
e T LLC T
[P ——— —

- nxma

e g 5 ¥ s e Sy
. e R

R R S gy LSS 6 R
B L T

e Lo e s s g
‘———— Fom. s s et st
:'-"- Befrred o Tevy S e ey Ve e
——— e e g e b e

e i P Sy s b e

B T
B T W TR R ST ST T e
+ o —— b i ——

B T e =

] Sl ik

e
- | imeaEe
na —u—r
. -

e ma —

vea

e

b s - —

e m—

. =

294



Third Party Authorisation Form — Priv/F2
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Nigeria

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies in person to
The Registrar of Criminals

Applications cannot be made from the UK
Fingerprints required

Cost N1,500

Certificate issued in English

No official turnaround available




0000 6000000000000

Nigeria

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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1 Name of
certificate
2 Department

responsible for
criminal records

3 Where to apply
in country

4 How to apply in
country

5 Where to apply
in the UK

6 How to apply in
the UK

Police Character Certificate (PCC)

Central Criminal Registry (CCR) maintained by the Registrar of
Criminals, which is a sub-unit of the Nigeria Police Force.

The Registrar of Criminals,

The Nigeria Police Force,

Attention: Central Criminal Registry,

Federal Investigation and Intelligence Bureau,
Alagbon Close,

Ikoyi,

Lagos,

Nigeria.

Web: www.npf.gov.ng/

In person to the address in Section 3.
Individuals:
Individuals must provide:

¢ An official application form (this is obtained and completed at the
CCR and cannot be taken off site);

¢ Areason for the request, such as a letter of employment, stating the
offer is subject to a satisfactory police character report;

e Fingerprints will be taken at the CCR;

® The relevant fee;

¢ Copy of passport bio data page; and

e Two passport-size photographs.

Employers and third parties:
Employers and third parties must provide:

¢ An official letter requesting a PCC for the individual. This must be
on letter-headed paper and include the reason for the request, a
description of the company and its relationship with the individual;

¢ An official application form (this is obtained and completed at the
CCR and cannot be taken off site);

e The relevant fee;

e Written consent of the individual;

¢ A copy of the biographical data page of the individual’s passport; and

¢ Fingerprints of the individual taken at a police station.

Individuals can authorise a third party or employer to make the
application on their behalf to the address in Section 3.

Applications cannot be made directly from the UK.

The application process is the same as that from within Nigeria (see
Section 4).
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7 Who can apply

8 Cost, payment
and turnaround

9 How results
are presented
and security
features

10 | Languages

11 | Criminal
convictions
listed on
certificate

12 | Confirming
authenticity

e Individuals;
¢ Prospective employers (with written consent); and
¢ Third parties (with written consent).

Cost

¢ The official fee for a Police Character Certificate is N1,500.
e Payment is made to a designated bank in Nigeria. The cash payment
is made to the bank and a teller completes a payment slip.

Turnaround

e There is no official turnaround time for obtaining a certificate, but it
could take several months.
e There is no fast-track service available.

Police Character Certificates are available in hardcopy only. Certificates
have to be collected from the Registrar of Criminals (see Section 3).

The certificate will include:

¢ Individual’s name;

e An impression of the individual’s fingerprints;
e Official stamp of the Registrar of Criminals;

¢ Nature of the offence (if applicable);

¢ Date of conviction (if applicable); and

¢ Name and designation of the issuing officer.

Police Character Certificates are issued in English.

The following categories of conviction are listed on a criminal record
certificate from Nigeria:

e Violence against the person;
¢ Sexual offences;

e Burglary;

e Robbery;

¢ Theft and handling of stolen goods;
¢ Fraud and forgery;

¢ Criminal damage;

e Money laundering;

e Official corruption;

¢ Drug offences; and

¢ Motoring offences.

There is no guidance as to how long convictions remain on record
and there is no obligation for the police to destroy criminal record
information.

A prospective employer or third party can present the certificate at the
CCR (see Section 3) for verbal verification.
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13

14

15

16

17

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

Sample
documents

The Nigerian Police Force can provide advice on criminal records
information (see Section 3 for contact details).

There is no legislation that specifically governs the disclosure of
criminal records. However, the Freedom of Information Act applies to
criminal record certificates.

None

In Country Legal Resource

CPNI Guidance Document 2009

None available
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Norway

How to obtain a criminal record check - detailed guidance

Individual applies at local police station in person/by post

Applications from UK by post to Police Unit for Background Checks and
Police Certificates

No cost

Certificate issued in Norwegian (English, French, German, Spanish if no
convictions)

Turnaround 3—-14 days
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Norway

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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Name of Criminal Record Certificate (Politiattest)

certificate . . .
There are three types of certificate available depending on the purpose

for which disclosure is sought.
The types of certificate are:

¢ A Standard/Ordinary Certificate is the default form of disclosure. It
contains details of most categories of punishable offence.

¢ A Limited Certificate only contains details of a particular category of
punishable offence relevant to a job role.

¢ A Comprehensive Certificate contains information about all
convictions, with the exception of some fines in lieu of prosecution,
and is required for some roles, i.e. security posts.

Department The Criminal Register (Strafferegistret) is a national register of criminal
responsible for records data administered by the Norwegian Police Directorate.
criminal records

Where to apply Applications should be made to the local police station depending

in country where the individual lives. A comprehensive list can be found at:
https://www.politi.no/tjenester/politiattest/hvor_skal_soknad_om_
politiattest_sendes/

How to apply in ¢ Download and complete the application form electronically, then
country print.

— The application form in English can be found at: https://www.
politi.no/vedlegg/skjema/Vedlegg_2017.pdf, (see sample in
Section 17)

— The application form in Norwegian Nynorsk can be found at:
https://www.politi.no/vedlegg/skjema/Vedlegg_2016.pdf

— The application form in Norwegian Bokmal can be found at:
https://www.politi.no/vedlegg/skjema/Vedlegg_2018.pdf

¢ Individuals resident in Norway should apply to their local police
station (see Section 3) in person or by post.

¢ Applications must be accompanied by a written statement from the
prospective employer, confirming that criminal record disclosure is
required.

¢ The individual is required to provide the following information:

— Full name, including any previous family names;

— Current address;

— Complete address history for the past 5 years;

— Date and place of birth;

— Social security number;

— Occupation/title;

— Place of work and contact telephone number;

— Purpose for which the certificate is sought;

— Place and date of issue; and

—Signature.

¢ A copy of a valid passport, driving licence or bank card with
photograph and signature is also required.
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5 Where to apply
in the UK

6 How to apply in
the UK

7 Who can apply

8 Cost, payment
and turnaround

¢ A Standard/Ordinary Certificate will be issued by default. If a Limited
or Comprehensive Certificate is required, this should be clearly
stated both on the application form and in a separate statement
provided by the employer.

Further information can be found at: https://www.politi.no/tjenester/
politiattest/

Individuals from abroad must send a request to the Police Unit for
Background Checks and Police Certificates:

Politiets enhet for vandelskontroll og politiattester,
Postboks 113,

9951 VARD®,

Norway.

Applications from Norwegians who are resident overseas should be
sent by post to the address in Section 5. The application form and
information required is the same as in Section 4.

Individuals should also provide:

¢ A copy of the biographical data page of the subject’s passport;

¢ Details of when and for how long they resided in Norway (on an
accompanying sheet of paper);

e State in what language the results are required;

e Details or which type of Criminal Record Certificate is required; and

¢ A declaration that employment is dependent upon their ability to
provide this form of disclosure. Both statements should be confirmed
by the employer in a separate written statement.

e Individuals; and

¢ A prospective UK employer — a written statement from the employer
should accompany the application, confirming what type of criminal
record disclosure is required.

Direct applications from an employer or an institution will only be
accepted where this is provided for in Norwegian law. This is unlikely to
apply to a UK employer.

It is not possible for an individual to authorise a third party to apply for
criminal record disclosure on their behalf.

Cost
There is no charge for the certificate.
Turnaround

e The turnaround time is between 3 and 14 days depending on
individual offices.

¢ The Norwegian police service does not provide a fast-track disclosure
service.
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How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

Results

A Criminal Record Certificate will be issued in hard copy by post. It will
be mailed directly to the subject of the check (at the address provided
in the application form). For applications required for overseas
employment, only one copy of the disclosure will be issued.

The layout of a Criminal Record Certificate may vary from district to
district. A Criminal Record Certificate is usually printed in A4 format
and signed and stamped by the issuing police service. It does not
contain any other notable security features. A Standard/Ordinary
Certificate will usually contain the following information:

¢ Place of issue;

e Full name and address of the subject;

¢ Date of birth and social security number;
¢ Position;

¢ Purpose of the certificate; and

¢ Date of issue and signature of issuer.

A certificate will provide details of disclosable convictions or will state
that no such information has been found.

In some circumstances it may be possible to request a Criminal Record
Certificate to be issued by fax. Enquiries should be directed to the
police station or office to which the application was submitted.

The certificate can be requested in Norwegian, English, French,
German or Spanish.

Results in languages other than Norwegian will be issued only in the
event that no criminal convictions are recorded.

In the event that a certificate is received in Norwegian, the Norwegian
Embassy in London can provide a list of approved translators on
request.

The length of time a judgment remains disclosable is prescribed
in Norwegian legislation (Criminal Registration Act 1971) and
varies according to the seriousness of the conviction. The relevant
information is:

¢ Custodial sentences of more than 6 months — 10 years from date of
release;

e Committal to forced mental health protection — 10 years from date of
release;

¢ Custodial sentences of less than 6 months — 5 years from date of
release;

¢ Suspended sentences — 5 years from date of decision;

¢ Conditional waiver of prosecution for a serious crime — 2 years from
date of decision; and

e Fines — 2 years from date of decision.

In addition, the following types of conviction will not usually appear in
a standard criminal record disclosure:
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Legislation
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information

¢ Afine in lieu of prosecution.

¢ A waiver of prosecution in respect of misdemeanours or an
unconditional waiver of prosecution for serious crimes.

¢ The transfer of criminal proceedings to The Mediation and
Reconciliation Service.

¢ A sentence of military arrest.

Requests for document legalisation should be made to the local branch
of the Ministry of Foreign Affairs.

An unofficial list of Norwegian county governor offices which provide
document legalisation services can be found online via the link below:
www.apostilleinfo.com/norway.htm

None available

The disclosure of criminal records in Norway is regulated by the
Criminal Registration Act 1971, the Criminal Registration Regulations
1974 and the General Civil Penal Code 1902.

Links to further legislation can be found below:

Punishment Regulations (Strafferegistreringsforskrifter) - www.lovdata.

no/dokument/SF/forskrift/1974-12-20-4/KAPITTEL_1#KAPITTEL_1
Punishment Act (Strafferegistreringsloven) www.lovdata.no/all/nl-
19710611-052.html

The Parliament in Norway has passed new legislation which will
include regulations on Criminal Record Certificates. The law will enter
into force at July 1st 2014.

CPNI Guidance Document 2009

National Police Directorate www.politi.no
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Centre for the Protection Part of Capita plc
of National Infrastructure

Pakistan

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies in person at
regional police office

Applications from UK in person to High Commission
Fingerprints may be required

No cost

Certificates issued in English

Turnaround approximately 3 months
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Name of certificate
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Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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in country

How to apply in
country

Where to apply
in the UK

Police Clearance Certificate or Police Character
Certificate

Each district and province holds its own records. There is no centralised
database.

Applications should be made to the regional Superintendent of Police
of the Crime Records Office (SPCRO) of the individual’s district.

For smaller or less populated regions, the application may be
submitted at the local police station at the discretion of the senior
officer who will then forward it to the district SPCRO.

The main Pakistani Police Website can be found at: www.npb.gov.pk

In person to the offices detailed in Section 3 by free form letter which
must include the following information:

¢ Full name;

¢ Full names of both parents, or husband’s name depending on
information provided on the individual’s ID card;

¢ Date and place of birth;

* Permanent current address (in UK or Pakistan);

e All previous and/or temporary addresses in Pakistan;

¢ Pakistani computerised national identity card (Pakistani citizens
only), national identity card for overseas Pakistani citizens or
Pakistan origin card for non-citizens;

¢ Passport number; and

¢ Reasons for the application and any supporting documentary
evidence.

An affidavit of consent on judicially stamped paper from the individual
is required for all applications where the application is submitted by a
third party.

Some police stations also require fingerprints to be submitted, check
locally.

Community Welfare Division,
High Commission for Pakistan,
34 Lowndes Square,

London,

SW1X 9JN

Tel: +44 (0) 20 7664 9246 / +44 (0) 207 664 9208

Fax: +44 (0) 20 7823 1479

Email: cwd@phclondon.org

Internet: www.phclondon.org/cwd/cwd_london.asp
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How to apply in
the UK

Who can apply

Cost, payment
and turnaround

In person
By free form letter to the address in Section 5 providing the following:

¢ Reason for requesting the certificate;

e Details of the residential address of the individual in Pakistan
together with telephone numbers if available;

¢ Postal address of the individual in the UK together with name and
phone numbers;

¢ |f the individual is not a Pakistani national, the period and dates
when they resided in Pakistan; and

e Signature of the individual.

The following documentation must be provided with the application:

e Three copies of passport; (containing photograph and all personal
information)

¢ Three copies of national identity card (Pakistani nationals); and

¢ Three passport-size photos.

The application is then sent to the relevant Inspector General of Police
or District Police Officer for the location where the individual resided in
Pakistan.

Through a family member

An individual must provide written consent to the police service before
a Police Character Certificate will be released to a relative in country. A
statement of consent must contain the following information:

¢ A photocopy of the individual’s passport. Individuals that do not have
a British passport must include photocopies of their visa;

¢ A photocopy of their national identity card;

¢ A |etter containing the name of their immediate family member to
obtain this clearance certificate on their behalf; and

¢ An affidavit on judicially stamped paper from the relative who will
obtain the clearance certificate, stating that they will receive the
clearance certificate on behalf of the relative overseas.

¢ Individuals; and
¢ Immediate family members (with consent).
The Police Clearance Certificate is free of charge.

The average turnaround time for the issuance of a Police Clearance
Certificate is 3 months, but it varies.

There is no system in place for fast-track disclosure.
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The certificate will be returned to the individual via the same route the
application was made. For example, if the application was submitted
through the High Commission of Pakistan by post, the certificate will
be sent from the High Commission by post. If the application was made
in person in Pakistan, the certificate will need to be collected from the
same location.

The certificate contains the following information:

e Full name;

¢ Results of check;

¢ Name of parents;

¢ Name and number of siblings;

e Date of birth or approximate age;

e Ethnicity;

¢ Blood group;

e Current address;

¢ National ID card number and/or passport number;

¢ Confirmation of previous addresses in Pakistan and length of
residency; and

e Description including height, weight, colour of skin/eyes/hair and any
notable features.

If no disclosable information is held in police records, this will be stated
immediately beneath the personal information.

The only information that will be disclosed in a Police Character
Certificate relating to judgements is the First Information Report (FIR)
reference number. The nature of the crime is not provided. The report
will contain the FIRs of all historic and current criminal convictions
relating to an individual.

The appearance of the certificate varies from region to region.

The certificate is issued in English.

The following categories for conviction exist in Pakistan:

¢ Violence against a person;
¢ Sexual offences;

e Burglary;

¢ Robbery;

e Theft;

¢ Fraud and forgery;

e Criminal damage;

¢ Drug offences;

e Motoring offences;

¢ Blasphemy; and

¢ Administering lethal substances to intoxicate.

Judgements are never removed from criminal records. The nature of
crimes is not disclosed on the criminal record certificate.
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An employer cannot request the validation of a certificate. Any
validation requests would need to be submitted directly by the

individual.

There are three main crime agencies in Pakistan:

e Federal Investigation Agency (FIA) www.fia.gov.pk/
¢ Crime Investigation Department (CID); and
« Citizens-Police Liaison Committees (CPLCs) www.cplc.org.pk/

It is possible to request verification of the data contained in the
Police Character Certificate through any of these agencies. However,
the request must still be submitted by the individual via the High
Commission or the local police station.

None

The release of criminal records information is at the discretion of the
SPCRO. All public and government bodies in Pakistan are bound by the
Official Secrets Act, 1923, which prevents the unauthorised disclosure

of information.

None

CPNI Guidance Document 2009

Pakistani High Commission, London

None available
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Philippines

How to obtain a criminal record check - detailed guidance

Individual applies in person to any National Bureau of Investigation
(NBI) Office

Applications from UK in person at Embassy
Cost PHP115/PHP200 from UK
Certificate issued in English

Turnaround immediate—7 days in country/2% weeks UK
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Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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National Bureau of Investigation (NBI) Clearance
Certificate

National Bureau of Investigation (NBI),
NBI Building,

Taft Avenue,

Ermita,

Manila,

Philippines 1000.

