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Executive Summary
Research Methodology
This report sets out guidance on how to obtain criminal records disclosure on individuals in 64 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:

• 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;
• Embassies and Consulates of required countries both in the UK and in-country where required;
• Representative Legal Counsel in-country;
• Wider open and closed source research materials.

Methods of Application
Whilst 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. More than half of the countries researched allow applications
to be made online, either via an online portal or secure email system.
Of the countries still to adopt an online service, nearly three quarters allow applications to be made via an
Embassy, Consulate or High Commission. 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 vary from instant to over 6 months in some cases, however, the average turnaround time
cited for countries is approximately 16 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.
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European General Data Protection Regulation (GDPR)
Under the General Data Protection Regulation (2016/679 EU) (GDPR), personal data relating to criminal
convictions and offences can be processed only:
• under the control of official authority; or
• when it is authorised by law providing for appropriate safeguards for the rights and freedoms of data
subjects.
The UK Government has legislated to authorise the use of criminal records checks by organisations other
than those vested with official authority (the GDPR includes a derogation to allow such legislation).
This is facilitated through the Data Protection Act 2018 which was enacted into UK law on 25th May 2018 in
line with the implementation of the GDPR.
The Act permits the processing of criminal conviction data for the purposes of employment, social security
and social protection, substantial public interest, health and social care, public health as well as for
archiving, research and statistics purposes.
To carry out such processing, an organisation needs to have in place a policy that explains its procedures for
securing compliance with the principles of the GDPR in relation to the processing of the criminal records
data, and that explains its policies on erasure and retention of the data. The Act also authorises processing
criminal records data in other circumstances, including where the subject has given his or her consent. This
would allow organisations to request a criminal records check where the prospective subject agrees to this,
provided that the consent meets the specific requirements under the GDPR.
Prior to requesting and processing criminal records checks all organisations should ensure that they have
legitimate purpose under GDPR for processing sensitive and criminal data and that the purpose also
qualifies under the provisions laid down in the UK Data Protection Act 2018. Should an organisation not fall
clearly within one of the permitted provisions or there is a possibility that the requirements may not be
met, professional legal advice should be sought prior to processing criminal record data.
IMPORTANT NOTE
This guidance document is designed to provide guidance to UK based organisations and individuals on how
to obtain criminal records checks from overseas countries both from the UK and in-country. It does not
provide specific guidance on how to obtain overseas criminal record checks for foreign nationals in other
countries. Organisations should seek their own legal advice when devising criminal records check policies
and processes.
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 April 2018 - May 2018. 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.
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Overseas criminal record checks
jurisdiction by country
Quick links to country-specific information within this guide.
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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 420 ALL
Certificate issued in Albanian
Turnaround 1 week
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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
certificate

Certificate of Judicial Status (Deshmi Penaliteti)

2

Department
responsible for
criminal records

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/

3

Where to apply
in country

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

4

How to apply in
country

Obtain an application form from post office. The following
information must be provided on the form:
• The individual’s full name
• The name of the individual’s father and mother
• The individual’s date and place of birth
• A statement that the applicant does/does not have
criminal convictions
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

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: http://www.ambasadat.gov.al/united-kingdom/en
Applications must be made at Albanian post offices (see link to
branches in Section 3).
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How to apply in
the UK

The application process is the same as that from Albania
(see Section 4).
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7

Who can apply

8

Cost, payment
and turnaround

•
•

Individuals
Prospective employers can apply (with written consent)

The cost of a criminal record check is 420 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.
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How results
are presented
and security
features

A Criminal Certificate will only be issued as a hard copy by post.

Languages

Certificates are available only in Albanian.

The information provided on the criminal records certificate is:
•
•
•
•

A serial number
Reference number
The date of issue
It is authorised with a tax stamp and seal of the issuing authority

There is no official translation service available.
11

Criminal
convictions
listed on
certificate

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)
Burglary – theft of goods (Vjedhje e pasurise)
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)
Traffic in narcotics (Trafikimi i narkotikeve)
Motoring offences – Obstruction of means of
transportation’s circulation (Pengimi i qarkullimit 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
Convictions of 5 to 10 years – 7 years
Convictions of 6 months to 5 years – 5 years
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.
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12

Confirming
authenticity

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://www.punetejashtme.gov.al/
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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Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

Law on Personal Data Protection No. 9887
Data Protection Law No. 8517

15

Pending
changes

None

16

Sources of
information

CPNI Guidance Document 2014

17

Sample
documents

None
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Argentina

How to obtain a criminal record check - detailed guidance

Individual/third party (with authorisation) applies in person to local National
Recidivism Registry Offices or via online form
Applications from UK are made to Consulate
Copy of fingerprints required
Cost: Typically ARS 70
Certificate issued in Spanish only
Turnaround 1–5 days
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Argentina
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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

Certificate of Criminal Records (Certificado de
Antecedentes Penales)

2

Department
responsible for
criminal records

National Recidivism Registry (Registro Nacional de Reincidencia)

3

Where to apply
in country

RNR (National Recidivism Registry – Registro Nacional de Reincidencia),
Tucumán 1353,
Ciudad Autónoma de Buenos Aires,
C1050AAA,
Argentina.
Tel: +54 (0)11 4123 3033
Fax: +54 (0)11 4123 3070/71/72
Applications for a Criminal Record Certificate can be made at a local
office, located here: http://www.dnrec.jus.gov.ar/InicioTramite/
Applications can also be made online via the portal here:
http://www.dnrec.jus.gov.ar/Atencion_Particulares.aspx?id=priv#cont
acto

4

How to apply in
country

In person to local offices. Note that some local offices require an
appointment to be made. Check with the individual office.
The following must be provided:
Completed and signed application form
Valid identity document and a copy of document
Relevant fee/receipt of payment
Full set of fingerprints (to be taken beforehand or at the office)
Power of attorney authorisation form (for third party
applications only)
Applications can also be made online via the portal using the link
in section 3.
•
•
•
•
•

5

Where to apply
in the UK

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

6

How to apply in
the UK

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:
http://www.clond.mrecic.gov.ar/userfiles/Guide%20for%20the%20On
line%20application%20form%20-%202018.pdf
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7

Who can apply

8

Cost, payment
and turnaround

•
•
•

Individuals
Authorised third party
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 of applying for the Criminal Record Certificate is established
according to the requested delivery time.
•

New Express procedure, 1 hour delay: $500.- (Only carried out
at Autodromo, La Plata, Lomas de Zamora, Migraciones, Morón,
San Isidro and San Martín).

•

Very Urgent Procedure, 6 hours delay: $300.- (Only carried out
at the Headquarters, Autodromo, La Plata, Lomas de Zamora,
San Martin, Morón, San Isidro and Migraciones).

•

Urgent procedure, delay 24 hours: $180.

•

Normal procedure, delay 5 business days: $70.

•

Teaching Procedure in 5 business days: Submit GCBA Form,
which is issued by the Teaching Assistance Sub-Department
(GOAD) - Only at Headquarters): $35.

•

Additional per residential procedure: $900.

Payment Exceptions:
•

Certificate of Poverty.

•

Certificate of Veteran of War.

•

Refugee Status Certificate.

•

Presentation by the National Ombudsman. Payment can be
made via www.pagomiscuentas.com/

You can make the payment by cash payment in cash in the authorized
branches of the Argentine National Bank, Branch Offices NET Payments,
Argentine Mail and in the own boxes of the organism in the Venues
qualified for the collection. Through electronic means through the
website of Pagomiscuentas.com and the national network of Banelco
ATMs.
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How results
are presented
and security
features

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.

10

Languages

The certificate is available in Spanish only.

11

Criminal
convictions
listed on
certificate

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.

13

12

Confirming
authenticity

By entering the website with the codes provided (security code
and procedure code), you can view your Certificate of
Background. It is digitally signed. All Digital Signature is endorsed
by a Certifying Authority (CA). In the case of the National
Recidivism Registry, said authority is ONTI (National Office of
Information Technology). Clicking here you will find the
instructions for the installation of the Certifying Authority.

13

Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

No prescriptive guidance on specific legislation available.

15

Pending
changes

None

16

Sources of
information

Atención e Información al Usuario
Registro Nacional de Reincidencia
www.dnrec.jus.gov.ar/Default.aspx
www.jus.gob.ar

17

Sample
documents

None
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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
time
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Australia
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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

National Police Certificate (NPC)

2

Department
responsible for
criminal
records

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

3

Where to
apply in
country

Australian Federal Police,
Criminal Records,
Locked Bag 8550,
CANBERRA CITY ACT 2601,
Australia.
Tel: +61 (0)2 6140 6502
Email: AFP-NationalPoliceChecks@mail2.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
Australian immigration purposes
Where the applicant resides overseas
Overseas employment
Overseas adoption
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: https://www.australia.gov.au/information-andservices/public-safety-and-law/police-and-crime-prevention/policechecks
4

How to apply
in country

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
Identification 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

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

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

•

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

•

Bank cheques and money orders are to be in Australian
dollars ($AUD) and are to be made payable to the
Australian Federal Police

•

If 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:
•
•
•
•

•
•

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
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/imag
es/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 is carried out for employment application purposes.
Please see the AFP website for further details (Section 3).
5

Where to apply
in the UK

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

6

How to apply in
the UK

The application process is the same as that from Australia (see
Section 4).
18

7

Who can apply

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.

8

Cost, payment
and turnaround

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:
• Visa
• MasterCard
• American Express
Manual application:
• Bank cheque, which must be in Australian dollars
• Money order obtainable from Australia Post
• Personal and company cheques will not be accepted. Do
not send cash
• Manual applications may be paid by credit card by
completing section 7 on the application
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.

9

How results
are presented
and security
features

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
• The certificate is printed in solvent reactive ink
• All certificates are issued as originals without any erasures or
amendments
A sample certificate showing the security features may be found at
https://www.afp.gov.au/sites/default/files/PDF/national-policecertificate-sample.pdf
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10

Languages

Certificates are available in English.

11

Criminal
convictions
listed on
certificate

As the legislation concerning spent convictions can be quite complex
and vary from State to State, where a person has a query as to whether
or not an offence may be spent or released on a NPC they should
contact the Criminal Records area of the Police in the State or Territory
where the offence in question occurred.

12

Confirming
authenticity

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

13

Official bodies
providing
advice on
interpretation
of criminal
records

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

14

Legislation

• The Criminal Code Act 1995 – applicants must not provide false or
misleading information;
• Crimes Act 1914; and
• 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).

15

Pending
changes

None

16

Sources of
information

Australian Federal Police
Australian Federal Police websites: https://afpnationalpolicechecks.
converga.com.au; www.afp.gov.au
Australian Government website: http://australia.gov.au/topics/lawand-justice/police-services/state-police-services

17

Sample
documents

None
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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 €25 or €30.70/UK €42
Certificate issued in German or English
Turnaround within Austria is instant/UK 1 to 2 weeks
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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.