NBI Clearance Building,
United Nations Avenue,
Ermita,

Manila,

Philippines 1000.

Tel: +63 (0) 523 8231

Fax: +63 (0) 526 1216

Email: nbiclearance@nbi.gov.ph
Web: www.nbi.gov.ph

A list of all of the NBI offices in the Philippines is available on the NBI
website: www.nbi.gov.ph/field_offices.html

In person to the address or offices listed in Section 3.
First time applications

¢ Complete the application form online at http://nbi.njis-ph.com/ or
obtain a form from one of the local offices in Section 3;

e Pay the fee;

¢ Individual is photographed and assigned a photograph number;

¢ Individual presents a valid form of identification (e.g. passport,
driver’s licence, or Professional Regulation Commission (PRC) ID);

e Fingerprints are taken and printed on a fingerprint card; and

¢ The NBI Clearance is printed and dry sealed (clearance issued
without the dry seal is invalid) prior to releasing.

Renewal applications within the Philippines (when a certificate has
expired after its 12 month validity)

¢ The individual should provide the original of their previous NBI
Clearance certificate;

¢ Applications for renewal can also be carried out by an authorised
representative;

¢ This requires the representative to provide the original of the
individual’s previous clearance certificate and a recent standard
passport size photograph; and

¢ There must have been no significant changes to the status of the
individual (i.e. name, marital status etc.). If this is the case, a new
application may be required.
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Where to apply
in the UK

How to apply in
the UK

Who can apply

Philippines Embassy,
6-8 Suffolk Street,
London,

SW1 4HG

Tel: +44 (0) 20 7451 1780
Fax: +44 (0) 20 7930 9787
Email: embassy@philemb.co.uk
Web: http://philembassy-uk.org

In person to the address in Section 5, then post to the address in
Section 3.

First time applications

The application form is available from the Embassy and should be
completed with all personal details. If the individual is a married
woman, the name should be written as follows:

¢ Maiden surname (family or surname of father);

e First name or given name;

¢ Maternal surname (maiden surname of mother); then

e The family name and first name of the individual’s husband.

The following should also be submitted:

e Arolled impression of the individual’s fingerprints. The Philippines
Embassy can advise on the nearest local police agency that can
assist. The officer who takes the fingerprints must sign their name
and state their position on the form;

¢ A standard passport size photograph (2”x2”); and

¢ Notarial fee of £18 to authorise the application.

Once authorised, the application must be sent with the relevant
payment to the address in Section 3.

Renewal applications from the UK

For a renewal of an NBI Clearance Certificate, an application form from

the Philippines Embassy in London should be completed. This should
be posted to the address in Section 3 with the original NBI Clearance
Certificate.

In addition, there must have been no significant changes to the status
of the individual (i.e. name, marital status etc.). Any changes may
require a new application. Applications for renewal can be made by a
third party (with consent).

e Individuals only; or
e Third parties (with consent) can apply for renewals.
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Cost

¢ From the UK — PHP 200 payable by money order or bank draft to the
Director, National Bureau of Investigation; or
¢ In country — PHP 115 payable in cash.

Turnaround

¢ From the UK — two and a half weeks from the date that the
application is posted. If there are two individuals of the same
name, this must be investigated, which can add several days to the
turnaround time.

¢ In country — turnaround time varies depending on the NBI office in
which the application is conducted, but is between 30 minutes and 7
days.

There is no fast-track service available.

The NBI Clearance Certificate does not provide information about an
individual’s full criminal record.

The results of NBI Clearance are available in hard copy only. These will
be posted back to the individual if applied from the UK. If applied for in
country, the certificate must be collected in person.

The certificate is divided in half by perforation lines (the form is
designed so the individual can tear it in half). The upper portion is
marked as the original copy and the lower portion is marked as the
personal copy. The upper copy can be submitted to the prospective
employer and the lower copy is kept by the individual.

The form contains the following information:

e Name;

e Address;

¢ Date and place of birth;

¢ NBI ID number;

e Date;

e Sequence number;

¢ Citizenship; and

e Remarks (this is where the NBI will indicate whether the individual
has any records on file).

On the lower left portion of the certificate, the purpose for requesting
the certificate is indicated (i.e. for employment purposes). On the
lower right portion there is:

¢ A photograph;

¢ Photograph number;

¢ Signature of the NBI Director;
¢ Bar code, and

¢ A right thumb mark.

An embossed NBI dry seal is found in the lower left portion of the
certificate. The clearance is invalid without this.

The certificate is only issued in English.
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The following categories of conviction exist in the Philippines:

¢ Violence against the person;

e Sexual offences;

¢ Burglary;

* Robbery;

¢ Theft and handling of stolen goods;

e Fraud and forgery;

¢ Criminal damage;

¢ Drug offences;

¢ Motoring offences;

e Crimes against national security;

e Crimes against public order;

¢ Crimes against the fundamental laws of the state (such as violation of
domicile, crimes against religious worship); and

e Public disorder.

There is no obligation on the Philippines police forces to remove
criminal records information. Criminal records generally remain on
record for the duration of the life of the individual.

No prescriptive guidance is available; however, security features of the
certificate are listed in Section 9.

None

There is no legislation that specifically governs the disclosure of
criminal records. However, the NBI has internal policies and procedures
which govern the disclosure of criminal records.

None
CPNI Guidance Document 2009

National Bureau of Investigation www.nbi.gov.ph

None available
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Centre for the Protection Part of Capita plc
of National Infrastructure

Poland

How to obtain a criminal record check - detailed guidance

Individual/third party (with power of attorney) applies in person to an
Information Point of The National Criminal Register/by post to main
Information Office

Applications from UK by post to Embassy/Consulate
Cost 50 PLN
Certificate issued in Polish

Turnaround 7 days
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Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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Information about a person extracted from The
National Criminal Register (Informacja o osobie z
Krajowego Rejestru Karnego)

The Information Office of the National Criminal Register (Biuro
Informacyjne Krajowego Rejestru Karnego)

Biuro Informacyjne Krajowego Rejestru Karnego,
ul. Czerniakowska 100,

00 — 454 Warszawa,

Poland.

Tel: +48 (0) 22 39 76 200

Fax: +48 (0) 22 39 76 205

Email: b-krk@ms.gov.pl

Web: http://bip.ms.gov.pl/pl/ministerstwo/struktura-organizacyjna/
biuro-informacyjne-krajowego-rejestru-karnego/

Information Points of The National Criminal Register can be found at:
http://bip.ms.gov.pl/Data/Files/_public/bip/krk/wykaz_punktow_
informacyjnych_krk.pdf

¢ The application form is available from all of the Information Points
(see Section 3) or at http://bip.ms.gov.pl/pl/rejestry-i-ewidencje/
krajowy-rejestr-karny/. A sample application form can be found in
Section 17.

e The application form must be submitted at one of the Information
Points of The National Criminal Register or sent by post with the
proof of payment to the address in Section 3.

e The applicant must provide an ID document.

Embassy of The Republic of Poland,
47 Portland Place,

London,

W1B 1JH

Tel: + 44 (0) 207 2913 520

Fax: + 44 (0) 207 2913 575

Email: london@msz.gov.pl

Webiste: www.london.mfa.gov.pl/en

Consulate of the Republic of Poland,
2 Kinnear Road,

Edinburgh,

EH3 5PE

Consulate of the Republic of Poland,
14th Floor,

Rodwell Tower,

111 Piccadilly,

Manchester,

M1 2HY
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6 How to apply in
the UK

7 Who can apply

8 Cost, payment
and turnaround

9 How results
are presented
and security
features

Applications are made using the same process as in Section 4 but then
submitted by post to the address in Section 3 or to one of offices in the
UK which is detailed in Section 5.

¢ Individuals;

e An employer can apply on behalf of an individual only if the
employer’s right to apply arises from national law;

¢ A third party can apply on behalf of an individual only if they have
power of attorney; and

¢ The information may be requested by a parent or guardian for
under-18s.

Cost

e The cost is 50 PLN.

¢ Payment can be made in The National Criminal Register Office (see
Section 3) or by purchasing a revenue stamp worth 50 PLN and
attaching it to the application form.

¢ For people applying from abroad it is possible to pay the fee or its
equivalent in EUR/USD/GBP to the dedicated bank account.

Turnaround
The turnaround time is 7 days.

There is no fast-track service available.

If a person has a criminal record, information will be attached to the
application form. It is a computer printout containing:

e Name of the court;

¢ Date of conviction;

¢ Date the conviction became legally binding;
e Legal classification of the committed act; and
¢ Information on penalty.

This attachment will also contain:

¢ An official stamp;
¢ The signature of the person processing the request; and
¢ The Polish national emblem stamp.

If there is no criminal record, the application form will be stamped with
an official stamp stating “No convictions on (date)” together with the
stamp and signature of the person processing the request and a Polish
national emblem stamp.

The application form which is stamped will contain the individuals:

e Forename(s);

e Maiden name and surname;
e Date of birth;

¢ Place of birth;

¢ Place of residence;

e Mother’s name;

e Mother’s maiden surname;
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11

12

13

Languages

Criminal
convictions
listed on
certificate

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

¢ Father’s name;

¢ A personal identity number;
¢ Passport number; and

¢ Nationality.

Samples can be seen in Section 17.

The information is available only in Polish.

There is no translation service offered.

All convictions for criminal offences are included in the information.

Pursuant to Article 106 of the Polish Criminal Code, from the moment
of its deletion the sentence is considered non-existent; the record of
the sentence is deleted from the criminal register except for penalties
pronounced against paedophiles, which are not deleted.

Records on sentences for criminal or fiscal offences are kept in the
Register for:

¢ 5 years from the end of a period of probation or payment of a fine;

¢ 15 years in case of imprisonment of up to 5 years;

¢ 30 years in case of imprisonment of more than 5 years;

* Records on a person committed to a psychiatric institution are
retained for 5 years after the person is released; and

e Records on a juvenile person placed in a remand centre are deleted
after the person is released.

An Apostille can be requested at the Ministry of Foreign Affairs:

Ministry of Foreign Affairs,
Legalization Section,

Al. Szucha 21, 00-580,
Warsaw,

Poland.

Tel: +48 (0) 22 523 9845

Email: legalizacja@msz.gov.pl

Please see www.mfa.gov.pl/en/travel_to_poland/apostille/apostille
for more information.

The National Criminal Register and its regional branches can provide
interpretation of criminal records. The contact details can be found in
Section 3.
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15

16

Legislation

Pending
changes

Sources of
information

e The National Criminal Register Act (24th May 2000)

e Ustawa o Krajowym Rejestrze Karnym Dz.U.2012 poz.654

¢ The Penal Code — Chapter 12 (6th Jun 1997)

e Kodeks karny Dz.U.1997.88.553

¢ Personal Data Protection Act (29th Aug 1997)

¢ Ustawa o ochronie danych osobowych. Dz.U. 2002 nr 101 poz. 926
e Article 106 of the Polish Criminal Code

None

Ministry of Justice of the Republic of Poland

National Criminal Register
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Sample application form
documents ple app
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Sample Certificate (no convictions)
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Portugal

How to obtain a criminal record check - detailed guidance

Individual/third party (with power of attorney) applies in person to
the Direcdo-Geral da Administracdo da Justica/or any of the Citizens’
Shops and Citizens’ Service Counters

Applications from the UK by post to Direcao-Geral da Administracao
da Justica/in person at Embassy/Consulate

Cost €5 in Portugal/€8.25 from UK
Certificate issued in Portuguese (English if no convictions)

Turnaround instant — 3 days plus postage




0000 6000000000000

Portugal

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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1 Name of
certificate

2 Department
responsible for
criminal records

3 Where to apply
in country

4 How to apply in
country

5 Where to apply
in the UK

Certificado do Registo Criminal

Direcao-Geral da Administracao da Justica

Direcdo de Servicos de Identificacdo Criminal

Direcao-Geral da Administracdo da Justica,
Direcdo de Servicos de Identificacdao Criminal,
Av. D. Jodo Il, n2 1.08.01 D/E, 13¢,

1990-097 Lisboa,

Portugal.

Telephone: +351 (0) 21 790 62 00

Fax: +351 (0) 21 154 11 13/4

Email: correio@dgaj.mj.pt

Web: www.dgaj.mj.pt/sections/files/infosite/criminal-and/

Requests have to be made in person by the individual or authorised
third party, verbally, showing valid identity documents with signature
and photo. Identities of Portuguese citizens are confirmed on the ID
card database.

Power of attorney should also be provided if a third party is applying.

The request can be made at the address in Section 3, court
secretariats, or any of the Citizens’ Shops (Lojas do Cidadédo) and
Citizens’ Service Counters (Postos de Atendimento ao Cidaddo).

By post to the address in Section 3 or at any Portuguese Consulate or
Embassy (London addresses listed below):

Portuguese Embassy,

11 Belgrave Square,

London,

SW1X 8PP

Tel: +44 (0)20 7235 5331

Web: www.portuguese-embassy.co.uk

Portuguese Consulate General,
3 Portland Place,

London,

W1B 3HR

Tel: +44 (0) 20 7291 3770
Email: mail@cglon.dgaccp.pt
Web: www.secomunidades.pt/web/londres
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6 How to apply in
the UK

7 Who can apply

8 Cost, payment
and turnaround

9 How results
are presented
and security
features

10 Languages

Requests should be submitted using the following form: www.
dgaj.mj.pt/sections/files/identificacao-criminal/download-de-
impressos//sections/files/identificacao-criminal/download-
de-impressos/mod101-2013/downloadFile/file/Mod101-2013.
pdf?nocache=1381157524.22

A sample form can be seen is Section 17.

This form should be completed and signed then sent to the address in
Section 3 or taken to a Portuguese Embassy or Consulate (see Section
5 for details) along with a copy of a valid identity document (with
signature and photo) and the relevant fee.

e Individuals;

¢ Third parties with written consent; and

¢ The process is the same for all applicants above the age of 16 years
old (there are no criminal record certificates under 16 years old).

Cost

¢ €5 if requested in Portugal; or
e £€8.25 if requested abroad.

Types of payment

¢ Cash;

e Cheque from a Portuguese bank account or a bank with
representation in Portugal; or

¢ International post money order.

Turnaround

¢ Immediate when requested in person in Portugal; or
e From abroad, the certificate will be issued within 3 days of receipt of
the application.

The certificate will be sent by registered post directly to the address on
the application form if requested from abroad; or issued immediately
on site if applied for in Portugal.

The certificate will list:

¢ Office/department that issued the certificate;

¢ |dentification of the person concerned;

¢ |dentification of the requester, if different;

e Purpose of the certificate;

¢ If convictions are present (if positive, the total number of pages);

e When positive, it has a set of notifications annexed to the main page
of the certificate; and

¢ Unique certificate number.

A sample certificate can be seen in Section 17.

The certificate is available in Portuguese and English. However, if
convictions are present, these are only available in Portuguese.

There is no translation service.
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12

13

14

15

16

Criminal
convictions
listed on
certificate

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

The content of the certificate depends on the legal rules or legal
requirements that are applicable to its purpose. If the request is for
employment, two different situations are possible:

e |f it is an employment or activity with a legal framework demanding
the absence of previous criminal convictions (partially or totally) then
the certificate will contain the relevant information to satisfy the
legal requirements; or

o If it is an employment or activity without any specific legal
requirement, the certificate will not contain any information besides
criminal convictions with additional sanctions of prohibition to
exercise professional activities or any safety measures of prohibition
of activities.

Convictions stay on an individual’s criminal record for varying periods
of time. This is counted from the extinction of the penalty (for
example, from the end of the imprisonment, or payment of a fine). The
legal periods are:

e Sexual crimes — 23 years;

¢ Crimes with penalty over 8 years of imprisonment — 10 years;

¢ Crimes with penalty between 5 and 8 years of imprisonment — 7
years; and

¢ Crimes with penalty under 5 years of imprisonment — 5 years.

The authenticity of the certificate can be checked with the central
authority as detailed in Section 3 using the unique reference number.

None

e Lein.257/98, de 18/8
e Decreto-Lei n.2 381/98, de 27/11
e Lein2 67/98, de 26/10 (data protection)

There are planned changes to the processes for the Portuguese law
of Framework Decision 2009/315/JAl and Directive 2011/93/EU (on
child abuse and exploitation); however, no further information or
implementation date has been provided.

Directorate General for the Administration of Justice
www.dgaj.mj.pt
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Sample

Sample application form (overseas applicants onl
documents pie app ( PP v)
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REQUERIMENTO DE CERTIFICA D D REGISTO CRIMIMNAL
(DECRETO-LEL N° 38 1/98)

ATENCAD:

N0 sdo prrmitidary emwndas, resras od errelinian
Quande ndo for apresearado mers Servipos Cenrais,
deverd congar o enderepode Servige fnermedidrio.

mmu;;ﬂ- FARA PREENCHIMENTO

L. ¥ impresso deve ser precnchido de forma begivel, com beiras mandsculss, de imeensa, uma em cada
rectingulo, demando um cspago em branco emne cada palavra

1 Quando over nescido no estrangeirs, deverd mdicar-s= pelo menos o nome 80 pali RO CSPRCD
destinado i freguesia
3. Qrando a nacsonal:dsde for desconhecida, deverd constar do respective espago « | gnoradas.

4. A indicagio da dat de nascimento deve ser feita com dots alganismos para o dia e para o més e com
quatro alparismos parn o ano — DIVMMAALA
4. A falts de apresentagdo do B L ou Passaporte vilides do titular é suprida pels spresentag o de owtro

documento iddnen. A spreseniag 3o de outrn documents idonsn serl indicady Bo luger e peciiv oom

4. O fim o que se desuna o cemificado deve conslar chngrionamense, de forma clare precise.

T. O nome do teroeim requeronic € indicagies s guintes =6 constaro quando o certficado for requendo
por outra pessos que ndo o Gular. Nese caso deverd ser aprese nisds uma declarsgio por escnito, do
ttular da informagio. em que scjamespenificados:

= 0 fim a que s¢ deming o corsificedo;

= 0 nowme complern, nilmero ¢ dara de emivado do bilkere de idensidode do persoa que o pode
Fequerer o a referdncia o owrre docemenre ddmeo gue pertibiline a sua [dentifoagdo,
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Romania

How to obtain a criminal record check - detailed guidance

Application process dependent on individual’s place of birth

Individual/third party (with power of attorney) applies in person to
any police station

Applications from the UK in person at Embassy/Consulate
12 LEI
Certificate issued in Romanian

Turnaround in Romania 3—10 working days/UK 30 days




0000 6000000000000

Romania

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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Name of
certificate

Department
responsible for
criminal records

Where to apply
in country

How to apply in
country

Where to apply
in the UK

How to apply in
the UK

Criminal Records Certificate (Certificat de Cazier
Judiciar)

The Directorate of Criminal Records, Statistics and Operational
Registers within The General Inspectorate of Romanian Police

A list of county police stations where applications for criminal record
certificates can be found at: www.politiaromana.ro/site_judetean.
htm.

The national office is:

The Directorate of Criminal Records, Statistics and Operational
Registers within The General Inspectorate of Romanian Police,
13-15 Stefan cel mare Street,

2 District,

Bucharest,

Romania.

Tel: + 40 (0) 21 208 25 25

Fax: + 40 (0) 21 317 87 90

Email: cazier@politiaromana.ro or cazier.eu@politiaromana.ro
Web: www.politiaromana.ro/directia_cazier.htm

Applications can be submitted to any police station (see Section 3)
along with:

e |dentity card;

e Fiscal stamp (with a value) of 2 LEI,

¢ Receipt for the payment of tax 10 LEI; and

¢ Application form completed in hard copy (see Section 17 for a
sample).

Romanian Embassy,
Arundel House,

4 Palace Green,
London,

W8 4QD

Tel: +44 (0) 207 937 9666

Fax: +44 (0) 207 937 8069
Email: roemb@roemb.co.uk
Web: http://londra.mae.ro/en

Romanian citizens residing abroad can submit applications through
the Romanian Embassy or Consulate (see Section 5), or through a
representative in Romania with power of attorney using the same
process as in country, see Section 4.
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10

Who can apply

Cost, payment
and turnaround

How results
are presented
and security
features

Languages

¢ Individuals; however

¢ |[f a Romanian person is born abroad and does not have an address in
Romania, they can apply for a certificate in Romania only through a
representative;

¢ A representative of the individual can apply with a validated power
of attorney document, which needs to be validated by a public
notary, Romanian diplomatic missions or consular office; and

e Employers cannot apply directly to receive an individual’s criminal
record.

Cost

¢ 2 LEIl for a “fiscal stamp”, which can be purchased at all post offices;
and

¢ 10 LEI for the payment of tax and which can be paid at the Financial
Administration.

Turnaround

¢ The turnaround time when the request is submitted in Romania is
between 3 and 10 working days.

e There is no official turnaround time for requests made via a
Romanian embassy or consulate, however, it does not usually exceed
30 days.

A criminal record certificate will contain the following information:

e Full name;

¢ Unique identification number;

¢ Date of birth;

¢ Place of birth;

e Most recent address; and

e Details of any convictions (if applicable).

The certificate is issued as a hard copy and the person who has
requested the certificate must verify his identity by presenting a valid
ID card on collection.

The certificate has the following features:

¢ Round stamp;

¢ Name of the issuing authority;

¢ Unique serial number containing both letters and numbers; and
¢ An eagle stamp.

A sample certificate can be found in Section 17.

The certificate is available in Romanian only.

There is no official translation service.
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The certificate contains details of the individual’s convictions. If there
are no convictions, the certificate will state: “The applicant is not
recorded in the criminal record database”. The certificate is valid for six
months from the date on which it was issued.

Categories of criminal conviction include:

¢ Violence against the person — Violenta asupra persoanei

¢ Sexual offences crimes — si delicte contra libertatii sexuale

e Burglary — Furt

e Robbery — Jaf

¢ Theft and handling stolen goods — Furt si manipularea bunurilor
furate; infractiuni contra patrimoniului

e Fraud and forgery — Frauda si falsificare

e Criminal damage — Daune rezultate din fapte criminale

¢ Drug offences — Infractiuni cu droguri.

Convictions are removed from the register of convictions when:

¢ The offences committed are no longer provided by law;

¢ Court or legal rehabilitation has taken place;

e An amnesty has been granted;

¢ 20 years have passed since a sentence to a fine, penalty or a
custodial penalty of a maximum of 3 years;

e The criminal proceedings have ceased or the individual has been
acquitted; and

¢ Carrying out the educational measure of freedom under surveillance,
of internment in a re-education centre or in a medical-educational
institute and 1 year has passed since the educational measure of
censure was carried out.

This country has joined the Hague Convention of 5 October 1961
Abolishing the Requirement of Legalisation for Foreign Public
Documents. This enables criminal record checks to be authenticated
by means of an Apostille. For further information on how to obtain
an Apostille, from this country please see: www.hcch.net/index_
en.php?act=authorities.details&aid=340.

None

Law No 290, 24 June 2004, governs the disclosure of criminal records
in Romania.

Law No. 290 from 24 June 2004 is due to be modified, although the bill
has been pending approval since February 2012.
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Sample Certificates

ROMANIA
MINISTERUL ADMINISTRATIEI $1 INTERNELOR
INSPECTORATUL GENERAL AL POLITIEI ROMANE
Directia Cazier Judiciar, Statisticd si Evidente Operative
- Cazier Judiciar -
Natificare privind prelucrarea

dateior cu caracter personal nr 64

Certificat de cazier judiciar

Seria N Nr.

l'imbru

MNr. 111 din 01.06.2010
| Numele Prenmumele
; GOGEA MIHAELA
CNP

Diater naseerii

03.07.1980 2800703460019

Locul nagierii
Sectorul 6 / Mun.Bucuresti

Ulvimudd dlomiciliu
Bucuresti /SO Str.Margelelor nr.104 bl.N34 sc.2 et.4 ap.27

Solicitantul nu este inscris in cazierul judiciar.
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Centre for the Protection Part of Capita plc
of National Infrastructure

Russia

How to obtain a criminal record check - detailed guidance

Individual/third party (with power of attorney) applies in person/
online (in some circumstances) to the local Ministry of Internal Affairs

Applications from the UK in person to Embassy
No cost in country/£30 from Embassy
Certificate issued in Russian

Turnaround 1-2 months
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Russia

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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1 Name of
certificate

2 Department
responsible for
criminal records

3 Where to apply
in country

4 How to apply in
country

5 Where to apply
in the UK

6 How to apply in
the UK

Notice of Conviction or No Conviction (crnpaska o
Haauyuu (omcymcmeuu) cyoumocmu)

Main Information Analysis Centre (MIAC or HapoOHsili Komuccapuam
BHympeHHux fen (HKB/A)) within the Ministry of Internal Affairs (MIA
or [7IABHbIVi UH®OPMALIMOHHO-AHAJTIMTUYECKUIA LIEHTP [TPU
MWHUCTEPCTBE BHYTPEHHUX [JE/)

MIAC,

Ulitsa Novocheremushkinskaya 67,
Moscow 117418,

Russia.

Tel: +7 (0) 495 332 31 77
Web: www.mvd.ru

The addresses for all the MIA offices in Russia can be found at:
www.mvd.ru/contacts/10000005/#d0

In person at the address or branches listed in Section 3. The application
form can be obtained from any of these locations. A sample application
form can be seen in Section 17.

The individual must provide a copy of their passport. If the application
is being made by a third party a notarised/authenticated power of
attorney document is also required.

Some applications can also be submitted online. See www.gosuslugi.
ru/pgu/service/10000006704_425.html#_description

Embassy of the Russian Federation,
6/7 Kensington Palace Gardens,
London,

W8 4QP

Tel: +44 (0)20 7229 6412
Email: office@rusemblon.org
Web: www.rusemblon.org

In person at the consular section of the address in Section 5. The
application form can be obtained from this office or from the Embassy
website shown in Section 5.

The application form requires the following information:

e Name;

¢ Date and place of birth;

e Addresses when resident in Russia; and
¢ Reason for the request.

The individual must also present their original passport.
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7 Who can apply

8 Cost, payment
and turnaround

9 How results
are presented
and security
features

10 Languages

e Individuals;

e Third party with official power of attorney (in country only); and

e |f the individual is under 18 years old, a parent/guardian may apply
on their behalf. The parent/guardian must present papers confirming
their status.

Cost

¢ The cost for an application for a Notice of Conviction from the UK is
£30; or

e There is no charge for an application for a Notice of Conviction from
within Russia.

Turnaround

Applications take approximately 1 month to process. However, if a
match on the name of the individual is identified, this can add 1 month
to the processing time.

There is no fast-track system available.

In the case of an overseas application, the Russian Embassy in London
will contact the individual when the Notice of Conviction is ready for
collection. For applications made within Russia, the relevant office
will notify the individual when the Notice of Conviction is ready for
collection.

The Notice of Conviction is a black and white A4 landscape document.
The address of the issuing body is in the top right hand corner.
Directly below this is a unique registration number. The main body of
the certificate is divided into several lines detailing the information
identified. At the bottom of the certificate is an official stamp with the
signature of the head of the office (MIAC or MIA) that processed the
request.

See Section 17 for a sample.

The certificate is available in Russian only.
Translation

The Russian Embassy in London can provide a list of authorised
translators, with the translated copy being subject to legal notarisation.
See Section 5 for contact details.

For applications by UK citizens who live in Russia the certificate can be
translated and an Apostille placed upon it by the British Embassy in
Moscow.

The address of the Embassy is:
British Embassy;,

Smolenskaya Naberezhnaya 10,
Moscow 121099,

Russia.

Tel: +7 (0) 95 956 7200
Email: consular.moscow@fco.gov.uk
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The following categories of conviction all exist in Russia:

e Violence against the person (mpecmynaeHue npomue #u3sHu u
300po8bA);

¢ Sexual offences (npecmynnerue npomue nonoeoli ceob600sbI U
10710800 HEMPUKOCHOBEHHOCMU AUYHOCMU);

e Burglary (oepabneHue);

e Robbery (kpaxa);

¢ Theft and handling of stolen goods (npuobpemeHue uau cb6b6im
umyujecmesa, 3a8e0omo 0066IMo20 npecMynHsIM nymem);

¢ Fraud (MoweHHU4YecMeo);

e Criminal damage (ymbiwsieHHoe yHU4YmMox3eHue uau nospexcoeHue
umyu,ecmsa); and

¢ Drug offences (HesakoHHOe npuobpemeHue, xpaHeHuUe, Nepeso3Ka,
uszeomoeseHue, nepepabomra HAPKOMUYECKUxX cpedcms,
MCUXOMPOIHbIX 8eU,ecma U UX aHAs10208).

Other offences include: acts of terrorism, offences against society,
offences against the state, offences against peace and security.

If no criminal records are identified, a Certificate of No Conviction will
be issued. If criminal records are identified, the following information
for each record will be provided on a Certificate of Conviction:

¢ Type of conviction (including spent convictions);

¢ Date and place of the conviction (including name of the court);
e Period and place of imprisonment (if applicable); and

e Date of discharge.

There is no obligation on the Russian police forces to destroy criminal
records information. Criminal records generally remain on record at
the MIAC for the duration of the life of the individual.

In instances where a conviction is spent, in most circumstances the
individual is no longer obliged to reveal the existence of the record in
most circumstances. However, the record will not be removed from the
MIAC database.

This country has joined the Hague Convention of 5 October 1961
Abolishing the Requirement of Legalisation for Foreign Public
Documents. This enables criminal record checks to be authenticated
by means of an Apostille. For further information on how to obtain
an Apostille from this country, please see: www.hcch.net/index_
en.php?act=authorities.details&aid=341

None
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MVD Order No. 965 (dated 1 November 2001).

The Presentation of Notices of Conviction (No Conviction) to Citizens
issued by the MIA available at:
www.rg.ru/oficial/doc/min_and_vedom/mvd/965_p.shtm

None

¢ In Country Legal Resource

e CPNI Guidance Document 2009

e Russian Embassy — London

¢ Hague Conference On Private International Law www.hcch.net/
index_en.php?act=authorities.details&aid=341
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Serbia

How to obtain a criminal record check - detailed guidance

Individual/third party (with power of attorney) applies in person to
local police station/ non-nationals apply in person at their respective
Embassy

Applications from UK in person to Embassy
Cost RSD520/£25
Certificate issued in Serbian

Turnaround 15 days if born in Serbia/1-3 months if born abroad
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Serbia

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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in country

Criminal Record Certificate (Uverenje o nekaznjavanju)

Ministry of Interior of the Republic of Serbia (Ministarstvo unutrasnjih

poslova),

Biro za medjunarodnu saradniju,
Bulevar M. Pupina 2,

11070 Beograd,

Serbia.

Tel: +381 (0) 11 306 2000
Email: info@mup.gov.rs
Web: www.mup.gov.rs/

At the local police station where the individual has a current registered

address or was born.

The list below shows the telephone numbers for police offices in

Serbia:

e Bor +381 (0)30 422 444

« Valevo +381 (0)14 294 300

¢ Vrane +381 (0)17 421 151

e Zajechar +381 (0)19 422 788

e Zrenanin +381 (0)23 64 112

e Jagodina +381 (0)35 221 602

e Kikinda +381 (0)230 23 510

¢ Kragujevac +381 (0)34 335 013

e Kralevo +381 (0)36 231 777

¢ Krusevac - not available

¢ Leskovac Telephone: +381 (0)16 250 554
e Nis Telephone: +381 (0)18 511 222
¢ Novi Pazar +381 (0)20 314 744

« Novi Sad +381 (0)21 488 4000

e Pancevo +381 (0)13 311 780

¢ Pirot +381 (0)10 332 122

e Pozarevac +381 (0)12 222 199

e Prijepole +381 (0)33 711 946

¢ Prokuple +381 (0)27 324 499

e Sombor +381 (0)25 466 539

e Smederevo +381 (0)26 224 112

¢ Sremska Mitrovoca +381 (0)22 610 270
¢ Subotoca +381 (0)24 552 933

e Uzice +381 (0)31 513 688

e Cacak +381 (0)32 222 701

e Sabac +381 (0)15 326 332

The contact details of the relevant department in Belgrade are:

Police Administration,
Bulevar Despota Stefana 107,
Belgrade,

Serbia.

356



4

5

6

How to apply in
country

Where to apply
in the UK

How to apply in
the UK

Who can apply

In person at the local police station as listed in Section 3 with a copy of
ID or passport.

Individuals complete an application form available from the police
station. The form requires:

¢ Personal identity number;

¢ Date and place of birth;

¢ Names of individual’s parents;
¢ Residence; and

e Signature.

A sample can be seen in Section 17.

If the applicant is an employer, there is no specific form. The
application is in the form of a letter, which must state the reason for
submitting the request.