22

1

Name of
certificate

Criminal Record Certificate (Strafregisterbescheinigung);
or
Criminal Record Certificate for Employment in Relation
with Children

2

Department
responsible for
criminal records

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

3

Where to apply
in country

Local police station, the police directorates (Landespolizeidirektionen)
or local authorities (municipals).
Addresses are:
LPD Burgenland
Neusiedler Straße 84
7000 Eisenstadt
Tel: +43 (0)59133/10/0
Fax: +43 (0)59133/10/1009
Email: LPD-B@polizei.gv.at
LPD Kärnten
Buchengasse 3
9020 Klagenfurt am Wörthersee
Tel: +43 (0)59133/20/0
Fax: +43 (0)59133/20/1009
Email: LPD-K@polizei.gv.at
LPD Steiermark
Straßganger Straße 280
8052 Graz
Tel: +43 (0)59133/60/0
Fax: +43 (0)59133/60/1009
Email: LPD-ST@polizei.gv.at
LPD Tirol
Standort
Kaiserjägerstraße 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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LPD Niederösterreich
Neue Herrengasse 15
3100 St. Pölten
Tel: +43 (0)59133/30/0
Fax: +43 (0)59133/30/1009
Email: LPD-N@polizei.gv.at
LPD Oberösterreich
Gruberstraße 35
4021 Linz
Tel: +43 (0)59133/40/0
Fax: +43 (0)59133/40/1009
Email: LPD-O@polizei.gv.at
LPD Salzburg
Alpenstraße 90
5020 Salzburg
Tel: +43 (0)59133/50/0
Fax: +43 (0)59133/50/1009
Email: LPD-S@polizei.gv.at
LPD Vorarlberg
Bahnhofstraße 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
4

How to apply in
country

Individuals can apply:
Online
At https://bportal.zmr.register.gv.at/at.gv.bmi.fnswebp/srb/public/StrafregisterAntragInfo
using an electronic signature card/citizen card which can be obtained
from www.buergerkarte.at
In person
•

Application forms can be found at:
https://www.help.gv.at/Portal.Node/hlpd/public/resources/d
ocuments/Antragsformular_SB_SBKJF_04_2017.pdf

•

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
marriagecertificate, or divorce decree (if applicable).

•
•

Make the payment in cash or credit card.
The certificate will be issued immediately.
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5

Where to apply
in the UK

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

6

How to apply in
the UK

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 usually takes one week to receive the certificate.
Take:
•

•

Application Form (in German) at:
https://www.help.gv.at/Portal.Node/hlpd/public/resources/d
ocuments/Antragsformular_SB_SBKJF_04_2017.pdf (see
sample in Section 17)
ID (e.g. passport); birth certificate; and marriage
certificate, or divorce decree (if applicable).

7

Who can apply

Individuals only

8

Cost, payment
and turnaround

Cost
Online or in person from Austria: Cost €30.70 or €25 online. From
Austrian Embassy in UK: Fee of €42, can be paid only in £ at the current
exchange rate, see website https://www.bmeia.gv.at/en/austrianembassy-london/service-for-citizens/identity-papers-and-otherdocuments/criminal-record-information/
Payment In cash or by postal order (made out to the Austrian Embassy).
Payment
Online – by credit card in person – by cash or credit card
Turnaround
Online or in person from Austria: The certificate is available
immediately.
From Austrian Embassy in UK: Turnaround time is approximately 1
week.
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9

How results
are presented
and security
features

Online
• Certificate can be printed
In person
• A paper hard copy
The certificate has:
• An Austrian cost of arms in the background;
• A signature; and
• A stamp.

10

Languages

The certificate is in German and English.

11

Criminal
convictions
listed on
certificate

See samples below

12

Confirming
authenticity

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:
https://www.hcch.net/en/states/authorities/details3/?aid=308

13

Official bodies
providing
advice on
interpretation
of criminal
records

Federal Police Directorate of Vienna (see Section 2)

14

Legislation

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

15

Pending
changes

None

16

Sources of
information

Federal Police Bureau Vienna
Austrian Embassy website
www.hcch.net – Hague Convention website

17

Sample
documents

Sample application form
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Bangladesh

How to obtain a criminal record check - detailed guidance
Individual/third party (with written consent) applies in person at
regional police stations or online
Applications from the UK – made in person/by post to High
Commission in London
Cost 500 BDT Certificate
issued in English
Turnaround varies
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Bangladesh
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Police Clearance Certificate (PCC)

2

Department
responsible for
criminal records

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

3

Where to apply
in country

•
•

4

How to apply in
country

At regional police stations, details of which can be found at:
https://dmp.gov.bd/find-your-local-police/
Via the online portal found at:
http://pcc.police.gov.bd/en/f?p=500:1:0

The application form is available from regional police stations.
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
Proof of payment

The DMP will provide a token with a date, serial number and details of
when the applicant must collect the certificate.
Visit the online portal using the link in section 3. Users must register
before using the system, and will need tto provide the following:
•

Online application form properly filled.

•

Scanned copy of passport information leaflet certified by
Gazetted Officer of 1st grade

•

Running Treasury worth 500 / - (Five hundred) in any code from
Bangladesh Bank / Sonali Bank (1-7301-0001-2681) or fees
charged in the case of applicable credit / debit card with
applicable service charges.
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5

Where to apply
in the UK

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

6

How to apply in
the UK

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
• A national ID card/birth certificate
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.
Online
Register and use the online portal found at
http://pcc.police.gov.bd/en/f?p=500:1:0 Required documents are:
•

Online application form properly filled.

•

Scanned copy of passport information leaflet certified by
Gazetted Officer of 1st grade

•

In the case of Bangladeshi nationals abroad, the Bangladesh
Embassy's passport information leaflet scanned by the embassy

•

In the case of foreign nationals, passport information page
scanned by the respective country's Justice of Peace.

•

3. Running Treasury worth 500 / - (Five hundred) in any code
from Bangladesh Bank / Sonali Bank (1-7301-0001-2681) or fees
charged in the case of applicable credit / debit card with
applicable service charges.

Or

Or

By post
Individuals
Complete and send the application form (available at: www.police.gov.
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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;
• A copy of a national ID card/birth certificate;
• 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
• A recent 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.
7

Who can apply

• Individuals; or
• Third parties (with written consent).

8

Cost, payment
and turnaround

The cost is 500 BDT.
Payment can be made by bank transfer through any branch of
Bangladesh Bank or Sonali Bank.
Code: 1-7301-0001-2681
Turnaround times is seven working days.
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9

How results
are presented
and security
features

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;
• Name of the issuing police station;
• Name of the district;
• Date of issue; and
• Certificate number.
Where a criminal record has been identified, the certificate includes
the following:
• Full details of father;
• Type of crime;
• Nature of offence;
• Result of case;
• Social status;
• Political involvement/activities;
• 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.

10

Languages

Certificates are issued in English only.

11

Criminal
convictions
listed on
certificate

The following categories for conviction exist in Bangladesh:
• Violence against the person;
• Sexual offences;
• Burglary;
• Robbery;
• Theft and handling of stolen goods;
• 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.

12

Confirming
authenticity

Certificates can be authenticated by the High Commission in
London (see contact detail in Section 5).
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13

Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

The Police Act No V of 1861 (amended)

15

Pending
changes

None

16

Sources of
information

High Commission for Bangladesh
Bangladesh Police
Dhaka Metropolitan Police CPNI
Guidance Document 2014

17

Sample
documents

Sample application form
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Belarus

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 BYR/from UK £35–70
Certificate issued in Russian
Turnaround times are approximately two weeks
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Belarus
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4
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9
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Languages

11
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Confirming authenticity
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Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information
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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
certificate

Certificate of Conviction (Справки о судимости)

2

Department
responsible for
criminal records

Ministry of Foreign Affairs of the Republic of Belarus
ul. Lenina,19,
Minsk 220030,
Republic of Belarus
tel. +(375 17) 327 29 22
fax +(375 17) 210 42 50, 327 45 21

3

Where to apply
in country

Request the application form from the regional departments of the
Ministry of Interior of Belarus.
Please choose the oblast (province) in which you reside for more
information:

4

How to apply in
country

•

Brest: http://www.brest-region.by/

•

Gomel:
http://www.uvd.gomel.by/Odno_okno/Informatsionnoanalitic
heskoe_upravlenie.html

•

Grodno: http://www.uvd.grodno.by/

•

Minsk: http://guvd.gov.by/analitic/

•

Mogilev: http://www.uvd.mogilev.by/iau.htm

Individual must apply in person to the address in Section 3.
With:
•
•

Evidence that payment has been made as per Section 8
Their passport

Information required:
• Surname
• First name
• Patronymic
• Date and place of birth
• Current place of residence
• Place of residence for the past 15 years
5

Where to apply
in the UK

Embassy of the Republic of Belarus,
6 Kensington Court,
London,
W8 5DL
Tel: +44 (0)207 938 5984

6

How to apply in
the UK

In person at the address in Section 5.
• Complete 2 x hard-copy application form (available
from the Embassy) see Section 5.
• The individual must:
o Take their passport as ID.
o Make the required payment as per Section 8.
• The process is the same for nationals and non-nationals.
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7

Who can apply

In Belarus
Applications can be made by:
• The individual
• 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.

8

Cost, payment
and turnaround

In Belarus
Cost
65.00 BYR
Method of payment
By bank transfer to:
Seller: Minsk
UNN 100582346
Bank: Dept. No. 539-JSC “Belinvestbank”
P/s: 3632900417019 CODE 739
Turnaround
Approximately two weeks
In UK
Cost
• £35 for citizens of Belarus.
• £70 for other citizens.
Method of payment
• 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 two weeks

9

10

How results
are presented
and security
features

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

Languages

The certificate is available in Russian.

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

There is no official translation service.
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11

12

Criminal
convictions
listed on
certificate

All criminal convictions are listed on the certificate.

Confirming
authenticity

Applicants can apply for an Apostille:

Convictions remain on record indefinitely.

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.

13

Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

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.

15

Pending
changes

None

16

Sources of
information

Embassy of the Republic of Belarus.
Belarusian Police website: www.guvd.gov.by/analitic/
CPNI Guidance Document 2014

17

Sample
documents

Application forms
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42

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
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Name of certificate
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Department responsible for criminal records

3

Where to apply in country

4

How to apply in country
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Confirming authenticity
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Official bodies providing advice on interpretation
of criminal records
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Legislation

15

Pending changes
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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

2

Name of
certificate

Extrait du Casier Judiciaire (in French)

Department
responsible for
criminal records

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

Uittreksel Uit Het Strafregister (in Dutch)

French-speaking
SPF Justice,
DG Organisation Judiciaire,
Casier Judiciaire Central,
115 Boulevard de Waterloo,
1000 Bruxelles,
Belgium.
Tel: +32 (0) 2 552 27 47
Internet: www.just.fgov.be/index_fr.htm
Email: CasierJudiciaire@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
Internet: www.just.fgov.be/index_nl.htm
Email: Strafregister@just.fgov.be
3

Where to apply
in country

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.

4

How to apply in
country

There is no application form.
Applicants must write a letter or email including the following
information:
•
•
•
•
•
•

Full name
Address
Date and place of birth
Reason for the request (e.g. employment)
Signature of the applicant
Photocopy of the applicant’s national ID card
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Applicants can apply by post, email, 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.

Email
•
•

The applicant’s ID card must be scanned and sent as an
attachment in the email.
Email applications are sent to: Strafregister@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.

5

Where to apply
in the UK

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

6

How to apply in
the UK

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

7

Who can apply

•

Individuals

•

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.
8

Cost, payment
and turnaround

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.
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9

How results
are presented
and security
features

The certificate will contain the following personal information:
Full name
Place of birth
Date of birth
Profession
Nationality
Commune
Address
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.
10

Languages

French, Dutch or German
No translation service is available.

11

Criminal
convictions
listed on
certificate

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

Violence against the person (NL: geweld tegen personen FR:
violence contre les personnes)
Sexual offences (NL: sexuele delicten FR: les infractions sexuelles)
Burglary (NL: inbraak FR: cambriolage)
Robbery (NL: diefstal FR: vol)
Theft and handling stolen goods (NL: heling FR: recel)
Fraud and forgery (NL: namaak/vervalsing FR: contrefaçon de
biens/ falsification)
Criminal damage (NL: vandalisme FR: vandalisme)
Drug offences (NL: drugsdelicten FR: les infractions des drogue)
Motoring offences (NL: verkeersdelicten FR: les infractions de
traffic)

Convictions are removed automatically when they become “spent”.
12

Confirming
authenticity

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:
https://www.hcch.net/es/news-archive/details/?varevent=593

13

Official bodies
providing
advice on
interpretation
of criminal
records

None
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14

Legislation

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_a1.pl?language=fr&la=F&table_
name=loi&cn=2001071965&&caller=list&fromtab=loi&tri=dd+AS+RA
NK (French)
www.ejustice.just.fgov.be/cgi_loi/change_lg.pl?language=nl&la=N&c
n=2001071965&table_name=wet (Dutch)

15

Pending
changes

16

Sources of
information

Casier Judiciaire Central

Sample
documents

None

17

None

Hague Conference on Private International Law www.hcch.net
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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: Typically 5 – 10 BAM
Certificate issued in Bosnian
Turnaround is 1 – 5 working days
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Bosnia-Herzegovina
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Certificate of No Criminal Conviction or Sentencing
Certificate

2

Department
responsible for
criminal records

The Ministry of Justice,
Valtera Perića 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.

3

Where to apply
in country

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; muplivno@yahoo.com
Regional courts:
The link below contains a list of all municipal courts in Bosnia and
Herzegovina:
www.mpr.gov.ba/en/

4

How to apply in
country

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:
•
•
•

Complete application form (available at regional Ministry of
Internal Affairs offices) in the presence of an official
Pay the relevant fee
Provide ID documentation
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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:
•
•
•
•
5

Where to apply
in the UK

ID documents for the third party
Power of Attorney letter
Birth certificate of the individual
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/world/organisations/british-embassysarajevo
Third party applications can be made through the contact details in
Section 3.
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6

How to apply in
the UK

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:
•
•
•

Written consent
State the purpose and legal basis for the application
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.
7

Who can apply

8

Cost, payment
and turnaround

•
•

Individuals
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 5 and 10
BAM, with exception for Bosansko-podrinjski kanton (Goražde) the cost
is 60 BAM and for Kanton Sarajevo the cost is 35 BAM.
Payment can be made by:
•
•

Cash
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.
The turnaround time: 1-5 working days.
9

How results
are presented
and security
features

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
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
A statement that the individual has had no convictions
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10

Languages

Certificates are issued only in Bosnian.
There is no official translation service.

11

Criminal
convictions
listed on
certificate

Categories of criminal conviction in Bosnia:
•
•
•
•
•
•

Violence against the person and sexual offences (Zlocin
protiv covjecnosti)
Burglary, robbery or theft (Krada)
Fraud and forgery (Prijevara u sluzbi)
Criminal damage (Unistenje i ostecenje tude stvari)
Drug offences (Neovlasteni promet opojnim drogama)
Motoring offences (Ugrozavanje javnog prometa zbog
intoksikacije).

Other major categories of offences include:
•
•
•
•

Money laundering
Money counterfeiting
Tax evasion
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
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.
12

Confirming
authenticity

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:
https://www.hcch.net/en/states/authorities/details3/?aid=311

13

Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

The Criminal Procedure Code of Bosnia and Herzegovina
Law on Administrative Fees
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15

Pending
changes

Pending changes were advised but no further information was
provided.

16

Sources of
information

Bosnia and Herzegovina Embassy
CPNI Guidance Document 2014
Hague Conference on Private International Law www.hcch.net

17

Sample
documents

None
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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
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Criminal Background Certificate (Certidão de
Antecedentes Criminais)

2

Department
responsible for
criminal records

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

3

Where to apply
in country

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:
http://www.pf.gov.br/institucional/unidades/superintendenciase-delegacias

4

How to apply in
country

In person
•

•
•

Download, print, fill in application form at:
www.dpf.gov.br/ servicos/antecedentes-criminais/
and sign it
Take to regional office (see Section 3)
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:
•
•

•
•

Completed application form, printed and signed by the attorney
Power of attorney granting specific powers to the expedition
of the certificate of criminal records, with notarised, or similar
body abroad
Legible photocopy of the identity card of the applicant
Legible photocopy of the identity card of the attorney

Online
• Via the application portal – www.dpf.gov.br/servicos/antecedentescriminais/
• Providing details of:
o Name of mother and father
o Date of birth
o Nationality
o Birth state
o 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/
5

Where to apply
in the UK

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

6

How to apply in
the UK

Applications can be made online as detailed in Section 4.

7

Who can apply

•
•

Individuals
Third party or employer (with notarised power of attorney)
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8

Cost, payment
and turnaround

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.

9

10

How results
are presented
and security
features
Languages

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.

11

Criminal
convictions
listed on
certificate

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.

12

Confirming
authenticity

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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13

Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

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).

15

Pending
changes

None

16

Sources of
information

Brazilian Police Attaché Office, London

Sample
documents

Sample certificate

17

Department of Federal Police www.dpf.gov.br
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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 5 BGL/£21 in UK
Certificate issued in Bulgarian
Turnaround 1 to 3 days/UK plus postage time
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Bulgaria
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Criminal Record Certificate (Свидетелство за
съдимост)

2

Department
responsible for
criminal records

The Central Judiciary Bureau of the Ministry of Justice

3

Where to apply
in country

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:
http://vssold.justice.bg/bg/srvpages/ssyst-data/use-data-showall.php?sender=005

4

How to apply in
country

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:
•
•
•

ID card
Original birth certificate
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.
5

Where to apply
in the UK

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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6

How to apply in
the UK

7

Who can apply

8

Cost, payment
and turnaround

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
Third parties (with consent)

•
•
Cost
•

In country: BGN 5.00

•

Within UK: £21.00 (additional fees may be levied through the
Bulgarian Embassy).

Payment
• Central Office of Criminal Records:
Bank transfer to:
o Bank account of the Central Office of Criminal Records
o IBAN: BG09BNBG96613000173701
o 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).
Bulgarian Embassy in the UK:
o 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 days
after the application has been submitted (7 days within the UK).
9

How results
are presented
and security
features

A certificate may be issued:
•

As a hard copy for personal collection

As an electronic document, if the application is submitted
online
The certificate contains the following details:
•

•
•
•
•
•
•
•
•

The individual’s full name
The individual’s personal identification number
The individual’s date and place of birth
The individual’s nationality
The names of the individual’s parents
Details of any convictions
The purpose for which the certificate is issued (if this is
employment, the exact job title will be indicated)
A stamp and signature of an official
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The Conviction Status Certificate contains the following security
features:
•
•
•
•

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
Date of issue
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
“ТАКСУВАНО” (“Fee Paid”)

Spent convictions will be removed except when the rehabilitation does
not erase the consequences of the conviction.
10

Languages

Certificates are issued only in Bulgarian.
There is no official translation service.

11

Criminal
convictions
listed on
certificate

Categories of criminal conviction in Bulgaria include:
•
•
•
•
•
•
•
•

•

Crimes against the person (Престъпления против
личността)
Sexual offences (Разврат)
Тheft (Кражба)
Robbery (Грабеж)
Handling of stolen goods (Вещно укривателство)
Fraud and crimes related to documents (Измама и
Документни престъпления)
Destruction and damage (Унищожаване и повреждане)
Crimes related to the use and distribution of drugs
(Престъпления свързани с употреба и пренасяне на
наркотици)
Transport and communications crimes
(Престъпления по транспорта и съобщенията)

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:
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
• 15 years - for imprisonment of over 10 years
• 10 years - for imprisonment of between 3 and 10 years
• 05 years - for imprisonment of less than 3 years
• 02 years - all other instances
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12

Confirming
authenticity

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:
https://www.hcch.net/en/states/authorities/details3/?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/

13

Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

Penal Code of Bulgaria
Law on Electronic Document and Electronic Signature
Law on Protection of Personal Data

15

Pending
changes

None

16

Sources of
information

CPNI Guidance Document 2014
In country legal resource
Hague Conference on Private International Law: www.hcch.net

17

Sample
documents

Sample online certificate
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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
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Name of certificate

2

Department responsible for criminal records

3

Where to apply in country

4

How to apply in country
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Where to apply in the UK

6

How to apply in the UK

7

Who can apply

8
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9

How results are presented and security features

10
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11

Criminal convictions listed on certificate

12

Confirming authenticity
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Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Certified Criminal Record Check

2

Department
responsible for
criminal records

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

3

Where to apply
in country

By post
Director General,
Canadian Criminal Real Time Identification Services (CCRTIS),
RCMP,
NPS Bldg,
1200 Vanier Parkway,
Ottawa ON K1A 0R2,
Canada.
Email: ccrtis-scictr@rcmp-grc.gc.ca
Tel: + 613-998-6362 (7:30am until 3:30pm Eastern Standard Time)
By courier
Director General,
Canadian Criminal Real Time Identification Services (CCRTIS),
RCMP, NPS Bldg., Loading Dock #1,
1200 Vanier Parkway,
Ottawa ON K1A 0R2,
Canada.