Embassy of Serbia,
28 Belgrave Square,
London,

SW1X 8QB

Tel: +44 (0)207 235 9049

Fax: +44 (0)207 235 7092

Embassy: london@serbianembassy.org.uk
Web: www.london.mfa.gov.rs

In person to the address in Section 5 with the following:

e Completed application form (can be obtained from the Embassy); see
Section 17 for a sample;

¢ Valid Serbian passport or ID; and

¢ Relevant fee.

Employers and third parties cannot apply at the Embassy. Non-
nationals can only apply through their respective Embassies in Serbia.
Alternatively, a third party application can be made in Serbia with a
power of attorney as detailed in Section 4.

e Individuals; or
e Third parties/employers with valid power of attorney.

A prospective employer will not usually be entitled to apply for
disclosure of criminal records. However, if legislation allows, an
employer would be authorised to seek disclosure of criminal records
directly. There is no comprehensive list of such situations.

The police decide on a case-by-case basis whether to disclose the
criminal record to an employer. The employer must submit the
application on company headed paper, with a stamp and signature.
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Cost

The fee for a certificate is RSD 520. The acceptable type of payment is
money order (made via a bank or post office).

The cost of obtaining the document via the Embassy is £25 (in cash
only).

Turnaround

¢ For nationals of Serbia, the turnaround time is 15 days.
¢ For non-nationals or applications abroad, the turnaround time is 1 to
3 months.

There is no fast-track service available.

The certificate is issued as an A4 certificate in hard copy for collection.
It will have a blue stamp and signature in the bottom right-hand corner
of the page, and a unique reference number located in the top left-
hand corner of the document.

A Certificate of No Conviction will contain the following personal
information:

e Full name;

e Personal identity number;

¢ Date and place of birth; and

¢ Names of the individual’s parents.

If no disclosable information is held on record, this will be stated
immediately beneath the personal information.

If there are criminal convictions, the disclosure will be entitled to
a Certificate of Judgement. In addition to the individual’s personal
details, the disclosure will contain information about all spent and
unspent convictions.

The certificate is available in Serbian only.

The Serbian Embassy in London offers a translation service. The fee is
£40. See Section 5 for contact details.

All “spent” and “unspent” convictions are listed and remain
indefinitely on an individual’s record.

The main categories of criminal conviction in Serbia are:

e Violence against the person (Prinuda);

e Sexual offences (Silovanje);

¢ Burglary or robbery (Kradja);

e Fraud (Prevara);

e Criminal damage (Steta nastala izvr§enjem krivicnog dela);

¢ Drug offences (Neovlasc¢ena proizvodnja, drZanje i stavljanje u
promet opojnih droga); and

¢ Motoring offences (UgroZavanje javnog saobracaja).
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In Serbia, criminal records will become “spent” after the following
periods of time have elapsed:

e For fines and custodial sentences of up to 6 months — 3 years;
¢ For custodial sentences between 6 months to 1 year — 5 years;
¢ For custodial sentences between 1 and 3 years — 10 years; and
e For custodial sentences between 3 and 5 — 10 years.

An Apostille certifying that the document is genuine can be obtained
in a Serbian court. The presence of the official person who signed the
document is required.

The authenticity of a certificate can be confirmed by the Serbian
Embassy in London (see Section 5 for contact details) for a consular fee
of £35.

None

Law on Criminal Records 1979

Criminal Code 2005

None

In Country Legal Resource
CPNI Guidance Document 2009

Embassy of Serbia, London
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Sample application form
documents ple app

WEIE TARSTVO UNUTRASHIES POSLOVA B SREITE
Upmna = emalisik=

Naosnown & 102 sov 5. Krnifnog zakondes (751 glaansk B Srbaje” be 8305, 11505 4

T209) 0 &. 10. 4 13, Pravilnika o kaomenoj evidencm ("Sllist SFRI™ be. 37%)
ZAHTEV ZA IZDAVARIE UVERENJA O SERAZNIAVANTU

Podaci koje popunjava ponosilac zahteva:

JMBG

Prezme (i devojadko prermme):
Ime:

Ime 1 premme oca

Ime 1 preome make:

Dan, mesec 1 podina rodena:

Mesio i driava rodenia

Zanimanje;

Adresa prebavalilta u Srba

Adresa boraita o UE:

Svrha 73 koju se trade uversmpe:

Driava u kopoj se 2eli ostvant pravo:
U Londomu, dana Potps pednosioca zahteva:
Prilog:

fotokopia pasoda i lsne karte Srbape
primamics o plafenoj tsksi
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Sample Certificate

Republika Srbija
MINISTARSTVO UNUTRASNJIH POSLOVA
Direkcia policlje

Policijaks uprava u .

Broj y

(15.00.2011. godine

Ministarsive unuiraknjih posiova Republike Srhije - Policijska uprava v Cafinn, na osnovn Slama 107
stav 5. Kriviénog zakonika (“Sla¥beni glaenik R.Srbije” broj 8505, 115905 § 7209) i &lana 10, 1 13,
Provilnikn o kaznenoy evidenciji ("Slefben list SFRJ" brog 5/79), na zabiev

Presimedime . o .

Mesto prebivalifta L opiting  LAs.
Ullica T o broj ol 3. podine
lzclaje
[
UVERENJE
Presime i ime - . e o v an
JMBG roden-a | . poding u pwesty ...
Orptina drdwva - republiks SRBLIA
Ime oca irne majle
Dievojello prezinme majke

PREMA PODACIMA IZ KAZNENE EVIDENCUE OVE POLICUSKE UPRAVE NUE OSUDIIVAM-A

Uverenje se izdaje rdi ostvarivanja prava gradjana.

Taksa po tarifnim beojevima 1. i 48, Zakona o republifkim admini
K", hroj 4303, 5304, 4205, 42/06, 4707, 5/09) u iznqey

rativiim taksarna ("Shefbeni glasnik
dinara napladons j.

POLICL UFRAVE

INSPEK :

f&he
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Sample Certificate Translation

lepublic of Serba
Minstry of Internal Afars
Police Directorate
Police Department n
Ma,

Cratm:

The Minstry of Intenal Affars of the Republc of Serbia - Poiice Department in
; has weued, under Arbicle 10 i

Wo.579), at the reguest submitted by

Articles 10 and 13 of the Crimin 'i!nuimli'ﬂhul' Gamslle of the SFRY"
Surname and Name

Place of Reswlance: M ality:

Streal: G

the Folowing
CERTIFICATE

Surmarme and Name:

vita' Recare’ Nex DOE:

Place of Brih:

Siate Rapubic:

Mo of Father:

Name of Mother: Mg Name:

ACCORDING TO THE PENAL RECORDS KEPT AT THIS POLICE
DEPARTMENT, THE ABOVE-NAMED HAS NO CRIMINAL CONYVICTIONS

This Cartificate has hesn ksued to regulste citisen rights.

Tow under il Mo, 1| snd 48 of the Lew on the Republe Admenmtrabes T
("Official Gacette of the Republic of Serbia® Mes, 43/00, 51/0d, £2/08 406 4707,
B0 35710, POV11 end 55/12) o the amount of RSD hes been pad.

Sgned by Chiel Poles Counsalir o the Polce Departrment
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Singapore

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent)(non-nationals at
discretion of authorities) applies in person to Criminal Investigation
Department

Applications from UK by post to Criminal Investigation Department
Fingerprints required

Cost $45 SGD

Certificate issued in English

Turnaround 10 working days/fast-track may be available




0000 6000000000000

Singapore

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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1 Name of
certificate

2 Department
responsible for
criminal records

3 Where to apply
in country

4 How to apply in
country

5 Where to apply
in the UK

Certificate of Clearance (COC)

Criminal Investigation Department of the Singapore Police Force

Criminal Investigation Department,
Singapore Police Force,

Block D,

Police Cantonment Complex,
#02-07/08,

391 New Bridge Road,

Singapore 088762.

Tel: +65 (0)6435 0000/ +65 (0) 6557 3985
Email: SPF_CID_COC@spf.gov.sg
Web: www.spf.gov.sg/epc/cert_issued.htm

In person to the address in Section 3 with the following:

e Completed application form (available at, see Section 17 for a
sample);

¢ A set of the individual’s fingerprints (taken at the COC office at the
time of application);

¢ A photocopy of individual’s valid passport;

¢ Two recent passport-size photographs; and

¢ A photocopy of a document from relevant consulate/immigration
authority/government body/employer to establish that the
certificate is required. All documents must be translated to English if
necessary.

Applications should be made to the address detailed in Section 3.

Applications cannot be made at the High Commission, but application
forms can be obtained here:

Consular Section,

Singapore High Commission,
9 Wilton Crescent,
Belgravia,

London,

SW1X 8SP

Tel: +44 (0)207 235 8315

Fax: +44 (0)207 245 6583

Email: singhc_lon@sgmfa.gov.sg

Web: www.mfa.gov.sg/content/mfa/overseasmission/london.html
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www.mfa.gov.sg/content/mfa/overseasmission/london.html

6

8

10

11

12

How to apply in
the UK

Who can apply

Cost, payment
and turnaround

How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

Confirming
authenticity

The application process is the same as in Section 4, but it is to be
submitted by post to the address in Section 3.

The fingerprints must be taken by a qualified fingerprint officer at a
police station or authorised office in the UK.

Application forms can also be obtained from the Consular Section of
the Singapore High Commission (see Section 5 for details).

e Individuals (Singaporean citizens only);

e Third parties (with consent); and

¢ Non-citizens may make an appeal for a COC by submitting the appeal
in writing, supported by relevant documents such as letter from the
requesting authority and documentary proof on stay in Singapore to
the address in Section 3. The appeal will be treated on a case-by-case
basis and processing time is approximately 15 working days.

Cost
The cost is $45 SGD.

Payment

In person — payment can be made by cash, NETS, cash card or credit
card (Visa/Mastercard).

By post — bank draft made payable to “Head Criminal Records CID” in
Singapore dollars through a financial institution based in Singapore.
In addition to the certificate fee, a postage fee of S5 SGD must be
included if the COC is to be sent to an overseas address.

Turnaround

e The turnaround time is approximately 10 working days.
¢ Fast-track can be requested when submitting an application. All
requests are determined on a case-by-case basis.

Individuals in Singapore must collect the certificate in person or
authorise a third party to do so. An authorisation letter is required for
collection by a third party.

The results will be posted if the request was sent from overseas.

The certificate is available in English.

No prescriptive guidance on specific convictions available.

No prescriptive guidance on confirming authenticity available.
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13

14

15

16

17

Official bodies None
providing

advice on

interpretation

of criminal

records

Legislation

Pending None
changes

Sources of
information

Singapore Penal Code (Chapter 224) 30th November 2008

Singapore High Commission London http://www.mfa.gov.sg/content/
mfa/overseasmission/london.html

Singapore Police Force www.spf.gov.sg/epc

Sample

Sample application form
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Slovakia

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies by post/in person
to any municipality register/prosecutor’s office/Headquarters of the
Criminal Register

Applications from the UK in person to Embassy
Cost €4/£9 from UK
Certificate issued in Slovak

Turnaround Slovakia immediately—2 days/UK 2—3 months
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0000 6000000000000

Slovakia

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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1 Name of
certificate
2 Department

responsible for
criminal records

3 Where to apply
in country

4 How to apply in
country

5 Where to apply
in the UK

6 How to apply in
the UK

7 Who can apply

Extract from the Criminal Record (Vypis z registra
trestov)

Full Copy of Criminal Record (Odpis registra trestov)

Criminal Register of General Prosecutor’s Office of the Slovak Republic
(Register trestov Generdlnej prokuratury Slovenskej republiky)

Register of Convictions,

Register trestov Generdlnej prokuratury Slovenskej republiky,
Kvetna 13,

P. O. Box 147,

814 23 Bratislava,

Slovak Republic.

Tel: +421 (0)2554 25 649 / +421 (0)2554 10 817
Web: www.genpro.gov.sk/register-of-convictions-1389.html

Applications can be made at every municipality registrar, prosecutor’s
office and at the headquarters of the criminal register (see Section 3
for the address; no list of other offices is available).

The individual can apply by post or in person and must provide the
following:

¢ Application form (see sample in Section 17);
e Slovak ID card/passport; and
e Birth certificate.

All documents must be submitted in Slovak language. If they are in a
different language, they must be officially translated for submission.
Only originals of documents will be accepted.

The Embassy of the Slovak Republic,
25 Kensington Palace Gardens,
London,

W8 4QY

Tel: +44 (0)207 313 6470
Email: emb.london@mzv.sk
Web: www.mzv.sk/londyn

Applications can be made in person only to the address in Section 5.
The individual must complete an application form (see Section 17 for
an example). The relevant fee must be paid and then the data in the
request is verified and sent to the Ministry of Foreign and European
Affairs of the Slovak Republic for processing.

e Individuals; and
¢ Persons authorised by the individual.
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10

11

12

Cost, payment
and turnaround

How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

Confirming
authenticity

Cost

¢ In Slovakia, the cost is €4;
e At the Embassy, the cost is £9 (however, this varies monthly due to
currency fluctuations).

Payment

e Cash;

¢ Personal cheque; and

e Cash via special machine (at the headquarters as detailed in Section
3 only).

Turnaround

¢ 2—-3 months if the application was made at the Embassy;

¢ Instantly, if it is requested in person at a location which has online
access;

¢ 1-2 days for requests made by post, plus postage time;

¢ There is no system in place for fast-track cases.

The results are presented in paper form. If there is no conviction in the
register, the result is presented with the stamp “No Criminal Record”. If
there are any convictions in the register, these will be listed.

The following information is listed on the certificate:

e Name;

e Current surname;

¢ Birth/maiden surname;

e Date of birth;

e Gender;

e Address;

¢ Place of birth;

e Municipality of birth in Slovak republic or state of birth;
¢ Nationality;

e Personal ID number;

¢ First name and last name of father;

¢ First name, last name and maiden name of mother; and
e Signature of applicant.

See samples in Section 17.

The certificate is available in Slovak only.

There is no translation service.

e The Extract from Criminal Record shows all current convictions which
are existing and valid.

¢ The Full Copy of Criminal Record shows all convictions, even they
have been expunged, for 100 years from the birth of the individual.

If the document is to be used in the UK, it must be legalised using an
Apostille from the Ministry of Foreign and European Affairs of the
Slovak Republic. For more information see: www.foreign.gov.sk/en/
consular_info/authentication_of_documents
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13

14

15

16

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

None

Act 330/2007 Coll. Criminal Register

Act 300/2005 Coll. Criminal Code

Act 301/2005 Coll. Criminal Procedure

Act 215/2004 Coll. Protection of Classified Information

Act 122/2013 Coll. Data Privacy

At some point in 2014, applications will be available in selected post
offices within Slovakia.

Criminal Register of General Prosecutor’s Office of the Slovak Republic

Embassy of the Slovak Republic
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Sample

Sample Criminal Record Extract
documents
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Sample Full Copy Certificate
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Sample Application Form for an Extract
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Slovenia

How to obtain a criminal record check - detailed guidance

Individual applies by post/fax/email to the Ministrstvo za pravosodje
(Ministry of Justice)

No cost
Certificate issued in Slovenian

Turnaround a few days




0000 6000000000000

Slovenia

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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1 Name of
certificate
2 Department

responsible for
criminal records

3 Where to apply
in country

4 How to apply in
country

5 Where to apply
in the UK

6 How to apply in
the UK

7 Who can apply

8 Cost, payment
and turnaround

Criminal Record Certificate (Potrdilo o nekaznovanosti)

Ministry of Justice (Ministrstvo za pravosodje)

Ministrstvo za pravosodje (Ministry of Justice),

Oddelek za kazensko evidenco in evidenco pravnomocnih sodb in
sklepov o prekrskih,

Zupanciceva 3,

1000 Ljubljana,

Slovenia.

Tel: +386 (0)1 369 5342
Fax: +386 (0)1 369 5783
Email: ke.mp@gov.si
Web: www.mp.gov.si/

The application can be made by post, fax or email to the contact details
in Section 3.

The application form can be found at:
www.mp.gov.si/fileadmin/mp.gov.si/pageuploads/mp.gov.si/PDF/
obrazci/130715_ZAHT_ZA_PODATKE_IZ_KAZENSKE_EVIDENCE_
FIZICNIH_OSEB.pdf

See Section 17 for a sample.

The identity of the individual is verified by an official of the Ministry of
Justice based on the information provided on the application form. The
form must be electronically signed using SIGEN-CA (see www.sigen-
ca.si/ for details) or signed by hand and posted. No ID documents are
required.

Applications must be made to the address, fax number or email
address detailed in Section 3.

The Embassy/Consulate does not issue certificates; applications must
be sent to the Ministry of Justice as outlined in Section 4 by post, fax or
email.

Only individuals can apply for a Criminal Record Certificate, unless it is
needed by certain government institutions.

The application process is the same for applicants under the age of 18.

The Criminal Record certificate is free of charge.

The turnaround time is usually a few days. There is no fast-track
available.
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11

12

How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

Confirming
authenticity

The certificate is issued on a prescribed form that has an official stamp
of the Ministry of Justice.

Results are posted to the individual at the address stated on the
application form.

The information contained in a Criminal Record Certificate is:

¢ Name of applicant;

e Date of birth;

¢ Place of birth;

¢ Municipality of birth;

¢ Country of birth;

e Citizenship;

e Address details;

¢ Previous surname (where relevant);
e Reason for request;

e Date; and

¢ Convictions (if applicable).

No sample certificate is available.

The Criminal Record Certificate is available in Slovenian.

There is no official translation service offered.

All categories of criminal conviction are listed on a Criminal Record
Certificate.

Convictions are removed from the criminal record after the following
timeframes, unless the offender commits a further criminal offence:

¢ 1 year from the final judgement, in which a judicial admonition was
administered to the offender or his sentence was remitted;

¢ 1 year from the expiry of the term of suspension if the sentence was
suspended;

e 3 years for a fine, accessory sentence, or a prison sentence not
exceeding one year;

¢ 5 years for a prison sentence of between 1 and 3 years;

e 8 years for a prison sentence of between 3 and 5 years;

¢ 10 years for a prison sentence of between 5 and 10 years;

¢ 15 years for a prison sentence of between 10 and 15 years;

¢ a prison sentence of over 15 years shall not be removed from the
criminal record; and

¢ the conviction may not be removed from the criminal record as long
as safety measures apply to the offender.

This country has joined the Hague Convention of 5 October 1961
Abolishing the Requirement of Legalisation for Foreign Public
Documents. This enables criminal record checks to be authenticated
by means of an Apostille. For further information on how to obtain
an Apostille from this country, please see: www.hcch.net/index_
en.php?act=authorities.details&aid=344
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13

14

15

16

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

None

¢ The Criminal Code 2009 can be found at: www.policija.si/eng/
images/stories/Legislation/pdf/CriminalCode2009.pdf

¢ The criminal record information is restricted by the law on Personal
Data Protection which can be found at: http://ec.europa.eu/justice/
policies/privacy/docs/implementation/personal_data_protection_
act_rs_2004.pdf

None

Slovenian Consul in London
CPNI Guidance Document 2009

Hague Conference on Private International Law website: www.hcch.
net/index_en.php?act=authorities.details&aid=344
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17 | Sample

documents

Sample application form

REPLBLICK SLOVEMI 1K

HIRISTRSTYO ZA PRAVOSOE

DNREKTORAT ZA PRAVOSODOND UPRAWD

Sekioe 2 ivrievanje lozesskiy sk

Dupanctadd X 1000 Laiana T ¥ L
P [0 M 58 28
E kemp@gove
R

ZADEVA: ZAHTEVEK ZA PODATRE 1Z KAZENSKE EVIDENCE FIZICNTH OSEB

Nashoved organ prodm za porredoranie podathor iz kazenshe evidence firiCuib oseb; moji
owehal podathd so dledeti:

EAEO (obvezen podatek)

IME N FRIIMER:

DATTA ROJSTV A:

ERAJ ROJETV A

OBCINA ROJSTVA:

NASLOV STALNEGAZACASNEGA BIVAITSCA:
{uliea in hitna Ftevilka)
(potma Hevilka in podta):
DRZAVLIANETVO:

MOJE PREJSNIE OSEBENO IME SE JE GLASILO:

NAAEN TZDAJE POTRDIL Az

DATTUM: PODFIS FROSILCA:
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

South Africa

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies by post/in
person to Head of the South African Criminal Record and Crime Scene
Management/regional police station

Applications from the UK in person to High Commission
Fingerprints required

Cost R59 plus fingerprints cost

Certificate issued in English

Turnaround 14 days (longer if previous convictions identified)
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South Africa

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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Name of
certificate

Department
responsible for
criminal records

Where to apply
in country

How to apply in
country

Police Clearance Certificate (PCC)

South African Police Service (SAPS)

The Head of the South African Criminal Record and Crime Scene
Management,

(For attention: Police Clearance Certificates),

Bothongo Plaza West,

CRC Client Service Centre,

1st Floor, Room 14,

271 Frances Baard Street,

Pretoria,

South Africa.

Tel: +27 (0)12 393 3928

Fax: +27 (0)12 393 3909

Email: cre-nameclear@saps.org.za / crc.clientserv.sec@saps.org.za /
crc.client@saps.org.za

Web: www.saps.gov.za/_dynamicModules/internetSite/faqBuild.
asp?myURL=272

In person
A list of regional police stations can be found at www.saps.gov.za/
By post

The Head of the South African Criminal Record and Crime Scene
Management,

(For attention: Police Clearance Certificates),

Private Bag X308,

Pretoria,

Gauteng,

South Africa,

0001.

In person

The individual can apply at any of the police stations or the main
address listed in Section 3. The individual needs to provide a full set
of fingerprints (can be taken at a local police station). The individual’s
full name, surname, date of birth, place of birth and identity number
(if available) must also be recorded on the fingerprint form. Original ID
must be provided if the certificate is requested in person.

There is no specific application form but the following information
must be provided:

e Surname;

¢ Maiden name (proof should be provided if you would like your
maiden name to appear on the certificate);

e Forenames;

¢ Date of birth;
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7

8

Where to apply
in the UK

How to apply in
the UK

Who can apply

Cost, payment
and turnaround

¢ Place of birth;

e South African ID number (if applicable);

e Date;

e Signature;

¢ Mailing address in the country of application;

e Zip/postal code;

¢ Telephone/mobile number (if the mobile number is South African,
update texts will be sent); and

e Specify how the results should be issued, i.e. courier, self-addressed
envelope, or counter collection etc. If it is to be sent by post, include
a fee to cover this or a stamped self-addressed envelope.

By post

The individual must submit the same information as listed in the “In
person” section above and send it to the “By post” address in Section

3. A copy of the individual’s ID and proof of payment must be included.

The individual can track the application on the SAPS website using the
link in Section 3 and by clicking on “behaviour certificate”.

South African High Commission,
South Africa House,

Trafalgar Square,

London,

WC2N 5DP

Tel: +44 (0) 20 7451 7299
Fax: +44 (0) 20 7839 5670
Web: http://southafricahouseuk.com/index.html

Individuals can apply at the South African High Commission, providing
the same details as listed in Section 4.

Fingerprints need to be taken at a local police station. In the UK, local
police authorities charge £71.50. Fingerprints should be taken on
official fingerprint forms. The fingerprint form must be signed by the
person who took the fingerprints.

Alternatively, applications can be made by post using the process in
Section 4.

¢ Individuals over the age of 14 years; or
¢ Third parties (with consent).

Cost

R59-00 by bank guaranteed cheque, bankers draft or electronic
payment into the South Africa Police Service account:

e ABSA cheque account number 4054522787;

e Branch code 632005;

¢ Swift code ABSA ZAJJ; and

¢ Payable to the National Commissioner of the South African Police
Service.
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How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

In the case of an electronic payment, the letters “PCC” must be added
together with the initials and surname of the applicant.

Turnaround

e 14 working days from receipt of the application at the Criminal
Record Centre. Where previous convictions are identified, the
processing time is longer;

e There is no fast-track service available.

If no previous convictions are identified, an A4 certificate stating that
the individual has no convictions recorded is issued. The certificate will
be signed and have a SAPS date stamp.

If previous convictions are identified, the certificate will consist of

at least 2 A4 pages. The first page will state that the conviction(s)
appearing on the annexed pages were committed in the Republic of
South Africa. The additional pages will show details of the convictions
and sentences. Each page of the certificate will be signed and stamped
with a SAPS date stamp.

The following information will appear on a South African Police
Clearance Certificate:

e Enquiry number;

e Transaction number (for office use);

e Country of birth;

o Title;

e Surname/s;

e Maiden name/s (if proof is provided);

e Name/s;

e Signature by authorised commissioned officer (in blue); and
e SAPS date stamp of issue.

Security features

e The Police Clearance Certificates (SAPS 365) is issued on unique
paper with water markings on it;

e All individuals applying for a Police Clearance Certificate receive a
unique reference number relevant only to their Police Clearance
Certificate; and

¢ Only a limited amount of authorised commissioned officers may sign
Police Clearance Certificates on behalf of the National Commissioner
of the South African Police Service.

Certificates are only available in English.

Any criminal offence or “admission of guilt payment” made for an
offence in the Republic of South Africa will appear on the certificate.

Convictions are not automatically removed. A person can, under
certain circumstances, after a period of 10 years after the last
conviction, apply at the Department of Justice for convictions to be
expunged. If the application is successful then this conviction will
be removed from the record. All other convictions remain on an
individual’s record until death.
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13

14
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17

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

Sample
documents

The correct department to notarise and confirm a PCC is:

The Department of International Relations and Cooperation (DIRCO),
Consular Services (Legislation Section),

OR Tambo Building,

460 Soutpansberg Road,

Rietondale,

Pretoria,

South Africa.

Tel: +27 (0)12 351 1726 or +27 (0)12 351-1232 ext.
1231/1268/1269/1490/0595

Email: legalisation@dirco.gov.za

Web: www.dirco.gov.za — under Consular Information — Legalisation of
Documents

Police Clearance Certificates for use abroad should be submitted to
DIRCO — Legalisation Section. Processing time is 30—45 minutes and the
service is free of charge. It is imperative to know in which country your
Police Clearance Certificate will be used.

None

Access to Information Act 2000 (Act No 2 of 2000)

None

South African Police Service (SAPS)

None

389



CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

South Korea (Republic of Korea)

How to obtain a criminal record check - detailed guidance

Individual applies in person to local police station
Applications from UK in person at Embassy

No cost

Certificate issued in Korean

Turnaround 1 week in country/UK 3 months
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Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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country
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6 How to apply in
the UK

7 Who can apply

Criminal Record Certificate

Korean National Police Agency,
Sinwonban,

Foreign Affairs and Planning Division,
97 Tongil-ro,

Seodaemun-gu,

Seoul 120-704,

Korea.

Tel: +82 (0) 2 3150 2676

Local Korean Police Stations. A list can be found at:
e www.police.go.kr/eng/main.do; or
e By calling +82 (0) 2 3150 1960 Extn 1.

Individuals must visit the local police station in Korea (contact details
can be found in Section 3).

Complete an application form (a sample form can be found in Section

17).
Required documents:

¢ Photograph of the individual (3 x 4cm) taken in the last 6 months;
e Passport and 1 photocopy of the passport (non-Korean nationals

must bring the passport they used when they lived in Korea); and
¢ A list of all addresses lived at in Korea.

Embassy of the Republic of Korea,
60 Buckingham Gate,

London,

SW1 6A)J

Tel: +44 (0) 207 227 5505

The individual must visit the Korean Embassy (see contact details

in Section 5) and complete an application form (see sample form in
Section 17). The application form will be verified by a stamp/seal by
Korean Embassy staff.

Required documents:

¢ Photograph of the individual (3 x 4cm) taken in the last 6 months;

¢ Passport and 1 photocopy of the passport (non-Korean nationals
must bring the passport they used when living in Korea); and

e A list of all addresses lived at in Korea.

Individuals only
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There is no charge to obtain a certificate.
Turnaround times are:

¢ In country — 1 week; or

e From UK — approximately 3 months.
Certificates are returned:

¢ |n person — the individual must check with the Korean National Police
Agency/Embassy that the certificate is ready for collection.

® By post — a stamped addressed envelope must be supplied with the
application and the certificate will be returned to the individual’s
address.

The certificate is presented as a hard-copy document.

The certificate is only issued in Korean.

No prescriptive guidance on specific convictions available.

This country has joined the Hague Convention of 5 October 1961
Abolishing the Requirement of Legalisation for Foreign Public
Documents. This enables criminal record checks to be authenticated
by means of an Apostille. For further information on how to obtain
an Apostille from this country, please see: www.hcch.net/index_
en.php?act=authorities.details&aid=706

None

Personal Information Protection Act 2011

None
Embassy of the Republic of Korea

Korean National Police Agency: www.police.go.kr/eng/main.do

Hague Conference on Private International Law: www.hcch.net
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Centre for the Protection Part of Capita plc
of National Infrastructure

Spain

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies in person/by
post/online to Ministry of Justice

Applications from UK by post to Ministry of Justice (documents require
prior certification at Consulate for a fee)

Cost €3.62
Certificate issued in Spanish
Turnaround instant

10 working days plus postage
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Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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certificate

2 Department
responsible for
criminal records

3 Where to apply
in country

4 How to apply in
country

Certificate of Convictions (Certificado de Antecedentes
Penales)

Central Office of Citizens Advice, Ministry of Justice

Central Office of Citizens Advice,
Ministry of Justice,

Calle Bolsa,

8.28012,

Madrid,

Spain.

Tel: +34 (0) 918372295
Web: www.mijusticia.gob.es

List of regional offices of the Ministry of Justice: www.mjusticia.gob.
es/cs/Satellite/en/1288779908060/Muestralnformacion.html

The application form (Form 790) can be found at https://sede.
mjusticia.gob.es/ServidorFormularios/formularios?idFormulario=790
&lang=en_gb or obtained from one of the offices listed in Section 3. A
sample can be seen in Section 17.

In person
The individual must provide:

e Original ID (eg. DNI [Documento Nacional de Identidad], residency
card, passport, driver’s licence or EU identity document);

¢ Application form; and

¢ Proof of payment.

Applications can be made to the regional offices or address detailed in
Section 3.

By post

Applications can be made by post to the address in Section 3 providing
the same documents as details for “In person” applications but
substituting original ID for copies, which are officially certified or
verified.

Online

Applications can be made online at: https://sede.mjusticia.gob.es/
cs/Satellite/Sede/en/1215197884559/SDTramite/1288774398320/
Detalle.html

The individual must have a National ID (DNle) or other cryptographic
card to apply online.
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Where to apply
in the UK

How to apply in
the UK

Who can apply

Applications can be posted to the address listed in Section 3.

Spanish Consulate General,
20 Draycott Place,

London,

SW3 2RZ

Tel: +44 (0) 20 7589 8989
Fax: +44 (0) 20 7581 7888
Email: cog.londres@maec.es

By post
The individual must send the following to the address in Section 3:

¢ Copies of ID (eg. DNI [Documento Nacional de Identidad], residency
card, passport, driver’s licence or EU identity document) which are
officially certified or verified (see below);

¢ Application form; and

¢ Proof of payment.

The application form (Form 790) can be found at https://sede.
mjusticia.gob.es/ServidorFormularios/formularios?idFormulario=790
&lang=en_gb. A sample can be seen in Section 17.

The Spanish Consulate (see Section 5 for contact details) can legalise
photocopies for this purpose if the following is supplied to them:

¢ Original ID document and photocopy;
e The appropriate fee by cash or postal order:
— For non-British passport holders, £2.45 per page; or
— For British passport holders, £10.00 per page.
e Originals are returned immediately, but legalised copies take two
days to issue. If they need to be returned by post, a Special Delivery
prepaid envelope should be supplied.

The criminal record certificate must be legalised if it is to have
validity outside of Spain. This must be mentioned when making the
application.

At the Consulate (Spanish nationals only)

Spanish nationals can apply can apply directly through the Spanish
Consulate.

They have to appoint a representative in Spain to collect their criminal
record certificate and need to go in person to the Consulate (see
Section 5 for details) to request this.

¢ Individuals; and
e Third parties with notarised written consent.

Individuals under the age of 18 cannot apply.
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Cost, payment
and turnaround

How results
are presented
and security
features

Cost
The cost of the criminal record certificate is €3.62.
Payment

Proof of payment must be submitted with all applications. Payment
can be made in the following ways:

e For online applications, the fee must be paid at https://
www?2.agenciatributaria.gob.es/es13/h/pago0Ox7a.
htmI?tip=PRO&con=at&mov=02

e |f you have an account and a digital signature allowing you to use
the services provided by any of the financial entities collaborating
with the Tax Agency, you can make the payment through their online
banking services. On the 790 application form, fill in the receipt
Nnumber (Nimero de Justificante) in the Tasas Administrativas
790 field of your online banking system. If there is an option called
Cddigo 006 Tasas Administrativas Ministerio de Justicia, complete
this also;

¢ In person to a Tax Agency authorised bank; or

¢ Bank transfer (for accounts open in banks located outside of Spanish
territory) to the following account:

— BANK: BBVA

— ACCOUNT HOLDER: Ministerio de Justicia — Cuenta Restringida
Recaudacion Tasas Extranjero (Ministry of Justice — Blocked
Account for the Collection of Fees from Abroad)

— Tax Identification Number of the Account Holder: S-2813610-I

—IBAN or International Bank Account number: IBAN ES62 0182
2370 4202 0800 0060

— BBVA Bank Identification Code (BIC): BBVAESMMXXX

Turnaround

When the application is made in person in Spain, the certificate is

usually issued immediately. However, it can take up to 10 working days.