4

How to apply in
country

Information required
The individual must:
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:
o Full name
o Date of birth
o Gender
o Mailing address
o Phone number
o Fax number
o Email address
o Processing fee
o Third-party consent letter (if applicable)
• 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.
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Third parties/employers
The information may be released to a third party as long as:
The individual has provided provide written consent
authorizing the RCMP to release their criminal record
information to the third party/ employer
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
The consent must be an original document

•

•

•

Fingerprints
Criminal record checks that involve the use of fingerprints are
known as "certified criminal record checks." If the local police or
your employer request fingerprints for your criminal record check,
two steps are involved:
Step 1: Have your fingerprints taken
•

Contact your local police service or an accredited
fingerprinting company to have your fingerprints taken.
You will be asked to review information on your
application form prior to the police agency or
authorized agency submitting it to the RCMP's Canadian
Criminal Real Time Identification Services (CCRTIS).

•

Ensure all information is accurate and complete prior to
submission to CCRTIS in order to avoid having to resubmit your application and further processing fees.

Step 2: Provide the following information to the person taking
your fingerprints:
•

Inform the local police agency or accredited
fingerprinting company of the reason for the certified
criminal record check. It can include:
o

Adoptions – Canadian and International

o

Foreign travel – Visas, U.S. Waivers, Border
Crossing

o

Employment – specify the job title and the name
of the employer (do not use abbreviations)

o

Volunteer work – specify the job title and the
name of the business/organization

o

Applications for immigration to Canada (In the
"Name and Address of Contributing
Agency/Department" portion of the form, you
must include the name and address of the
Canadian Immigration Center, Embassy, Consulate
or High Commission handling the case.)

o

Applications for Canadian Citizenship

o

Applications to obtain criminal record to apply for
a record suspension

o

Name change
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o

Permanent residency in foreign countries (all
countries except Canada)

o

Requests under the Privacy Act, including for U.S.
waivers

5

Where to apply
in the UK

Applications must be made to the addresses in Section 3.

6

How to apply in
the UK

Application process
The application process is the same as that from Canada (see Section
4).
Fingerprinting
To submit fingerprints to the RCMP's Canadian Criminal Real Time
Identification Services (CCRTIS) from outside of Canada, you must first
contact the local police of jurisdiction where you are staying outside
Canada and who can provide you with a copy of your fingerprints.
Ensure you get the name and address of the police agency as well as the
signature and name of the official taking the fingerprints. Also ensure all
ten fingers are taken with black ink.
Next, you must contact an accredited company within Canada who can
convert the paper fingerprint forms taken outside of Canada and submit
them to CCRTIS electronically

7

Who can apply

8

Cost, payment
and turnaround

•
•

Individuals
Third parties/employers (with signed consent)

Cost
A certified criminal record check – also known as a fingerprint-based
criminal record check – may require local and/or federal processing fees.
Local service fees:
Local fees are determined by the local police agency or the accredited
fingerprinting agency taking your fingerprints. Contact them directly if
you would like more information about fees they charge. The fee
charged by your local police is in addition to the federal fee.
Federal processing fees:
The federal processing fee is CDN$ 25 for each criminal record check;
however, the federal fee is waived in some cases. The federal fee is
collected by the police service or accredited fingerprint company taking
your fingerprints. The federal fee is in addition to fees charged by your
local police or accredited company.
Turnaround
If there is NO match to a criminal record:
•

3 business days or less

If manual processing is involved and/or if there is a possible match to a
criminal record
•

120 business days - In some cases more time may be required
due to the submission of incomplete information or in an effort
to clarify parts of the application with local police. This process
ensures the information that is released by CCRTIS is complete
and accurate.
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9

How results
are presented
and security
features

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
• The Criminal Record Certificate (C-480)
If there are no criminal convictions the return mailing address page
will have an embossment of the RCMP logo in the bottom right hand
corner.
If there are convictions the embossment will be on the C-480.
•

10

Languages

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.

11

Criminal
convictions
listed on
certificate

All convictions are listed on the certificate.

12

Confirming
authenticity

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

13

Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

The Identification of Criminals Act 1985

A conviction will stay on a criminal record until 125 years after the
date of birth of the individual.

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
15

Pending
changes

None

16

Sources of
information

RCMP

Sample
documents

None

17

http://www.rcmp.gc.ca/en/criminal-records
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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
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China (People’s Republic of)
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Certificate of No-Criminal Record (无犯罪记录证明 or
Wu Fan Zui Ji Lu Zheng Ming)

2

Department
responsible for
criminal records

There are separate local authorities covering each region.

3

Where to apply
in country

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.

4

How to apply in
country

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 (sample application form in Section 17).
Required documents vary at each PSB; however, the following are
usually required for non-Chinese nationals:
•
•
•
•
•

Original passport with residence permit
Photocopies of the passport photo page, Chinese visa and
Chinese entry/exit stamps
Original work permit
Original temporary residence registration form
Original letter of verification issued by the employer stating
that the individual has no criminal record

5

Where to apply
in the UK

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

6

How to apply in
the UK

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

7

Who can apply

8

Cost, payment
and turnaround

•
•

Individuals
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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9

How results
are presented
and security
features

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:
•
•
•
•
•

Individual’s full name
Nationality
Passport number
Date of birth
Duration of stay

See Section 17 for a sample certificate.
10

Languages

Certificates are only available in Chinese.
There is no official translation service available.

11

Criminal
convictions
listed on
certificate

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

12

Confirming
authenticity

The Chinese Embassy cannot legalize a Certificate of No Criminal Record.
The notarized document should be legalized through the appropriate
agencies or by the authorized local Foreign Affairs Offices, according to
the consular district where the applicant lives or works.

13

Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

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

15

Pending
changes

None

16

Sources of
information

In Country Legal Resource

17

Sample
documents

Sample certificate

Criminal record information is not removed from the records.
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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
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

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

2

Department
responsible for
criminal records

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

3

Where to apply
in country

The Department for Criminal Records (Odjel Kaznene
Evidencije),
Ministarstvo Pravosudja,
Directorate for criminal law,
Zagreb,
Ulica grada Vukovara 49,
Croatia.
Web: www.pravosudje.hr

4

How to apply in
country

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.

5

Where to apply
in the UK

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

6

How to apply in
the UK

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)
• 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.

7

Who can apply

A CNO can be obtained for residents, non-residents, citizens and noncitizens who have resided in Croatia for a significant period.
Applications can be made by:
• Individuals
• Third parties (with the written consent of an individual and
identification documents relating to the applicant).
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8

Cost, payment
and turnaround

Cost
The cost is 40 HRK.
Turnaround
In person – issued immediately.
By post – approximately 1 week.

9

How results
are presented
and security
features

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 Head of department for criminal records.
The information contained in CNO includes the following:
• Name of the individual
• Address
• Details of convictions (where relevant)
• Details of proceedings which may restrict an individual from
performing certain duties (where relevant)

10

Languages

Certificates are issued only in Croatian.

11

Criminal
convictions
listed on
certificate

Criminal Code 125/11, 144/12, 56/15, 61/15 published in Official
Gazette (Narodne novine).

12

Confirming
authenticity

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:
https://www.hcch.net/en/states/authorities/details3/?aid=315

13

Official bodies
providing
advice on
interpretation
of criminal
records

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

14

Legislation

The Law on Legal effects of conviction, criminal records and
rehabilitation

15

Pending
changes

None

16

Sources of
information

Ministry of Justice – Republic of Croatia

Main criminal offences are listed on certificate.

Criminal Code
CPNI Guidance Document 2014
www.hcch.net – Hague Convention website

17

Sample
documents

None
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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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Cyprus
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Police Clearance Certificate

2

Department
responsible for
criminal records

Criminal Record Office in Nicosia (see Section 3)

3

Where to apply
in country

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:
http://www.police.gov.cy/police/police.nsf/dmldocuments_en/dml
documents_en?OpenDocument under “District Departments”.
Other citizens must apply at:
Criminal Record Office,
Police Headquarters,
Department C,
Evangelou Floraki Street,
1478 Nicosia,
Cyprus.

4

How to apply in
country

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:
http://www.police.gov.cy/police/police.nsf/All/9D5F063F1BCD709BC2
2578A900272470?OpenDocument
(see sample form in Section 17).
Every application must be accompanied by:
•
•
•
•

5

Where to apply
in the UK

An official receipt for the payment of the amount of €20
A copy of an identity card or passport for Cypriot citizens
If applicable, a copy of an Alien Book, Pink Slip or Yellow
Slip and passport for Aliens
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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6

How to apply in
the UK

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).

7

Who can apply

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.

8

Cost, payment
and turnaround

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

Turnaround
•
•

In Cyprus – the same day
From the UK – the procedure takes 1–2 months
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9

How results
are presented
and security
features

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
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
The sentence that is imposed by the court
Other personal
information

Both types of certificates include:
• A unique receipt number
• A stamp and signature by a police officer
Samples of Certificate of Clear Criminal Record and Certificate of
Criminal Record are in Section 17.
10

Languages

Certificates are available in English or Greek.

11

Criminal
convictions
listed on
certificate

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)
Any second conviction that has not been rehabilitated

12

Confirming
authenticity

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

13

Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

Police Law N. 73(I)/2004
Rehabilitation of Offenders Law 70/1981
Criminal records are subject to the provisions of the processing of
personal data law 138(I)/2001.

15

Pending
changes

None
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16

Sources of
information

Criminal Records Office

17

Sample
documents

Sample application form
Sample certificate
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Sample Certificate of Clear Criminal Record

91

Sample Certificate of Criminal Record
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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 CZK/From UK 200 CZK
Certificate issued in Czech
Turnaround in country instant –20 days/UK 4 weeks
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Czech Republic
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Extract of Criminal Record (Opis z Rejstříku Trestů)

2

Department
responsible for
criminal records

Criminal Register of the Czech Republic (Rejstřík trestů)

3

Where to apply
in country

Rejstřík trestů,
Soudní 1,
140 66 Praha 4,
Data box: vtqabcz,
Czech Republic.
Email: rejstrik@rejtr.justice.cz
Web: http://portal.justice.cz

4

How to apply in
country

In person
•

•
•

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)
From a local and municipal authority
From the Criminal Register of the Czech Republic (see Section 3)

Online
•

With regard to implementation of Regulation 910/2014 of the
23rd July 2014 on electronic identification to Czech legislation, it is
not possible to apply online

Verifying identity – in person
•

•
•

•

•

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.
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.
95

5

Where to apply in
the UK

In person
Embassy of the Czech Republic, 26–
30 Kensington Palace Gardens,
London,
W8 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).

6

How to apply in
the UK

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:
• Name and surname at birth – Jméno a původní (rodné příjmení)
• Present surname – Nynější příjmení
• Personal ID number (applicable only to persons born in the
Czech Republic) – Rodné číslo
• Date of birth – Den, měsíc a rok narození
• Place of birth (city, district, country) – Místo narození
• Forename and surname of father – Jméno a příjmení otce
• Forename and surname of mother – Jméno a příjmení matky
• Mother´s maiden surname – Rodné příjmení matky
• Individual’s permanent address – Trvalý pobyt žadatele
• Individual’s signature – Podpis žadatele
• Take a valid passport or ID card
The Extract can be returned to the individual´s home address if they
provide prepaid special delivery envelope.
•

Online
•

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

Verifying identity – in person
•

•
•

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.
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
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•

•

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.

Verifying identity – online
• As for in person, however scanned copies of original documents
are acceptable.

7

Who can apply

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

•
•

•

8

Cost, payment
and turnaround

From the Czech Republic
Cost
100 CZK.
Payment methods
Payment can be made by:
•
•

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

If the Extract is requested with an attachment containing
records from other EU members states

•

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
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From the UK
Cost
• Online 100 CZK
• From the Czech embassy in the UK 200 CZK
Payment methods:
Cash
Postal order to the “Czech Embassy”
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
•
•
•

•

9

How results
are presented
and security
features

The certificate includes:
•
•
•
•
•

10

Languages

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 date and time of the request
The individual’s name
Date of birth
A statement as to whether the individual does/does not
have a criminal record
An official stamp and signature

The Extract of Criminal Record is only available in Czech.
There is no official translation service.

11

12

Criminal
convictions
listed on
certificate

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.

Confirming
authenticity

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

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

This is a free service.
13

Official bodies
providing
advice on
interpretation
of criminal
records

The Criminal Register of the Czech Republic can provide advice on
interpretation of criminal records (see Section 3).
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14

Legislation

•

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

•

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

•

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

•

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

•

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
– Pplk. Sochora 27,170 00 Praha 7
15

Pending
changes

None

16

Sources of
information

Criminal Register of the Czech Republic

17

Sample
documents

Sample application form

99

100

Sample Certificate (No Convictions Present)
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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
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Denmark
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Privat Straffeattest

2

Department
responsible for
criminal records

National Police Authority (Rigspolitiet)

3

Where to apply
in country

Københavns Vestegns Politi
Administrativt Center Øst
Kriminalregisteret
Postboks 59
2630 Taastrup
Email: Kbhv-acoe-kr@politi.dk

4

How to apply in
country

Applications can be made in the following ways:
In person
•
•
•
•

At the nearest police station (see contact details in Section 3)
Take identification
If there are no criminal convictions, the certificate will be
issued immediately
If there are convictions, the certificate will be issued by post

By email
• Send an email to address in Section 3
• Include the following:
o Name
o Date of birth
o Postal address
o A copy of the individual’s passport
• The email must be electronically signed by the individual
• The certificate will be returned by post
5

Where to apply
in the UK

By email or post to the contacts in Section 3.

6

How to apply in
the UK

By email
The process is the same as in Section 4
By Post
A free-form letter which must include:
•
•
•
•

Name
Date of birth
Postal address
A copy of the individual’s passport

The letter must be signed by the individual.
The certificate will be returned by post.

104

7

Who can apply

•
•

8

9

Individuals who are Danish citizens or others who have
lived in Denmark for more than 6 months
Employers/third parties with the individual’s consent and a
copy of their passport

Cost, payment
and turnaround

A criminal record certificate is issued free of charge.

How results
are presented
and security
features

Certificates are issued on A4 paper with:

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

•
•
•
•
•
•
•
•

The individual’s name
Address
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
An official stamp

A sample certificate can be found in Section 17.
10

Languages

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.

11

Criminal
convictions
listed on
certificate

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.

12

Confirming
authenticity

Authenticity can be confirmed at:
Ministry of Foreign Affairs, Legaliseringen,
Asiatisk Plads 2B,
DK-1448 København K,
Denmark.
Tel: +45 (0) 33 92 12 33
Fax: +45 (0) 33 92 01 38
Email: legalisering@um.dk
Cost is 190 DKK and the turnaround time is 5–10 working days.
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13

Official bodies
providing
advice on
interpretation
of criminal
records

Københavns Vestegns Politi
Administrativt Center Øst
Kriminalregisteret
Postboks 59
2630 Taastrup

14

Legislation

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

15

Pending
changes

None

16

Sources of
information

Ministry of Foreign Affairs: http://um.dk/en/travel-and-residence/
legalisation/
Danish National Police – Center of Public Law

17

Sample
documents

Sample application form
Sample certificate
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Sample Certificate
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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 €0–4
Certificate issued in Estonian
Turnaround instant–2 working days
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Estonia
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Certified notice from the Criminal Records Database

2

Department
responsible for
criminal records

Centre of Registers and Information Systems – on behalf of the
Ministry of Justice,
Karistusregister,
Lõkke 4,
19081,
Tallinn,
Estonia.
Tel: +372 663 6300
Fax: +372 646 0165
Email: rik@just.ee
Webpage: www.rik.ee
For information
Tel: +372 663 6359
Email: info@karistusregister.ee

3

Where to apply
in country

Applications can be made through the e-File website:
https://www.e-toimik.ee/ (in Estonian).
By post:
Karistusregister
Lõkke 4,
10122,
Tallinn,
Estonia
Email: paring@karistusregister.ee

4

How to apply in
country

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@karistusregister.ee
An application form is available 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
Name and number of the ID document (passport or ID card)
must be provided
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5

Where to apply
in the UK

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

6

How to apply in
the UK

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

7

Who can apply

8

Cost, payment
and turnaround

•
•
•

Individuals
Third parties (with power of attorney)
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
•
•

The first enquiry is free
Subsequent enquiries are €4

Third parties
Via e-File website
•

Free to €4

Via email or post
•

€4

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):
SEB Pank – 10220034796011; (IBAN EE 89 1010 2200 3479 6011)
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
•

Issued within 2 working days after the date of receipt of the
request.
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9

How results
are presented
and security
features

•

•
•

•

10

Languages

The certificate contains:
o A list of convictions or statement that the individual
has not been entered on the register;
o Individual’s given name and surname;
o Personal ID code or date and place of birth;
o Sex;
o Name of the court which made the judgment etc.;
o Section, subsection and clause of the Penal Code
or other Act which is the basis for the judgment
etc; and
o 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,
44 Queen's Gate Terrace,
London,
SW7 5PJ
Tel: +44 (0) 207 838 5388
Fax: +44 (0) 207 589 3430
Email: london@mfa.ee
Website URL: www.london.mfa.ee
It is advised to check the cost of this service direct with the Embassy.
The cost at the time of this report is approximately £27.
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11

Criminal
convictions
listed on
certificate

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:
•

•

•

•

•
•
•
•
•
•

1 year:
o 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.
2 years:
o After payment of a fine or service of detention imposed
for a misdemeanour concerning tax
o After coercive psychiatric punishment of an individual or
application of a sanction to a person under 18 years old
o After the termination of administration of addiction
treatment of drug addicts or complex treatment of sex
offenders
3 years
o After the enforcement of a pecuniary punishment or a
judgment for compulsory dissolution imposed for a
criminal offence;
o After the end of the probationary period determined
upon release on parole or conditional release from a
pecuniary punishment; and
o After the performance of community service.
5 years
o After imprisonment of up to 3 to 5 years was served.
10 years
o After imprisonment of 5 to 20 years was served.
15 years
o 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:
• 1 year
o 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
o After coercive psychiatric punishment of an individual;
o After the termination of administration of addiction
treatment of drug addicts
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•

•
•

2 years
o After the enforcement of a pecuniary punishment
imposed for a criminal offence
o After the end of the probationary period determined
upon release on parole or conditional release from a
pecuniary punishment
o After the performance of community service
3 years
o After imprisonment of up to 5 years was served
5 years
o After imprisonment of 5 to 10 years was served

Old convictions are not listed on Notices of the Criminal Records
Database.
12

Confirming
authenticity

A query can be made to the Criminal Records Database Register of
the Centre of Registers and Information Systems (see Section 2).

13

Official bodies
providing
advice on
interpretation
of criminal
records

Advice can be obtained from the Criminal Records Database of
the Centre of Registers and Information Systems (see Section 2).

Legislation

• Punishment Register Act 2011
• Penal Code 2001
• Archives Act 1935

14

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

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.
15

Pending
changes

None

16

Sources of
information

Centre of Registers and Information Systems

17

Sample
documents

Sample application
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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
Certificate issued in English, Finnish, French, German, Spanish,
Swedish
Turnaround 7 working days plus postage time
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Finland
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Criminal Record Extracts and Security Clearances

2

Department
responsible for
criminal records

Legal Register Centre (Oikeusrekisterikeskus), operating under the
Ministry of Justice.

3

Where to apply
in country

Extracts 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.O. Box 157,
FI-13101 Hämeenlinna,
Finland.
Tel: +358 (0) 29 566 5770
Fax: +358 (0) 29 56 65 783
Internet: www.oikeusrekisterikeskus.fi
Email: oikeusrekisterikeskus@om.fi
Online: https://www.suomi.fi/welcome-to-the-renewed-suomifi
Security Clearance Checks
Applications for standard and comprehensive security clearance checks
(see Section 4) are processed by the Finnish Security Intelligence
Service (SUPO). The contact details are:
Finnish Security
Intelligence Service,
Ratakatu 12,
P.O. Box 151,
00121 Helsinki,
Finland.
Tel: +358 295 480 131 (switchboard)
Email: suojelupoliisi(at)supo.fi
Web: http://www.supo.fi/
Applications for concise security clearance checks are handled by local
police stations. The location of these stations can be found by using the
search function here:
https://www.poliisi.fi/
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4

How to apply in
country

Types of certificate:
The type of criminal record certificates available for employment
purposes are:
Criminal records extract for working with children
A criminal records extract for working with children should be given to
an employer, authority, educational institution or voluntary organisation
in Finland when you begin working with children. An employee’s and
student’s criminal records extract can only be issued personally to the
employee or student named in the extract. For example, you cannot
authorise your employer to order an extract. If you need a criminal
history extract for working with children as a volunteer, the voluntary
organisation will order the extract with your consent. This extract can
only be presented to a Finnish employer, permit authority, educational
institution or voluntary organisation. The recipient of a criminal history
extract may not collect or retain the information disclosed in the extract.
The recipient may only make a note about having seen the extract and,
at the same time, record the identifying data of the extract, i.e. the
name of the person in the extract and the date of the extract.
Applications may be printed or completed online by clicking on the link:
Criminal Records Extract for Working with Children
Extract for abroad
If you are a private individual, in addition to your criminal history
extract you can order an extract of your entries for a visa, work permit,
residence permit or similar purpose for presenting to an authority
abroad.
If your criminal record does not have entries, it can be written in English,
German, French or Spanish. You cannot order an extract by telephone.
Order the extract by writing an informal application, or use the form or
online service meant for this purpose. You can send your application by
post, online or by e-mail. You will be sent your application by post to the
address given in your application.
Applications may be printed or completed online by clicking on the link:
Criminal Records Extract for abroad
Extract for the procurement procedure
Since the new procurement process legislation (government proposal HE
108/2016 vp) entered into force on 1 January 2017, the Legal Register
Centre has also issued criminal records extracts for procurement
procedures. You might need a criminal record extract to present to the
procurement unit.
A company/entity can apply to the Legal Register Centre for criminal
records extracts for the procurement procedure concerning the
members of administration, management or supervisory body or
persons who exercise representative, decision-making or supervisory
powers. To disclose information, the consent of the person named in the
application is needed. Enclose the consent to your application.
The Legal Register Centre cannot assess whether the person is suitable
for the task mentioned above. The company/entity presenting the
extracts must assess the suitability.
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Extracts are given for public procurement units in Finland and abroad. If
the person’s criminal record extract does not have entries, it can be
supplied in English.
The extract will be valid for one year from the date of issue, and the
same extract can be presented to more than one procurement unit.
Criminal records extract for volunteering
From May 2014, voluntary organisations have been able to check the
criminal history of their volunteers, subject to certain conditions.
The voluntary organisation can check a volunteer’s criminal history if the
position involves:
•

Regular and substantial teaching, guidance, treatment or care of
a child or time otherwise spent together with a child

•

Personal interaction with a child

•

Managing a task alone or in circumstances where a child’s
personal integrity cannot be guaranteed despite the organiser of
the activity having a guideline or procedure for the activity that
seeks to safeguard the child’s personal integrity.