The turnaround time when the application is made by post is 10
working days from the date the application was received.

Certificates requested by post will be returned free of charge to the
address stated on the application form in the “Identification” section.
In other cases, they will be returned via the same channel through
which the application was made, unless expressly stated.

The certificate contains the following information:

¢ Full name;

e Date of application;

¢ Place of birth;

¢ Date of birth;

e |dentity number; and

¢ Criminal history of the individual (if applicable).
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Legislation

The criminal record certificate is available in Spanish only.

There is no official translation service, but the Spanish Consulate can
provide a list of recommended translators.

All categories of criminal conviction are listed on the criminal record
certificate. Expired convictions will also appear unless the subject has
requested the cancellation of these.

Expiry periods vary according to the type of punishment and range
from between 6 months (for minor offences) to 5 years (for serious
offences) provided no further offence has been committed.

The criminal record certificate must be legalised with an Apostille if it is
to have validity outside of Spain. This must be mentioned when making
the application.

This country has joined the Hague Convention of 5 October 1961
Abolishing the Requirement of Legalisation for Foreign Public
Documents. This enables criminal record checks to be authenticated
by means of an Apostille. For further information on how to obtain
an Apostille from this country, please see www.mjusticia.gob.es/cs/
Satellite/en/1200666550200/Tramite_C/1215326297910/Detalle.
html#como

None

e R.D. 1611/2011, of 14 November, amending R.D. 95/2009, of 6
February, regulating the system of administrative records of the
Justice Administration;

e Order JUS/2871/2010, of 2 November, establishing the requirements
and conditions for online processing of applications for criminal
record certificates;

¢ Royal Decree 95/2009, of 6 February, regulating the administrative
records system of the Justice Administration;

¢ Royal Decree 1553/2005 of 23 December which regulates the issuing
of National Identification Cards and electronic signature certificates;

¢ Organic Law 15/2003 of 25 November on the bribery of foreign
officials;

e Organic Law 15/1999, of 13 December on Personal Data Protection;

¢ Organic Law 10/1995, dated 23 November, on the Criminal Code,
specifically article 136.4 on the issuance of certificates;

¢ Ministerial Order of 22 March 1994, on the issuing of the certificate
by post;

e Ministerial Orders of 6 April and 3 June 1993, on the issuing of the
certificate by the Ministry of Justice;

e Law 30/92, dated 26 November, on the Judicial Regime of the Public
Administrations and Common Administrative Procedure. (Art. 35 f
and 37.6 e);
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e Organic Law 1/1982 of 5 May on Civil Protection of the right to
honour, personal and family privacy and image; and
¢ Royal Decree 2012/83 of 28 June on the cancellation of criminal

records.
15 | Pending None
changes
16 = Sources of Spanish Consulate General (Consulado General de Espafia)
information www.mjusticia.gob.es/cs/Satellite/en/1200666550200/
Tramite_C/1215326258560/Detalle.html
Hague Conference on Private International Law: www.hcch.net
17 @ Sample
P Sample certificate
documents
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Centre for the Protection Part of Capita plc
of National Infrastructure

Sri Lanka

How to obtain a criminal record check - detailed guidance

Individual/third party (with written authorisation) applies in person to
Sri Lanka Police Service Headquarters/some local police stations

Applications from the UK in person/by post to High Commission
Cost 500 LKR/£15 from UK
Certificate issued in English

Turnaround 14 working days
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Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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Police Clearance Certificate

Sri Lanka Police Service

Sri Lanka Police Service,
Police Headquarters,
Colombo - 01,

Sri Lanka.

Tel: +94 (0) 112422994/ +94 (0) 112421111 ext. 404
Fax: +94 (0) 112446174
Web: www.police.lk/index.php/component/content/article/91

In person to the address in Section 3 with the following:

¢ Completed application form - can be found at www.police.lk/
images/formsdownload/clearance_certificate_new_31-12-2012.pdf
or obtained from any police station in Sri Lanka (see Section 17 for a
sample). The original application form must be submitted;

* Two certified copies of the National Identity Card (NIC);

¢ Copy of passport;

¢ A pre-paid self-addressed envelope for the return of the certificate;

¢ Individual’s name;

¢ NIC number;

e Date of birth;

¢ Details of all addresses the individual has lived at in Sri Lanka;

¢ Relevant fee;

¢ Contact details so that the clearance unit can clarify information if
necessary; and

¢ Signature of the individual.

Some local police stations will also accept applications. Please check
with the local police station to see if this service is available.

The application can be tracked by text (in Sri Lanka only) by texting
“plc crt (Ref. No.)” to 1919 or by entering the reference number at:
www.police.lk/index.php/component/certificate/

High Commission of Sri Lanka,
13 Hyde Park Gardens,
London,

W2 2LU

Tel: +44 (0) 20 7262 1841
Fax: +44 (0) 20 7262 7970

Web: http://www.srilankahighcommission.co.uk/
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6 How to apply in
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9 How results
are presented
and security
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10 Languages

In person or by post to the address in Section 5 with the following:

e Completed application form (can be found at www.police.lk/
images/formsdownload/clearance_certificate_new_31-12-2012.pdf
or obtained from any police station in Sri Lanka). See Section 17 for a
sample. The original application form must be submitted;

¢ Two certified copies of the National Identity Card (NIC);

¢ Copy of passport;

¢ A pre-paid self-addressed envelope for the return of the certificate;

¢ Individual’s name;

e NIC number;

¢ Date of birth;

¢ Details of all addresses the individual has lived at in Sri Lanka;

¢ Relevant fee;

¢ Contact details so that the clearance unit would be in a position to
clarify information if necessary;

e Signature of the individual;

e Date of departure from Sri Lanka; and

¢ Include a letter stating the reason for requesting a Police Clearance
Certificate.

All original documents must be shown together with photocopies for
review at the time of application.

e Individuals; and

¢ Third parties with authorisation. A valid reason must be provided
for the third party request, including the relationship between the
parties.

Cost

¢ In country — 500 LKR to be paid in person with the application; or

e From the UK — £15 cash will need to be submitted. If applying by
post, a postal order or bank draft to the “Sri Lanka High Commission
— London” should be included.

Turnaround
The turnaround time is 14 working days.
The results are delivered by registered post or can be collected from

the Consular Division of the High Commission (see contact details in
Section 5).

The information contained in a Police Clearance Certificate includes
the following:

¢ Name of applicant;
¢ Nature of offence (if applicable); and
e Results of check (if applicable).

See Section 17 for a sample certificate.

The certificate is issued in English.
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12

13

14

15

16

Criminal
convictions
listed on
certificate

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

The following categories for conviction exist in Sri Lanka:

¢ Violence against the person;

e Sexual offences;

¢ Burglary;

* Robbery;

¢ Theft and handling of stolen goods;

e Fraud and forgery;

¢ Criminal damage;

¢ Drug offences;

¢ Motoring offences; and

* Possession of explosives, automatic weapons and firearms.

It is possible for criminal convictions to be removed from an
individual’s police record if the individual has not re-offended for the
duration of a suspended sentence. Records are retained for a period of
up to 10 years.

The Sri Lankan Police Service will verify that information contained

in a Police Clearance Certificate matches that provided by the issuing
authority. However, it is not possible for an employer to verify the
authenticity of a certificate.

There are 3 bodies that provide advice on the interpretation of criminal
record information in Sri Lanka:

¢ The Attorney General’s Department;
e The Prison’s Department; and
e Ministry of Defence, Public Security, Law and Order.

Internal Police Department Orders and Police Ordinance No 16 of 1956
Penal Code of Sri Lanka Ordinance No 2 of 1956
Section 303 of the Criminal Procedure Code No 15 of 1956, as

amended

None

CPNI Guidance Document 2009
Sri Lankan Police: www.police.lk

Sri Lankan High Commission: www.srilankahighcommission.co.uk/
index.php?option=com_content&view=article&id=67&Itemid=82
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15. The paricd for which the certificate is required
Lassthanonayear [ | ttoSyears [ ] StolOyears [ |
If others (speciy ©.....

18 Indicats address of the High Commlislon/ Embassy/ Consulate 10 which the ceriBoats thould b
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Date of fzsus

Manner of dispatch
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Details of Spoure (U applicable only}

o1 jaj. Spouse’s Full Nass -
o). Nasecmalimy :-
fej. Paztport No -
jd). NIC Na. -
2. In additon to the detmls provded m page 1, the addresses of the places where the
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Pobire Area mm Sn Larks to be ctmted
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Sample Certificate

Specimen of Police Clearamce Certificate.

*P. 0. Box MNo. : Logo of the Democratic Wy Mo.:© coveeeeneens
Sociahst Republic of
* Telephone : 5ri Lanka *TourNo.: .. ........

*POLICE HEADQUARTERS, COLOAMBO 01, SEILANEA.

[ Name of Addresses )

** las not come to the adverse notice of the 5n Lanka Police durmg the period from
eeeaeeeee--. D dte accordmg to available records.

Signature
MNime
Designation
Pohee Headeuarters.
for Inspector General of Police
No. !/ 4amts. 2 digits representing the vear
followed by Time as follows 08 : 38: 02.

Seal affired giving
Name designation and addres; of signatory.
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Sweden

How to obtain a criminal record check - detailed guidance

Individual applies by post/fax/email to Swedish National Police Board
(Rikspolisstyrelsen)

Process same from UK (email address different)
Cost 180 SEK plus postage

Certificate issued in Swedish (English, French, German, Spanish if no
convictions)

Turnaround 2—3 weeks




0000 6000000000000

Sweden

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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1 Name of
certificate
2 Department

responsible for
criminal records

3 Where to apply
in country

4 How to apply in
country

5 Where to apply
in the UK

6 How to apply in
the UK

7 Who can apply

Extract from the Criminal Records Registry (Utdrag ur
Belastningsregistret)

Swedish National Police Board (Rikspolisstyrelsen)

Rikspolisstyrelsen,
Utlandsutdrag/BRUD,
981 81 Kiruna,
Sweden.

Tel: +46 (0)10 56 33 502

Fax: +46 (0)10 56 35 333

Email (applications only): registerutdrag@polisen.se
Email (queries): mrbr@polisen.se

Web: www.polisen.se

The individual can apply by post, fax or email (see Section 3 for contact
details).

The application form can be found at http://polisen.se/en/Languages/
Service/Police-Record-Extracts/Hallare/Request-for-an-extract-from-
the-criminal-/ and a sample can be viewed in Section 17.

The form must be completed electronically, printed and signed by
hand.

A copy of the individual’s passport or birth certificate must accompany
the application.
Rikspolisstyrelsen — see address in Section 3.

Tel: +46 (0)10 56 33 501
Fax: +46 (0)10 56 35 334
Email: brud.rps@polisen.se

The individual can apply by fax or email (see Section 4 for contact
details).

Please note, the email address for applications from the UK is different
to the one for in country. See Section 5 for the correct email address.

Individuals over the age of 15 years.
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10

Cost, payment
and turnaround

How results
are presented
and security
features

Languages

Cost

¢ 180 SEK, excluding postage;

¢ Postage fees depend on where the extract is to be sent and whether
it needs to be sent by registered post;

e Details of postage costs can be found on the application form.

Payment

e Payment must be made in advance by bank transfer;

e Cheque, credit card or foreign currency are not accepted;

¢ Information regarding the individual should be stated on the
payment, for example, full name and Swedish ID number or date of
birth;

¢ When paying in country, the individual should make the payment to:

— Plus Giro Account 22 0790 -0
— Swedish National Police Board

e When paying from abroad, the individual should use the
international bank account:

—IBAN number SE64 9500 0099 6034 0220 7900
— BIC/SWIFT address: NDEA SESS, Nordea Bank AB, 105 71
Stockholm.

Turnaround

e Usually 2 weeks once the complete application and payment is
received;
¢ Foreign bank payments can take up to 1 week to be received.

The certificate is sent by post on watermarked paper and signed by an
administrator.

A sample can be seen in Section 17.

The extract is issued in Swedish, English, Spanish, German and French.

Criminal convictions are not translated to other languages and appear
only in Swedish.

There is no official translation service.
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12

13

14

15

16

Criminal
convictions
listed on
certificate

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

Judgments, decisions and summary punishments are included in
the extract. Normal fines are not included. Sentences are included,
depending on the crime, for example:

e Assault;

e Duress;

e Theft crimes;

¢ Fraud crimes;
¢ Blackmail; and
e Other crimes.

The law regarding how long information is stored in the Swedish
criminal record depends on the sentence given and varies between 3
and 20 years depending on the crime committed. The maximum length
for a sentence to be held in the Swedish criminal record system is 20
years.

If there is more than one criminal record for an individual, all
information will remain visible until all the convictions are considered
“spent”.

The Swedish provincial government, Ldnsstyrelsen, can notarise a
certificate. For further information about this procedure, please
contact Ldnsstyrelsen at www.lansstyrelsen.se

None

Personuppgiftslag (1998: 204);

Law in lag (1998: 620) om belastningsregister;

Forordning (1999: 1134) om belastningsregister; and

Offentlighets — och sekretesslag (2009: 400). 35 Chapter, paragraph 3.

None

Rikspolisstyrelsen/Swedish National Police Board
www.swedenabroad.com
www.polisen.se
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Sample

Sample certificate
documents

RIKSPOLISSTYRELSEN REGISTERUTDRAG  Exivncd - Mimpug - Exirel - Exirece

ﬁm w0 [T Dt Tkla
SE .u'"."."". mm' 2003-10-28 BAUD-17530-13 1)

Swcish Natiorsl Polics Board
Schwepdisches Hoichapolzeame %
Dernction Matonale de la Police Suddoiss
Déraccin Macional da i Polizia de Suscia

Dt g & wildidad mod abdd v 8§ mwmnmhmbd-mw ar
iGrles inkdr ullbnash myrdighet | samband med ansdien om uppehdils-. aibats- elle: aller el
o sdhandon de baroends i uidragel 18 sin 8N | dan iieamande staten

This extract has been sswed parsuant 1o the Saction 5. paragraph 2 of the Swedish Criminal Reoods A (Lagen om
Balasinngiiagitter 1938620 for the pupose of baing presentsd bo lonsign authorbies i connaction with bplcaban
for @ INMpCTEny OF DANTARGNT MGISGNCn Pesl OF & wark OmiT oF clna ks when (he appdcant requires the anact
Iy Safeguast his or hes rights in the forssgn couniry

Dhesar Ausrug wurds, Qesilir sul §9 Gesss (Lagan om bolasmingeegicte: 1998620 (b Siralegissar arsteilt, um
mumsiiincischon Bahdeden im Fussmmanhang ml dem Antrag auf Aulemihaiis-, Arbpils- oder Wohngonshmigung
verpelagt cu warden odor falls der Artragstaler auf den Ausrug sngewsossn iel, um sein Focht in onem lremdon
Saal durchialien f kinngn

Ceet extrait, dilwré conbormément & Nasticls 9, slinda 2 de la ix (Lasgen om belasiningsregeter 1280:520) sur lo casor
adciaing, ¢50 dostin i diro prdserdd sus autceilis drangies Kes de k domands Oun pormes de séjour, d'un permis
de fravall ou dung care do résicent privilégis ou dans lout autro cas ol jo roguéEnt a bosoin do Mesfail pour laine
walcir §0n droll dans be pays diranger.

El prasinie aracts, 55 aupids de conlormidad con ol minﬂ.imi o ka Loy do Anbecedenins Penales (Lagen
‘om bedastningerogisior 1058820, con el fin do ser presentado a las sutonidados oxiranjoras al solcitar parmiso o

i“.ﬂrlwﬂtﬂmauwm:mn“imuﬂlEdmmh“
valer sus derachos en e pals exdanjeo.

| WSy - Blcrare « ek R - gl i - 1 Frgnarm, A
i B l-'-— [ ET Frmafees? Flaw ol LAY =l - L uigm o=
E B R -] Rigrgp - ks ey Ty - s

i

=

Fir ikdgavarands porscn Keshomimar Poon upegs | registed.