You may only check the criminal history of volunteers who have joined
the activity after the Act entered into force on 1 May 2014.
For your voluntary organisation to have access to the checking
procedure, you must first draw up instructions for the measures you are
taking to safeguard the personal integrity of children who participate in
your activities.
In addition, the organisation must assess the positions for which a
criminal history check is considered necessary. When you recruit
volunteers and advertise these positions, you must inform your
candidates that you will need their criminal record extract.
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/FCBCB8E0FB91412CC2256F5E004DE724?opendocu
ment
Application process
5

Where to apply
in the UK

Applications are made in the same way as those from Finland (see
Section 3).
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6

How to apply in
the UK

The correct process for applying for a criminal record certificate from
the UK is the same as from Finland (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.

7

Who can apply

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.

8

Cost, payment
and turnaround

Cost and payment
All Criminal Records Extracts are €12.00
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.

9

How results
are presented
and security
features

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.

10

Languages

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.
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11

Criminal
convictions
listed on
certificate

Categories of Criminal Conviction
•

A criminal record contains the following judgments:

•

Unconditional imprisonment and conditional imprisonment

•

Monitoring sentence

•

Conditional imprisonment, plus fine (supplementary fine),
community service or monitoring

•

Community service instead of unconditional imprisonment

•

Juvenile penalty, or fine instead of juvenile penalty

•

Dismissal

•

Punishment waived due to criminal irresponsibility

•

Only these fines and conversion sentences for unpaid fines are
saved in the criminal records. 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.

Criminal records extract for working with children
•

•

•

Offences against children
o

Distribution of sexually obscene pictures

o

Aggravated distribution of sexually obscene pictures
depicting children

o

Possession of a sexually offensive picture depicting a
child

o

Sexual abuse of a child

o

Aggravated sexual abuse of a child

o

Purchase of sexual services from a young person

o

Sexual grooming of a child

Sex offences
o

Rape

o

Aggravated rape

o

Coercion into sexual intercourse

o

Coercion into a sexual act

o

Sexual abuse

o

Abuse of a victim of prostitution

o

Pandering

o

Aggravated pandering

o

Unlawful marketing of obscene material

Violent offences
o

Manslaughter

o

Murder

o

Killing
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•

•

o

Aggravated assault

o

Aggravated robbery

Offences against personal liberty
o

Trafficking in human beings

o

Aggravated trafficking in human beings

Narcotics offences
o

Narcotics offence

o

Aggravated narcotics offence

o

Unlawful use of narcotics

o

Preparation of a narcotics offence

o

Abetting a narcotics offence

o

Abetting an aggravated narcotics offence

•

Your extract will also include information about any fines held in
the fines register that have been sentenced for offences against
children or sex offences, or for similar offences sentenced in
another European Union Member State. Finally, your extract will
include information about any bans on working with or
otherwise dealing with children that have been imposed in
another European Union Member State.

•

If you are not guilty of any of the offences given above, your
criminal records extract includes a note of this. Therefore, the
criminal records extract will not show any information other
than the offences listed above, even if there are other entries in
the record.

Extract for the procurement procedure

•

Giving of bribes

•

Aggravated giving of bribes

•

Giving of bribes to a member of Parliament

•

Aggravated giving of bribes to a member of Parliament

•

Participation in the activity of a criminal organisation

•

Trafficking in human beings

•

Aggravated trafficking in human beings

•

Tax fraud

•

Aggravated tax fraud

•

Employment pension insurance premium fraud

•

Aggravated employment pension insurance premium fraud

•

Subsidy fraud

•

Aggravated subsidy fraud

•

Misuse of subsidy

•

Bribery in business
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•

Aggravated bribery in business

•

Acceptance of a bribe in business

•

Aggravated acceptance of a bribe in business

•

Money laundering

•

Aggravated money laundering

•

Conspiracy for the commission of aggravated money laundering

•

Negligent money laundering

•

Offences made with terrorist intent

•

Preparation of an offence to be committed with terrorist intent

•

Directing of a terrorist group

•

Promotion of the activity of a terrorist group

•

Provision of training for the commission of a terrorist offence

•

Recruitment for the commission of a terrorist offence

•

Financing of terrorism

•

Work safety offence

•

Working hours offence

•

Work discrimination

•

Extortionate work discrimination

•

Violation of the right to organise

•

Unauthorised use of foreign labour

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.
5 years after the date when the judgment became final, all information
is removed about:
• Conditional imprisonment
• Conditional imprisonment, plus fine (supplementary fine)
community service or monitoring
• Juvenile penalty, or fine instead of juvenile penalty
• Dismissal
• Corporate fine
10 years after the date when the judgment became final, all information
is removed about:
• Unconditional imprisonment of up to two years
• Community service given instead of an unconditional sentence
20 years after the date when the judgment became final, all information
is removed about:
• Unconditional imprisonment of more than two years and up to five
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years
• Punishment waived due to criminal irresponsibility
After a person’s death or at the age of 90, all information is removed
about:
• Imprisonment of more than five years. If the criminal records still
contain information about the person, all of the remaining
information will be removed at this point.
Information on an individual punishment is not removed if the criminal
records contain information that cannot yet be removed on the grounds
of the above rules being applicable to the decision.
If a person commits new offences before the previous entry in the
criminal records has been removed, all of the information is kept until
the write-off period of the most severe sentence has expired.

12

Confirming
authenticity

Authenticity can be confirmed at: www.maistraatti.fi/en/List-of-localregister-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.

13

Official bodies
providing
advice on
interpretation
of criminal
records

14

Legislation

Legal Register Centre (see Section 3)

•
•
•
•

•
•
•

The Penal Code of Finland 1889
The Criminal Records Act 1993
Act on Background Checks 2002
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

15

Pending
changes

None

16

Sources of
information

Legal Register Centre (Oikeusrekisterikeskus)
http://lomake.fi
www.suomi.fi
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17

Sample
documents

Sample Criminal Records Extract: Working with Children
application form
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France

How to obtain a criminal record check - detailed guidance
Individual applies online to the National Judicial Record (Casier Judiciaire
National – CJN).
No cost
Certificates issued in French
Turnaround instant–2 weeks
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France
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
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8

Cost, payment and turnaround

9

How results are presented and security features

10
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Legislation

15

Pending changes

16

Sources of information

17

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

Bulletin n°3 (Extrait du Casier Judiciaire Bulletin nº 3)

2

Department
responsible for
criminal records

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 Vendôme,
75042 Paris Cedex 01,
France.

3

Where to apply
in country

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 CJN are:
Casier Judiciaire National,
107 rue du Landreau
44317
Nantes
Tel: +(0033) 2 51 89
89 51
Fax: +(0033) 2 51 89 89 17/18
Email: cjn@justcie.gouv.fr
Web: https://www.cjn.justice.gouv.fr/cjn/b3/eje20

4

How to apply in
country

Applications can be made online at:
https://www.cjn.justice.gouv.fr/cjn/b3/eje20c
•

The information required is:

•
•
•

The individual’s gender
The individual’s full name, and maiden name (if applicable)
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.
Post/Fax/Email/In person:
Either:
• A completed application form with the information as for
online applications
Or
• A covering letter containing the information requesting the
disclosure
• It is advisable to include authorised copies of passport and/or
identity card, so as to prevent delays
• Filiation details (details of the applicant’s parents)
• Applicant’s signature
Applications should be sent to the address in Section 3.
When applying in person, the applicant only requires:
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•
•

The applicant’s passport or national identity card
If a third party has been nominated, a power of attorney with
authorised copies of the applicant’s passport/identity card
and the third party’s own passport or identity card

5

Where to apply
in the UK

Applications can be made by post, email or fax as detailed in Section 4,
or online via the link provided in Section 6.

6

How to apply in
the UK

Applications may be made online via the online portal found here:
https://b3-nref.casierjudiciaire.justice.gouv.fr/caformb3/resources/b3form/index.html

7

Who can apply

8

Cost, payment
and turnaround

•
•
•

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.
There is no fast track service available

9

How results
are presented
and security
features

A Bulletin 3 will contain the following personal information:
•
•
•

Full name
Date of birth
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 CJN, 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.
10

Languages

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:
https://www.annuaire-traducteur-assermente.fr/
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11

Criminal
convictions
listed on
certificate

Categories of criminal conviction
The categories of criminal conviction listed on a Bulletin 3 are:
•

•
•

•

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)
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)
Burglary (vol avec effraction, cambriolage)
Robbery (vol)
Theft and handling stolen goods (vol et recel)
Fraud and forgery (fraude et contrefaçon)
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.
12

Confirming
authenticity

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

13

Official bodies
providing
advice on
interpretation
of criminal
records

The French central authority can provide interpretation but only by mail
and if requested by the individual concerned.

14

Legislation

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.

15

Pending
changes

None

16

Sources of
information

Magistrat, chargé de mission
DACG/CJN
Ministry of Justice
CPNI Guidance Document 2014
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17

Sample
documents

Sample application form
Sample certificate

Sample application form
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Sample certificate
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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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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
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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

Certificate of Conduct (Führungszeugnis)

2

Department
responsible for
criminal records

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

3

Where to apply
in country

At the individuals local registry office (örtliche Meldebehörde or
Bürgerbüro). 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.

4

How to apply in
country

In person to the office detailed in Section 3 with:

5

Where to apply
in the UK

Federal Office of Justice,
Referat IV 2,
53094 Bonn,
Germany.

6

How to apply in
the UK

By post to the address in Section 5 using the application form from
https://www.bundesjustizamt.de/EN/Topics/citizen_services/BZR/Reside
nt_abroad/Resident_abroad_node.html (available in French, German and
English). A sample can be seen in Section 17.

•
•
•

Proof of identity (Personalausweis or passport)
Relevant fee or proof of payment
An indication of the purpose of the request

The individual must include:
•
•
•
•
•
7

Who can apply

A certified copy of ID
Reason for the request
Relevant fee or proof of payment
Personal data (on the application form)
Signature which must be officially confirmed (along with the
ID) by the German Embassy for a fee of €15 payable in GBP

Individuals over the age of 14 years only. If the individual in question
has a statutory representative, this person may also file an application.
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8

Cost, payment
and turnaround

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.

9

How results
are presented
and security
features

The certificate is issued as a hard copy by post to the individual only.
Information on the certificate includes (if applicable):
•
•
•
•
•
•

Conviction
Date of conviction
Court
Reference
Criminal Act
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.
10

Languages

The certificate is issued in German only.
There is no official translation service available.
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11

Criminal
convictions
listed on
certificate

The main categories of criminal conviction listed on a criminal record
certificate are:
•
•
•
•
•
•
•
•
•

Violence against the person (Körperverletzung)
Sexual offences (Sexualstraftaten)
Burglary (Diebstahl/Einbruch)
Robbery (Raub)
Theft and handling of stolen goods (Hehlerei)
Fraud and forgery (Betrug und Fälschung)
Criminal damage (Sachbeschädigung)
Drug offences (Drogenstraftaten)
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:
•
•
•
12

Confirming
authenticity

Lifetime imprisonment
Preventive detention
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

•

After the certificate has been issued by presenting the
original certificate of conduct.

or

The application may be made in person at:
Federal Office of Justice
Visitors Service
Adenauerallee 99–103
53113 Bonn
or by single written form to:
Federal Office of Justice
Sachgebiet IV 31
53094 Bonn
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 II B 4,
50728 Köln,
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.
13

14

Official bodies
providing
advice on
interpretation
of criminal
records
Legislation

An employer can contact the Federal Office of Justice (see Section 2 for
contact details).
Verification is free of charge.

•
•
•
•

Article 3 of the Federal Central Criminal Register Act 1971
Article 4 of the Federal Central Criminal Register Act 1971
Article 46 (Länge der Tilgungsfrist) of the Federal Central
Criminal Register Act 1971
German Federal Data Protection Act (Bundesdatenschutzgesetz)
1990 www.gesetze-im-internet.de/bdsg_1990/

15

Pending
changes

None

16

Sources of
information

International Criminal Record Affairs (Internationale
Registerangelegenheiten)
CPNI Guidance Document 2014
www.bundesjustizamt.de

17

Sample
documents

Sample application form (from the UK)
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Ghana

How to obtain a criminal record check - detailed guidance
Individuals both in country and within the UK may apply using the online
services portal
Fingerprints required
Variable fee payable
Certificates issued in English
Turnaround takes up to 10 days
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Ghana
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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

Police Clearance Certificate or Criminal Check Report

2

Department
responsible for
criminal records

The Criminal Records Bureau (CRB) in Accra handles all applications for
criminal record checks for individuals resident in Ghana and overseas.

Where to apply
in country

The contact details for the CRB are:

3

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 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

4

How to apply in
country

The online application for Finger Print Check/Nominal Vetting is
available to both residents and non-residents of Ghana. Now you can
register and submit your application online to the Ghana Police Services,
in addition to tracking the current status of the application.
•

Fill in the form and attach the relevant document required for
the application. In case you find filling the form complicated
please click on "Guidelines for Filling forms".

•

The Police Clearance Certificate is issued to applicants who have
been requested by the respective embassies or high
commissions and employers to submit police report on them to
ascertain whether or not they have any criminal record.

Most embassies or high commissions as well as employers demand
police clearance before applicants are considered for visa or
employment.
Police Clearance Certificates are issued to all Ghanaians upon request.
i.e. those living at home (residents) or abroad (non-residents). Police
clearance is also issued to foreigners who have stayed in the country for
3 months and above.
All applicants are requested to fill out an applicant form, i.e. Fingerprint
check for residents and Nominal Vetting for non-residents.
A resident who wants his/her criminal background to be checked for
employment purposes must come along with an introductory letter
from the establishment concerned and addressed to The DirectorGeneral/CID, CID HQRS, ACCRA.
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5

Where to apply
in the UK

Online only

6

How to apply in
the UK

For CRB checks in Ghana, please visit the online services portal of the
Government of Ghana to access the Ghana Police Service and Criminal
Investigations Department to register, apply and pay
via www.eservices.gov.gh and www.epayment.gov.gh respectively.
For further assistance please contact the Police Section of the Ghana
High Commission UK on 020 8342 7550/020 8342 7551.

7

Who can apply

•
•

•
•
8

Cost, payment
and turnaround

Individuals.
A prospective UK employer can submit an application to the
Criminal Records Bureau; however, the individual will have to
appear in person
Third parties (with written consent)
Under-18s must be accompanied by a parent or guardian

Cost
Residents: GH¢100.00
Non – Residents: GH¢1200.00
Employment: GH¢ 60.00
Cheques are not accepted
Turnaround
It can take up to 10 working days to receive a Police Clearance
Certificate or a Criminal Check Report.
There is no system in place for fast-track disclosure of priority cases.

9

How results
are presented
and security
features

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:
•
•
•
•

Name of individual
Fingerprints
Results of check
Official stamp of the issuing authority

If a conviction is identified against the individual, the following
information will be included:
•
•
•
•
10

Languages

Nature of the offence
Date of conviction
Punishable offences
Name, designation and signature of issuing officer

Certificates are available in English.
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11

Criminal
convictions
listed on
certificate

The categories of criminal conviction listed on a criminal record
certificate are:
Violence against the person
• Sexual offences
• Burglary
• Robbery
• Theft and handling of stolen goods
• Fraud and forgery
• Criminal damage
• Drug offences
• 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.

12

Confirming
authenticity

When requesting and paying for an Authentication of Police Report
with the Criminal Investigation Department (CID) of the Ghana Police,
once payment has been made, you receive an official Order
Confirmation with a valid Order-ID by E-Mail. You will then be
contacted by the MDA with instructions on processing your request
and required documentation.
You will be informed by the Criminal Investigation Department (CID)
with your authentication results via an official letter. Applicants must
input the total number of scanned police reports uploaded in the
"quantity field" before adding to cart.
Softcopies of the following files are required for processing:
•

Applicants must upload signed scanned image of the police
report

•

Applicants must upload signed scanned letter from the
organization

NOTE: STEPS TO RESIZE UPLOAD .JPEG DOCUMENT
•

Right click on the image, go to "open with" and select "paint"

•

Click on resize and select pixels

•

Disable/uncheck the maintain aspect ratio

•

Input 400 for both horizontal and vertical

•

Select ok

•

Save as jpeg and upload
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13

Official bodies
providing
advice on
interpretation
of criminal
records

None available

14

Legislation

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.

15

Pending
changes

None

16

Sources of
information

In Country Legal Resource

17

Sample
documents

None
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Greece
How to obtain a criminal record check - detailed guidance

Individual applies online/in person/by telephone to Ministry of Justice/Citizen
Service Centre
Applications from UK in person or via representative to the relevant body in
Greece only
No cost
Certificate issued in Greek
Turnaround 10 working days in country/UK plus postage times

Greece
1

Name of certificate
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Department responsible for criminal records

3
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4
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6

How to apply in the UK

7

Who can apply

8
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9
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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.

1

Name of
certificate

Penal Records Certificate (Αντίγραφο Ποινικού Μητρώο/
Antigrafo Pinikou Mitroou)

2

Department
responsible for
criminal records

Independent Criminal Records Department, Ministry of Justice,
Transparency and Human Rights
Messogeion 96
115 27 Athens
Tel.: +30(0)210 7767300 (switchboard)
Fax: +30(0)210 7767187, +30(0)210 7767188
Email: ypdipimi@otenet.gr
Web:
http://www.ministryofjustice.gr/site/en/Leadership/Greetings.aspx

3

4

Where to apply
in country

How to apply in
country

•

Online via the NCRIS portal found at:
http://www.ncris.gov.gr/portal/page/portal/epm

•

Applicants born in Greece should apply at the First Instance
Court of the city of birth.

•

Applicants born abroad should apply at the Penal Records
Department of the Ministry of Justice.

•

To apply online, individuals must be registered ERMIS and NCRIS
systems. Further information on registering and using the portal
can be found here:
http://www.ncris.gov.gr/portal/page/portal/epm/SERVICES/u
seful_questions

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.
5

Where to apply
in the UK

See section 3.

6

How to apply in
the UK

The Greek Consular Authorities do not accept applications for Penal
Records Certificates. The applicant, whether a Greek citizen or a
foreigner, should make the request either directly or through a
representative, from the competent authorities in Greece which are:
•
•

7

Who can apply

For applicants born in Greece, the First Instance Court of the city
of birth
For applicants born abroad, the Penal Records Department
of the Ministry of Justice

Individuals only

8

Cost, payment
and turnaround

Cost
Greek and EU citizens: There is no charge for a Penal Record
Certificate, however postage fees will need to be paid if the certificate
is returned by post.
Non-EU citizens: €30.00/£26.10 accepted in cash only, plus postage
fees.
Turnaround
A Penal Record Certificate 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.

9

How results
are presented
and security
features

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 when
collecting 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:
•
•
•
•
•
•
•

First name
Surname
Father’s name
Mother’s name
Place and date of birth
ID number or passport number
Details of any criminal convictions

If no offences are present, the word “ZERO” (ΜΗΔΕΝ – MIDEN) will
appear, indicating that the record is blank.
Security features include:
•

•

Official stamp of the authorised public authority (Public
Prosecutor’s Office of District Court Judges – (Εισαγγελία
Πρωτοδικών - Isaggela Protodikon) or Ministry of Justice)
Signature of the authorised public officer.

A sample can be seen in Section 17.

10

Languages

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.

11

Criminal
convictions
listed on
certificate

The categories of criminal conviction listed on the certificate are:
•
•
•
•
•
•
•
•
•

Violence against the person (Άσκηση Βίας – Askisi vias)
Sexual offence (Σεξουαλική Παρενόχληση – Sexoualiki
parenohlisi)
Burglary (Διάρρηξη – Diarriksi)
Robbery (Ληστεία – Listeia)
Theft and handling stolen goods (Κλοπή – Klopi)
Fraud and forgery (Απάτη, πλαστογραφία – Apati, plastografia)
Criminal damage (Εγκληματική Ενέργεια – Egklimatiki energeia)
Drug offences (Διακίνηση, εμπορία ναρκωτικών –
Diakinisi,emporia narkotikon)
Punishable driving code offences (Παράβαση Κώδικα
Οδικής Κυκλοφορίας 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
5 years, for suspended sentences
In all other cases, convictions remain on the Penal Record
until the death of the convicted or when they reach the age
of 80. 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.
When the relevant court decision is cancelled or reversed
or the convicted is granted amnesty.