Tha Ragster cortaing no infarmalion mgarfing e above-namid

Bafrreffend din changerannis Fersen onthill des Arches beine AuskiinSe:

En oo qu concoma b porsonng ci-dossus mantionnds bos Archives nd CORfSanan! Suciin MENGJramaT.
En ko que conciams a la persona ariba indicacia, no lige en & Aegairo ninguna relanencia.

RIKSPOLISSTYRELSEM

Swmie N P B S e P DS M EaE et Renss  [reree Asoors moe e Serce

Handiiggare
thru'dlrlhﬂl't och tnglestilining

= Egrairs @ wegius  Fima g oeege
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Application form

A 08 THTY

Sas
& polisen oo i
e iy o (1908 8201 on crienai T on
WOTEY

o must inglude l-=p|l ol your bk

QUIIRSIT U1 S AV PUN TP RIKSPOLISSTYRELSEN
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w:mmn!
oaureber (o duie o k] | S TF ewsaman
T T s (e

W A i
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ll_-'lt-

Hobe that the extrect will not be delkvered by E-mail or fax

Put @ K in The Bax nent 1o B apbon you preter (Th lolsl nchudes T Tee 1 g e=Ires and postags)

For dispatch within Sweden For dispaich io Eurcpe For diapaish 15 SEhar Ouniries
[ ] Standand mad SEX 192 [] seandinra masl SEX 204 [[] swandar mai SEx 208

|| Paginterad mai SEX 247 [T] roghssres mas SEX 278 [ mageserns mail SEx 278

I wish 16 recEive originaloriginats of the sstract.

I you requiey ey Bian ofe SxROt Sod SER 150 Tor each a000ns! Sxinecl

Paymant from abroad

Wihen payng by plus o from atroad, stk
IEAN mumnber: SEG $500 D039 G034 0220 7800 BIC/AWIFT sddness: NDEA SEES, Mordes Bank 4B, 108 T1 STOCKHOLE

e do Nt acoant payme by Shegus or credit cand or formgn GoTenSy

HOTE" The fral sechon of Fe exind from the criminal recids mgelry & Sheays provosd m fve Bngusgos
Crminal roconss (oorsections) 8 Aol Eensiaiod o other languages. @hd ARCRE! Chly il Saadnh n Fa aorac

Signature
I egmmrre & mrcecwe wiers o e ey P g sl o BRI

Dy

EI-_ — T |

Telephane: 010 - $53 38 01 Telephons hours: D5.00 am- 02 30 p.m. Mondey - Fradey

Fax: 810 - 563 53 34 E-mupil; bred rpaBpolaen s

e sccapt application by lax or E-mail)
The information you provide will be sulomatcally processad in accondance wilh the
Swedish Data Profection Act (Pul. 1998.204)
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Switzerland

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies by post/online (if
SuisselD holder)

Cost CHF20
Certificate issued in German, French, Italian (English if no convictions)

Turnaround 1 to 10 working days (fast-track available)




0000 6000000000000

Switzerland

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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1 Name of
certificate

2 Department
responsible for
criminal records

3 Where to apply
in country

4 How to apply in
country

Extract from the Criminal Records

The Federal Office of Justice

Federal Office of Justice,

Swiss Criminal Records Section,
Service for Private Individuals,
Bundesrain 20,

3003 Berne,

Switzerland.

Tel: +41 (0) 31 325-0198
Email: strafregister@bj.admin.ch
Web: www.records.admin.ch

The criminal records extract can be ordered as a digitally signed
electronic document (PDF) or as a register extract on paper.

By post

The application form can be filled in online at www.e-service.admin.
ch/crex/app/wizard/navigate.do It must then be printed, signed and
posted to the address in Section 3. The following must be included in
the application:

¢ Receipt of payment;

¢ Proof of identity (ie. copy of passport or identity card);

¢ Name of parents;

¢ Recipient’s address (if not the individual’s); and

¢ |f the recipient is a foreign authority, whether an attestation is
required.

Electronically

If the individual is applying with a SuisselD, this can be submitted
online at www.e-service.admin.ch/crex/cms/content/digital_in/
suisseid_intro_en.

The following is required:

e SuisselD;

¢ Name of parents;

o If the recipient is a foreign authority, whether an attestation is
required; and

¢ Acrobat-Reader installed to show the receipt for the order.
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5 Where to apply
in the UK

6 How to apply in
the UK

7 Who can apply

8 Cost, payment
and turnaround

A register extract on paper, ordered with a SuisselD, can only be
delivered to the home address of the individual.

Applications can be tracked at https://www.e-service.admin.ch/crex/
app/wizard/navigate.do;jsessionid=87e1154b2cc099016a1f9b0571
3e.

Sample application forms can be seen in Section 17.

Applications can be made to the contacts detailed in Section 3.

The application process is the same as that for in country as detailed in
Section 4.

e Individuals;

¢ Parents can apply for a child under the age of 18 years old;

e Third parties can be nominated by the individual to obtain the
extract for them, or it can be sent directly to a third party such as an
employer; and

¢ In the event that a third party requests an extract with the
individual’s consent, the “delivery address” must be specified on the
application form.

Cost

¢ The criminal record certificate costs CHF 20 per extract.
e The payment methods are:

— Online payment with a credit card. If you submit an application
from abroad, online payment is the only option; or

— Prepayment by mail transfer. Stamped vouchers (no copies)
should be included with a postal application. See the system-
generated application form for postal checking account number.

Turnaround

e Postal applications — 10 working days.
¢ Applications made online using SuisselD are issued and sent
electronically the same day.

Fast-track

Postal applications sent by FEDEX, DHL or another international courier
are treated with priority. It is also possible to request the results by
FEDEX or DHL.
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11

How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

e Postal results are printed on speciality paper, signed by hand and
delivered to the address specified on the application form.

¢ A register extract on paper, ordered with a SuisselD, can only be
delivered to the home address of the applicant.

e Digital results are sent by email, accessible only using a password or
SuisselD.

¢ A sample certificate is available at: https://www.e-service.admin.
ch/crex/cms/content/doc/Strafregauszug_Muster_E.pdf or in
Section 17.

Extracts with no criminal record are provided in German, French,
Italian and English.

If criminal record information is present, it is only issued in German,
French and Italian.

There is no official translation service.

e The extract contains convictions for crimes and misdemeanours;

¢ Convictions for infringements of the law appear only in cases where
an individual is also banned from exercising a particular profession;
and

¢ Information about pending criminal proceedings does not appear in
the extract.

The following table shows when convictions are deleted:
Type of conviction Deleted after

Non-suspended custodial sentences 20 years

Over 5 years 15 years
1to 5years 10 years
Less than 1 year + duration of sentence as

per conviction + duration of
custodial sentence already

entered
All other sentences: suspended 10 years
and partially suspended custodial
sentences, monetary sanctions,
community service, fines
Special ruling in the case of 10 to 15 years
inpatient treatment
Special ruling in cases where 10 years
outpatient treatment only
is ordered
Special ruling in the case of 10 years

individuals being bound over to
keep the peace, banned from
exercising specific professions,
banned from driving or excluded
from the armed forces

422



12

13

14

15

16

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

Hard-copy certificates can be authenticated with an Apostille. This
costs CHF 20 and can be requested at the time of application and
may increase the turnaround time of applications. Digitally signed
electronic criminal records extracts cannot be authenticated in this
way.

Verifying a digital extract:

A digitally signed electronic criminal records extract is a PDF document,
to which an electronic cryptographical seal has been applied. A
qualified digital signature is a secure proof of the origin, validity and
integrity of a digitally signed electronic document. It can be validated
online at: https://www.e-service.admin.ch/validator/home/
mandant/Strafregisterauszug/lang/en

Verifying a paper extract:

A paper extract containing no convictions issued on original paper (or
a copy thereof) or one issued as printed, digitally signed electronic
extract can be verified online at: https://www.e-service.admin.ch/
crex/app/wizard/navigate.do

For general information, the office of the Swiss Criminal Records (see
Section 3 for contact details) can be contacted.

The Swiss Penal Code applies and can be found at www.admin.ch/
opc/de/classified-compilation/31.html#311

None

Federal Office of Justice: www.records.admin.ch
Eidgendssisches Justiz- und Polizeidepartement EJPD
Bundesamt fir Justiz

Schweizerisches Strafregister
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Sample

documents

Sample application form

v

sl ot Lrginuaseiislinll
Confideretion suivee
Lonl eder srmee hwreers

L oAl BSET IR SaieTa

Sample form
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Asention Dic not forget b0 wign this form wnd wend by post n the st st your pgraitne o S

ENCIOSLNES BiE Mrsing, the 1o will Be reluimed 10y Wl CoMmghcind '—":':5%_-_':'5
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] delvery
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B Py detinc e | digesneens el

L anll g glinn wyie
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

LILEHE

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies in person to the
Police Clearance Service Centre

Applications from UK by post to Police Clearance Service Centre
Fingerprints required

Cost 100 THB

Certificate issued in English

Turnaround 3 weeks plus postage/Fast-track available through
authorised agency




0000 6000000000000

Thailand

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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Name of
certificate

Department
responsible for
criminal records

Where to apply
in country

How to apply in
country

Where to apply
in the UK

How to apply in
the UK

Who can apply

Police Clearance Certificate

Criminal Records Division within the Royal Thailand Police

Police Clearance Service Centre,
Building 24,

Royal Thai Police Headquarters,
Rama 1 Road,

Pathumwan,

Bangkok 10330.

Tel: +66 (0) 2 205 2168 9

Fax: +66 (0) 2 205 1295

Email: pcsc@police.go.th or pcsc.thaipolice@gmail.com
Internet: http://pcscenter.sb.police.go.th

In person to the address in Section 3 with the following:

¢ Valid passport and a certified photocopy;

e Certified photocopy of a Thai Visa and last stamp (if applicable);

¢ Documents certifying that the applicant is working, used to work or
is residing in Thailand (if applicable);

¢ Thai working permit and certified photocopy (if available);

e Letter explaining the purpose of request and which country it is
required for;

e For employment, a copy of a hire contract/work permit/job offer
from the employer or a letter of guarantee from the employer;

e Two passport-size photographs;

¢ Three sets of original fingerprints. Fingerprints must be taken by
the local police, Thai Consulate or Thai Embassy in the country of
application together with the official seal and signature of the official
taking the fingerprints;

¢ Completed application form from: www.pcscenter.sb.police.go.th/
filedownload/form_app.pdf (see Section 17 for an example);

¢ The relevant fee/receipt of payment; and

¢ Self-addressed and stamped envelope if the results are required by
post.

By post to the address in Section 3.

The process is the same as in Section 4, but the application must be
posted to the address in Section 3. However, a certified photocopy of
the passport is acceptable; the original does not need to be provided.

e Individuals;
¢ Prospective employers (with written consent); and
e Third parties (with written consent).
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8

10

Cost, payment
and turnaround

How results
are presented
and security
features

Languages

Cost
The cost of a criminal record check is 100 THB.
Payment

¢ This can be paid by bank transfer to the following bank:
Bank Name/Branch : UOB Bank/Siam Square Branch
Bank Code: 024 Branch code : 772
Swift Code: UOVBTHBK
Bank Address: 410-410/1 Siam Square Soi 6, Rama | Road,
Patumwan Sub-District, Patumwan District, Bangkok, Thailand
A/C Name: Police Clearance Service Center
A/C No.: 772-163-299-0
A/C Type: Saving

¢ |f paying by bank transfer, the bank fee (check with your bank) and
the fee for UOB bank (500 THB) must be included. Then email the
contact in Section 3 with the payment document attached.

e Alternatively, payment can be sent in cash to avoid bank charges.

Turnaround

The turnaround time is approximately 3 weeks, excluding postage
times. It may take longer if a criminal record is found.

Fast-track

A fast-track service is available through an authorised third party
processor at www.a-plusservice.com

Certificates are available in hard copy only.

For overseas applications, the certificate will be returned in the
self-addressed envelope provided. For applications in person, the

certificate can be collected from the Police Clearance Service Centre.

Police Clearance Certificates are printed on Garuda watermarked
paper. They also include the signature and seal of the Major General
who authorised the certificate. See Section 17 for a sample.

If a criminal record is identified, the following information will be
provided:

e Case number;

e Charges;

¢ Court outcome of the charges (together with the dates and court);
and

¢ Any sentence imposed.

The criminal record certificate is available in English.
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12

13

14

15

16

Criminal
convictions
listed on
certificate

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

The categories of criminal conviction listed on a criminal record
certificate in Thailand:

* Violence against the person (ﬂﬁﬂ‘sxnﬂ%’]ﬂﬁia"ﬁﬁmtaz%wmﬂ);
¢ Sexual of'fences (AR TEUINTTUNIIWE);

e Burglary (ﬂmﬁamm)

* Robbery (ARLaunswe);

* Theft and handling of stolen goods (A#Ta3n331UAXSUVV1RS);
e Fraud and forgery (ﬂﬂaainqﬂsv‘m‘ﬁuuavﬂaauu,ﬂa\nanms)
¢ Criminal damage (ﬂmﬂsmwswmamwaﬁu)

e Drug offences (AREILENARA); and

* Motoring offences (ARRANNHIFIT).

There is no obligation for the Thai Police Force to destroy criminal
records information. Criminal record information includes the
disclosure of historical offences. All criminal records remain until the
person reaches 70 years old.

Employers can request that the Police Clearance Service Centre (See
Section 3) verify that an application was made and the information on
the certificate is correct.

None

There is no legislation that specifically governs the disclosure of
criminal records. However, the Official Information Act, B.E. 2540
issued in September 1997 does apply to disclosure of personal data.

None

CPNI Guidance Document 2009
Royal Thai Police

www.pcscenter.sb.police.go.th/
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documents Sample application form — page

ArfamaniideTviasmmnhzwgi
APPLICATION FOR THAI CLEARANCE CERTIFICATE
fl.ﬂuhminﬂi-rlafmam nlzrngd
ApnlaWET Ul

Pelice Oearance Certifcate Canter,
Specid Branch, Aoyal Tha Police

erelacucrndyyceevre ([ Tha ID cord Surmber )

O-0000-00000-00-0

fuft t N ne
Dae  Morzh Your

o ey s fe e i

TO  Conwmissioner of Special Branch

1 (M Mrs Misi | st rame Farmily name

ve_ T deRd_ e na TR demd

Age  yews Dueof Bith Month Yeur Naticralty Race

L ah] g ems dnndn______ —Jegs Fwll P S T

Fashgon Haghr Wiasght Marks or Sar

§3 pea ary iy FTRLNING | Mame & Famdy neme in English Capital Alphabets)

I O O Y O O O

Raglagdu

Present address’ Address in Thalland
wsaelmimiidese 3
Reachable Contact Mumber
etz o oplier e Ul SR _FoTLAR
Fathes"s name Mothes's nams Flare of Brth
roma| | Tem yeeaiiieseld Auadauiu madt
Snge Other Contuct Jerson [ Fp— Corfact Number
mD W famd amm 5'r|.|m1F1_.__|1.|
Marmied  Husherd! Wile's name Children
1'11!: o . - o - g - " g ;s - "
L T — i e S S R
s T T — I b R
E&mm Detupation
B e T T B b e ,r- ||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||
Pesition Sty
mm ''''''' -y LA LR R L R LD e IR L AL L R LIRS R LI LRI R AL R L L R LI RIS L RISl ]
‘Work sdrdress

1 mh:ﬂﬂmm:runmmlwﬂ::ﬂirﬁ {Purpese of apolication &= 3

Dh'\ﬁ Dmu D!hrru D!ﬂwllq Dhﬁ. .........................

432



Sample application form — page 2
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Sample certificate
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Turkey

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies in person to
Ministry of Justice/an office of Director of Public Prosecutions

Applications from UK in person to Consulate

Cost TRY5/£6
Certificates issued in Turkish, English, German, French

Turnaround times instant in country/7—8 weeks UK




0000 6000000000000

Turkey

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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1 Name of
certificate

2 Department
responsible for
criminal records

3 Where to apply
in country

4 How to apply in
country

5 Where to apply
in the UK

Judicial Record Certificate (Adli Sicil Kaydi or Sabika
Kayd!)

Ministry of Justice, Department of Judicial Records and Statistics

Ministry of Justice, Department of Judicial Records and Statistics,
Tuna Caddesi No:10,

06100 Yenishehir,

Ankara,

Turkey.

Tel: +90 (0) 312 431 6120
Fax: +90 (0) 312 435 7156
Internet: www.adlisicil.adalet.gov.tr/

At the offices of the Director of Public Prosecutions. The General
Directorate of Judicial Records (Adli Sicil ve istatistik Genel MuduirlGgii)
provides a list of these cities at: www.adlisicil.adalet.gov.tr/

In person to either the address or offices detailed in Section 3.
The individual must provide:

e Passport or a Turkish photo identity card (ntifus clizdani);

¢ Individual’s Citizenship Number (Kimlik Numerasi) if applicable;
¢ Personal details;

¢ Relevant fee; and

¢ Reason for the request.

Applications can also be made online if the individual has an
e-Government password or online ID documents at: https://www.
turkiye.gov.tr/adli-sicil-kaydi.

The Consulate General for the Republic of Turkey,
Rutland Lodge,

Rutland Gardens,

London,

SW7 1BW

Tel: +44 (0)20 7589 0949

Fax: +44 (0)20 7591 6911

Email: turkishconsulate@btconnect.com
Internet: www.turkishconsulate.org.uk/en/

437



6 How to apply in
the UK

7 Who can apply

8 Cost, payment
and turnaround

9 How results
are presented
and security
features

10 | Languages

In person to the address in Section 5.
The individual must:

e Arrange an appointment with the Notary Section of the Consulate
General online at www.turkishconsulate.org.uk/tr/noter/default.
asp;

e Complete the application form at www.turkishconsulate.org.uk/tr/
pdf/AdliSicil.pdf (see Section 17 for a sample);

¢ Provide a copy of the passport;

¢ Provide a pre-paid self-addressed envelope; and

¢ Pay the relevant fee.

e Individuals; and
e Third parties with consent (usually a close friend/relative).

Cost

In country — 5 TRY to be paid in cash; or
From the UK — £6 to be paid by postal order.

Turnaround

In country —immediately; or
From the UK — 7-8 weeks.

There is no fast-track system in place.

The results of a criminal record check are presented as a hard copy
in person if the application was made in country; or by post if the
application was made from the UK.

Where applicable, the following information is provided on a criminal
record certificate:

e Conviction;

¢ Date of conviction;

e Court;

e Reference;

e Criminal act; and

e Type of punishment.

A sample certificate can be seen in Section 17.

The certificate can be requested in Turkish, English, German or French.

If individuals are already in possession of a valid Judicial Record
Certificate, the Consulate General in London can provide translation
into English (see Section 5 for contact details).
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11

12

13

14

15

16

Criminal
convictions
listed on
certificate

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

The categories of criminal conviction listed on a criminal record
certificate in Turkey are:

¢ Violence against the person (Kisilere Karsi Suglar);

¢ Sexual offences (Cinse Dokunulmazliga Karsi Suglar);

e Burglary (Haneye Tecaviiz);

e Robbery (Soygun);

¢ Theft and handling of stolen goods (Gasp);

¢ Fraud and forgery (Dolandirilicik ve Sahtecilik);

e Criminal damage (Miicrim Zarar);

¢ Drug offences (Uyusturucu Suglari); and

¢ Motoring offences (Trafik Giivenligini Tehlikeye Sokma).

Convictions are removed from an individual’s criminal record when:

¢ The offence is no longer a crime; or
e After a period of 80 years has passed.

Each certificate carries the unique number of the public official who
processed the application and the signature of a director of the
General Directory of Judicial Records is a further security measure.

Employers can apply to the Ministry of Justice to confirm the validity of
criminal record disclosures. See Section 3 for contact details.

None

Judicial Records Law No: 5352 (Adli Sicil Kanunu) 2005 — www.adlisicil.
adalet.gov.tr/

None

CPNI Guidance Document 2009
Ministry of Justice https://www.turkiye.gov.tr/adli-sicil-kaydi

General Directorate of Judicial Records and Statistics www.adlisicil.
adalet.gov.tr/
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Sample
documents

Sample application form (from UK only)

ADLE SICIL VE ISTATISTIE GENEL MUDTRLOGONE
GENERAL DIRECTORY OF CRIMINAL RECORDS

I would hke o ask

Agik himligi
Ideniiy Detalls
T Kimlik No
TR Citlzenship No

Sayudi
S0

.l'l.ﬂl
MName

Hala Adi
Father's Spme

o A
Alisthier™s Mum

Dogum Yerl
Mawe of Wrik

s ama Tariki
Idate off Birik

Pl syl

Obdugu Yer (hi-Dieesd)
Adddrensen) In Turkey

Omemli Noa

o

ki A 4 AR B A S ke AR - i,
tarafima bildinlmesing saxvplanmila amrederm

ANBARA

saluba kavdim olap.  obmadiBmn

Clearance HRopont 1o be  submitad 1o

NM
Adi ve Sovad
MName and Surname
Imza Signaturs

Dilekie ile birlikie NUfus Clzdani folokopisinin ibrazi gerekmektedir

It is obligatory to present a copy of the passport together with this lether
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Sample certificate

(1)
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

Ukraine

How to obtain a criminal record check - detailed guidance

Individual/third party (with power of attorney) applies in person to
Department of Informational Technologies Head Office/Regional DIT Office

Applications from the UK in person to Embassy
Cost varies/£53 at Embassy
Certificate issued in Ukrainian/English if applied through Embassy

Turnaround 1 month




0000 6000000000000

Ukraine

Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.

443



1 Name of
certificate

2 Department
responsible for
criminal records

3 Where to apply
in country

4 How to apply in
country

5 Where to apply
in the UK

Notice of Conviction or No Conviction

Department of Informational Technologies (DIT — AenapmameHm
iHpopmauyiliHux TexHonoeili) within the Ministry of Internal Affairs
(MIA — Minicmepcmeo eHympiwHix cripas)

Department of Informational Technologies,
Ministry of Internal Affairs,

Ulitsa Akademika Bogomoltsya 10,

Kiev,

Ukraine.

Tel: +380 (0) 44 256 0333/ +380 (0) 44 256 1625/ +380 (0) 44 256 1460
Email: dit@centmia.gov.ua

Web: www.mvs.gov.ua/mvs/control/maiOn/uk/publish/
article/544651

The addresses for all DIT offices in Ukraine can be found on the above
website.

In person to the DIT head office in Kiev or via any of the regional DIT
offices detailed in Section 3. The individual must provide:

e Completed application form (application forms can be obtained from
any of the offices in Section 3);

e The individual’s original passport; and

¢ Exact dates of residence and address details for the individual’s time
in Ukraine.

If the application is being made by a third party, their original passport
and a document reflecting the power of attorney are required in
addition to the above.

Consular/Visa Section,
Embassy of Ukraine,
Ground Floor,

78 Kensington Park Road,
London,

W11 2PL

Tel: +44 (0)207 243 8923
Fax: +44 (0)207 727 3567

Web: http://uk.mfa.gov.ua/en
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6 How to apply in
the UK

7 Who can apply

8 Cost, payment
and turnaround

9 How results
are presented
and security
features

In person to the Consular Section of the Embassy (see contact details
in Section 5).

The individual must provide:

e Application form (Available from the address in Section 5 in hard
copy only). See Section 17 for a sample;

e The individual’s original passport; and

¢ Exact dates of residence and address details for the individual’s time
in Ukraine.

If the application is being made by a third party, their original passport
and a document reflecting the power of attorney are required in
addition to the above.

The application is forwarded to the DIT for processing.

e Individuals; and
¢ Third parties with power of attorney.

If the individual is under 18 years old or subject to guardianship, a
parent/guardian may apply on behalf of the individual. The parent/
guardian is required to present papers confirming their status as a
parent/guardian.

Cost

The cost for an application for a Notice of Conviction varies per region.
The regional office should be contacted for prices (see Section 3).

The cost to apply at the Embassy in London is £53 to be paid by credit/
debit card or bank order.

Turnaround
The turnaround time is approximately a month.

There is no fast-track system available.

The results of an application for a Notice of Conviction are available in
hard copy only. The certificate features are:

¢ Landscape A4 paper;

¢ Gold-coloured frame set slightly in from the border of the page;

¢ An impression of the national coat of arms of Ukraine is set into the
middle of the top border;

¢ A unique registration number in the top left hand corner of the
certificate;

¢ An official stamp with the signature of the head of the DIT office that
processed the request in the bottom right hand corner of the page;
and

* Only one copy is issued.

In the case of an application from the UK, the consular division of the
Ukrainian Embassy will contact the applicant when the certificate is
ready for collection.
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Languages

For applications made within Ukraine, the relevant DIT office will notify
the applicant when the certificate is ready.

The certificate can be collected in person or mailed to the individual if
a prepaid envelope is provided or the postage fee is paid.

The Notice of Conviction will provide details of any records that have
been identified. If no records are identified, the Notice of Conviction
will state that the DIT does not have any information regarding
convictions for this individual.

If any criminal records are identified, the following information for
each record will be provided:

¢ Type of conviction (both spent and unspent);

e Reference to the Article of the Criminal Code of Ukraine under which
the applicant has been convicted;

¢ Date and place of the conviction (including name of the court);

e Period and place of imprisonment (if applicable); and

¢ Date of release (if applicable).

The criminal record certificate is available in Ukrainian only.

If the application was made through the Consulate in London,
translation into English and notarisation is included in the price of the
application.

For applications by UK citizens who live in Ukraine, the certificate can
be translated by the Consular Section of the British Embassy in Kiev at:

Consular Section of the British Embassy,
Artyom Business Centre,

4 Glybochytska Street,

Kiev 04050,

Ukraine.

Tel: +380 (0) 44 494 3422
Fax: +380 (0) 44 494 3418
Email: britconsular.kiev@fco.gov.uk
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12

13

14

15

16

Criminal
convictions
listed on
certificate

Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

The main categories of criminal conviction listed on a criminal record
certificate are:

¢ Violence against the person (37104uH npomu x¥ummsa ma 300pos’s
ocobu);

¢ Sexual offences (37104uH npomu cmameesoi ceob600u ma cmamegoi
HedomopkaHocmi);

e Burglary (fpabixc);

e Robbery (Kpaodixcka);

¢ Theft and handling of stolen goods (Tpud6aHHs, ompumaHHs,
36epieaHHA Yu 36ym MaliHa 00epHaHO20 3/104UHHUM W/AXOM);

e Fraud (LLaxpalicmeo);

e Criminal damage (YmucHe 3HUWeHHA abo nowKoOMeHHA MaliHa);

¢ Drug offences (3s104uHu y chepi obiey HapkomuyHux 3acobis,
MCUXOMPpPOIHUX pevyo8uH, ix aHanozie abo npekypcopis); and

¢ Motoring offences are not regulated by the Criminal Code and will
not appear on the criminal record certificate.

There is no obligation on the DIT to destroy criminal records
information. Criminal records generally remain on record at the DIT for
the duration of the life of the individual.

An Apostille can be requested at the time of ordering a criminal record
check from the UK at the Consulate.

Furthermore, this country has joined the Hague Convention of

5 October 1961 Abolishing the Requirement of Legalisation for
Foreign Public Documents. This enables criminal record checks to be
authenticated by means of an Apostille. For further information on
how to obtain an Apostille from this country, please see: www.hcch.
net/index_en.php?act=authorities.details&aid=351

None

Decree (no 795) of the Cabinet of Ministers of Ukraine dated 4 July
2004

None

CPNI Guidance Document 2009
Embassy of Ukraine, Consular and Visa Section

Hague Conference on Private International Law website:
www.hcch.net/index_en.php?act=authorities.details&aid=351
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CPNI SECURIT=!

Centre for the Protection Part of Capita plc
of National Infrastructure

United States of America

How to obtain a criminal record check - detailed guidance

Individual applies by post/through authorised FBl-approved channeler
to Federal Bureau of Investigation (FBI) Criminal Justice Information
Services (CJIS) Division

Fingerprints required
Cost $18 plus fingerprints cost/varies through channeler
Certificate issued in English

Turnaround 5-6 weeks (varies through channeler)




0000 6000000000000

United States of America
Name of certificate

Department responsible for criminal records
Where to apply in country

How to apply in country

Where to apply in the UK

How to apply in the UK

Who can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate
Confirming authenticity

Official bodies providing advice on interpretation
of criminal records

Legislation
Pending changes
Sources of information

Sample documents

Disclaimer

Reference to any specific commercial product, process or service by trade name, trademark, manufacturer, or otherwise, does
not constitute or imply its endorsement, recommendation, or favouring by CPNI. The views and opinions of authors expressed
within this document shall not be used for advertising or product endorsement purposes. To the fullest extent permitted by law,
CPNI accepts no liability for any loss or damage (whether direct, indirect or consequential and including, but not limited to, loss
of profits or anticipated profits, loss of data, business or goodwill) incurred by any person and howsoever caused arising from
or connected with any error or omission in this document or from any person acting, omitting to act or refraining from acting
upon, or otherwise using, the information contained in this document or its references. You should make your own judgement
as regards use of this document and seek independent professional advice on your particular circumstances.
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Name of
certificate

Department
responsible for
criminal records

Where to apply
in country

How to apply in
country

Where to apply
in the UK

How to apply in
the UK

Who can apply

Criminal History Summary (Rap Sheet)

Federal Bureau of Investigation (FBI) — Criminal Justice Information
Services (CJIS) Division

FBI CJIS Division — Summary Request,
1000 Custer Hollow Road,
Clarksburg,

WV 26306,

USA.

Tel: +1 (0) 304 625 5590
Email: liaison@leo.gov
Web: www.fbi.gov/about-us/cjis/criminal-history-summary-checks

List of FBI Approved Channelers: www.fbi.gov/about-us/cjis/criminal-
history-summary-checks/list-of-fbi-approved-channelers

By post

e Complete the application form from https://forms.fbi.gov/criminal-
history-summary-checks-review/. A sample can be seen in Section
17.

e Obtain a set of fingerprints. The original fingerprint card must include
the individual’s name and date of birth. A standard fingerprint form
can be found at: www.fbi.gov/about-us/cjis/criminal-history-
summary-checks/standard-fingerprint-form-fd-258. A local, county,
or state law enforcement agency can take fingerprints for a fee.

¢ Include payment or proof of payment.

e Post the signed applicant information form, fingerprint card, and
payment to the address in Section 3.

Through an authorised FBI Channeller

e Submit to an FBI-Approved Channeler (a private business that has
contracted with the FBI to expedite the delivery of Criminal History
Summary).

¢ A list of FBI-Approved Channelers for Departmental Order
Submissions can be found in Section 3.

¢ An FBI-Approved Channeler may only process requests for a US
citizen (lawful permanent resident of the US).

Applications are made through the same contacts as detailed in
Section 3.

The process is the same as detailed in Section 4.

Individuals only
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Cost, payment
and turnaround

How results
are presented
and security
features

Languages

Criminal
convictions
listed on
certificate

Cost

¢ $18 per application;
e Fees may vary through an FBI-Approved Channeler.

Payment

e By credit card, using the form at www.fbi.gov/about-us/cjis/
criminal-history-summary-checks/credit-card-payment-form;

¢ Money order; or

e Certified cheque made payable to the Treasury of the United States.

Turnaround
* 5-6 weeks
Fast-track

e There is no official fast-track service;
e However, applications through an FBI-Approved Channeler can yield
a faster response.

Results are provided in the format of a letter stating if there is a
criminal record. Details will be attached in the case of a record. If there
are fingerprints related to an arrest, the following will be stated:

¢ Name of the agency that submitted the fingerprints to the FBI;
¢ Date of the arrest;

e Arrest charge; and

¢ Disposition of the arrest, if known to the FBI.

The results are presented on security paper with a watermark,

signature of an official and the FBI seal.

The certificate is available in English only.

All instances of arrest and fingerprinting where the information is
submitted to the FBI will appear on an individual’s record.

Convictions stay on an individual’s record for 110 years, unless the
arresting agency or State Bureau request that it is removed.
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Confirming
authenticity

Official bodies
providing
advice on
interpretation
of criminal
records

Legislation

Pending
changes

Sources of
information

The certificate can be authenticated by Apostille by the US State
Department by post or in person. The contact details are:

Office of Authentications,
US Department of State,
CA/PPT/S/TO/AUT,

1st Floor,

1150 Passport Services PL,
Dulles, VA 20189-1150,
USA.

Tel: +1 (0) 202-485-8000

Web: http://travel.state.gov/content/travel/english/legal-
considerations/judicial/authentication-of-documents/office-of-
authentications.html

The fee is $8 per document with a turnaround time of 3 business days.

FBI Channelers can also arrange Apostilles (contact the individual
Channeler to determine if this service is provided).

None

US Department of Justice Order 556-73 1973
Public Law 92-544 2013
The Privacy Act of 1974

None

www.fbi.gov
Customer Service Group, FBI
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