12

Confirming
authenticity

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

13

Official bodies
providing
advice on
interpretation
of criminal

None

records

14

Legislation

•
•
•

The Data Protection Authority in Kifisias is the
authority/commission that oversees and enforces data
protection in Greece.
Greece follows the Data Protection Directive 95/46/EC that was
put in place by the European Union.
Greece has implemented the provisions of the data protection
directive through Law 2472/1997 on the Protection of
Individuals with regard to the Processing of Personal Data, and
their amendments.

15

Pending
changes

Plans are underway to introduce an online application process before
2018.

16

Sources of
information

CPNI Guidance Document
2014Ministry of Justice, Greece
www.greekembassy.org.uk
Hague Conference on Private International Law website:
www.hcch.net/

17

Sample
documents

Sample application form
Sample certificate

Sample Certificate

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 online via Embassy website
Cost 3100–4400 HUF/UK Cost varies
Certificate issued in Hungarian
Turnaround in Hungary typically 5 - 8 days/UK a few weeks
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Hungary
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Certificate of Good Conduct (Hatósági Erkölcsi
Bizonyítvány)

2

Department
responsible for
criminal records

Criminal Records Authority, Ministry of Interior
(Belügyminisztérium)1097 Budapest,Vaskapu utca 30/A,Hungary.

3

Where to apply
in country

By post
Belügyminisztérium
Bűnügyi Nyilvántartó Hatóság,
1476 Budapest, Pf. 380,
Hungary.
In person
Ministry of Interior Criminal Records Authority, 1097 Budapest,
Vaskapu utca 30/A. (appointment needed, call 1818)
Hungary
Web: http://www.nyilvantarto.hu/hu/erkolcsi"

4

How to apply in
country

By post
The individual must buy an envelope from the Hungarian Post Office,
which contains an application form. After the form is completed it
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

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/

6

How to apply in
the UK

The certificate can be applied for at the Hungarian Embassy using an
online application form (Hatósági erkölcsi bizonyítvány kiállítása iránti
kérőlap) 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:
•
•

7

Who can apply

In person (a prior appointment is necessary)
By post

The following people can apply for a Certificate of Good Conduct:
•
•
•

Individuals
Third parties (with valid authorisation)
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.
8

Cost, payment
and turnaround

In country 4 pieces / year - free of charge, from 5th 3000Huf/piece, can
be paid by bank transfer or fee stamp.
If the certificate is applied for in person (The certificate can be applied
for at the address in Section 3.) the fee has the same terms.
The turnaround time is 8 days. For in person applications, the
turnaround time is 5 days, but certificates are usually issued
immediately.
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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.
9

How results
are presented
and security
features

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
Permanent address according to the Population Register
Statement according to the application
Date and place of issuance
Name, position and signature of the Head of the Criminal
Records Authority
Legal information

Security features include special ink, a watermark and a unique
identifier number.
10

Languages

Certificates are only available in Hungarian.
There is no official translation service.

11

12

Criminal
convictions
listed on
certificate

The certificate does not contain details of convictions, but shows
whether the individual is restricted from a particular profession.

Confirming
authenticity

Authenticity of certificates can be ascertained online using the service
Web Assistant Application (webes ügysegéd) on Deputy State Secretariat
for the Management of the Ministry of the Interior (Belügyminisztérium
Nyilvántartások Vezetéséért Felelős Helyettes Államtitkárság) website
at: http://www.nyilvantarto.hu/hu/erkolcsi_hb_ellenorzes

Convictions remain on record for 3–12 years from the end of the expiry
period depending on the offence and the penalty.

This service is free.
13

Official bodies
providing
advice on
interpretation
of criminal
records

The Criminal Records Authority can provide assistance. See
http://www.nyilvantarto.hu/hu/erkolcsi for more details.

14

Legislation

Act C of 2012 (Criminal Code of Hungary)
Act XLVII of 2009 (Act on Criminal Registers)
Act CXII of 2011 (Act on Data Protection)
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15

Pending
changes

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.

16

Sources of
information

Ministry of Interior, Criminal Records Authority, Hungary

17

Sample
documents

Sample application form
Sample certificate
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Sample Application Form (English) – Page 2
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Sample Certificate
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Sample Certificate
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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
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Iceland
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Criminal Record Certificate for Private Use
(Sakavottorð-Einkavottorð)

2

Department
responsible for
criminal records

Ríkissaksóknari (Director of Public Prosecution),
Suðurlandsbraut 4
108 Reykjavík - Iceland
Tel: +354 444 2900
Email: saksoknari@saksoknari.is

3

Where to apply
in country

District Commissioner of Greater Reykjavík
Hlíðasmári 1, 201 Kópavogi Tel: +354 458 2000 Email:
smh@syslumenn.is
Bank details: ID No 650914-2520. Bank 0303 - hb. 26 - Account
no. 6924.
District Commissioner of West Iceland - Stykkishólmur
Borgarbraut 2, 340 Stykkishólmur
Tel: +354 458 2300 Email: vesturland@syslumenn.is
Bank details: ID no 660914-1100. Bank 0309-hb. 26-Account no.
11
Branch Office in Snæfellsbæ
Klettsbúð 4, 360 Hellissandi
Tel: +354 433 6900
Bank details: ID no 660914-1100. Bank 0326 – hb. 26 – Account
no 338
Branch Office in Borgarnes
Bjarnarbraut 2, 310 Borgarnes
Tel: + 354 458 2300
Bank details: ID no 660914-1100. Bank 0326 – hb. 26 – Account
no 338
Branch Office in in Akranes Stillholti 16-18, 300 Akranes
Tel: +354 458 2300
Bank details: ID no 660914-1100. Bank 0186 – hb. 26 – Account
no 353
Branch Office in Búðardal Miðbraut 11, 370 Búðardalur
Tel: +354 458 2300
Bank details: ID no 660914-1100. Banki 0309 – hb. 26 – Account
no 11
District Commissioner of West Fjords Iceland - Ísafjörður
Hafnarstræti 1 - 400 Ísafjörður
Tel: + 354 458 2400 Email: vestfirdir@syslumenn.is
Bank details: ID no 411014-0100. Bank 0174 – hb. 26 – Account
no 20
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Branch Office in Patreksfjörður
Aðalstræti 92, 450 Patreksfjörður Tel: + 354 458 2410 Email:
patreksfjordur@syslumenn.is
Bank details: ID no 411014-0100. Bank 0153 – hb. 26 – Account
no 4110
Branch Office in Hólmavík Hafnarbraut 25, 2. hæð, 510
Hólmavík
Tel: + 354 458 2400 Email: holmavik@syslumenn.is
Bank details: ID no 411014-0100. Bank 0153 – hb. 26 – Account
no 4110
District Commissioner of North West - Blönduósi
Hnjúkabyggð 33, 540 Blönduós
Tel: + 354 458 2500 Email: nordurlandvestra@syslumenn.is
Bank details: ID no 660914-0990. Bank 0307 – hb. 26 – Account
no. 995
Branch Office in Sauðárkrókur
Suðurgötu 1, 550 Sauðárkrókur
Tel: +354 458 2500 Email: nordurlandvestra@syslumenn.is
Bank details: ID no 660914-0990 Bank 0310 – hb. 26 – Account
no. 788
District Commissioner of North East - Húsavík
Útgarði 1, 640 Húsavík Tel: +354 458 2600 Email:
nordurlandeystra@syslumenn.is
Bank details: ID no 680814-0820 Bank 0192 – hb. 26 – Account
no. 94
Branch Office in Akureyri
Hafnarstræti 107, 600 Akureyri
Tel: +354 458 2600 Email: nordurlandeystra@syslumenn.is
Bank details: ID no 680814-0820 Bank 0565 – hb. 26 – Account
no. 10660
Branch Office in Siglufjörður
Gránugötu 6, 580 Siglufjörður
Tel: +354 458 2600 Email: nordurlandeystra@syslumenn.is
Bank details: ID no 680814-0820 Bank 0348 – hb. 26 – Account
no. 1
Branch Office in Dalvík
Ráðhúsinu, 2. floor, 620 Dalvík
Tel: +354 458 2600 Email: nordurlandeystra@syslumenn.is
Bank details: ID no 680814-0820 Bank: 0565 – hb.26 – Account
no. 10660
District Commissioner of East Iceland – Seyðisfjörður
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Bjólfsgötu 7, 710 Seyðisfjörður
Tel: +354 458 2700 Email: austurland@syslumenn.is
Bank details: ID no 410914-0770 Banki: 0175 – hb. 26 – Account
no.10511
Branch Office in Eskifjörður
Strandgata 52, 735 Eskifjörður
Tel: +354 458 2750
Bank details: ID no 410914-0770 Bank 0175 – hb.26 – Account
no. 10511
Branch Office in Egilsstaðir Lyngás 15, 700 Egilsstaðir
Tel: +354 458 2730
Bank details: ID no 410914-0770 Bank 0175 – hb. 26 – Account
no. 10511
Branch Office in Vopnafirði
Lónabraut 2, 690 Vopnafjörður
Tel: +354 458 2780
Bank details: ID no 410914-0770 Bank 0175 – hb. 26 – Account
no.10511
District Commissioner of South Iceland - Selfoss
Hörðuvöllum 1, 800 Selfossi
Tel: +354 458 2800 Email: sudurland@syslumenn.is
Bank details: ID no 680814-0150 Bank 0325 – hb. 26 – Account
no. 702
Branch Office in Hvolsvelli Austurvegi 6, 860 Hvolsvelli
Tel: +354 458 2800 Fax: +354 458 2850
Bank details: ID no 680814-0150 Bank: 0182 – hb. 26 – Account
no. 19
Branch Office in Vík Ránarbraut 1, 870 Vík
Tel: +354 458 2800 Fax: +354 458 2860
Bank details: ID no 680814-0150 Bank: 0317 – hb. 26 – Account
no. 6808
Branch Office in Höfn Hafnarbraut 36, 780 Höfn
Tel: +354 458 2800 Fax: +354 478 1366
Bank details: ID no 680814-0150 Bank: 0169 – hb. 26 – Account
no. 6808
District Commissioner of Westman Islands
Heiðarvegi 15, 900 Vestmannaeyjar Tel: +354 458 2900 Fax:
+354 488 1019 Netfang vestmannaeyjar@syslumenn.is
Bank details: ID no 490169-7339 Bank 0582 – hb. 26 – Account
no. 2
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District Commissioner of Suðurnes District – Keflavík
Vatnsnesvegi 33, 230 Keflavík Tel: +354 458 2200 Email:
sudurnes@syslumenn.is
Bank details: ID no 610576-0369 Bank 0121 – hb. 26 – Account
no. 3160
Branch Office in Grindavík
Víkurbraut 25, 240 Grindavík
Tel: +354 458 2240 Fax: +354 458 2241
Bank details: ID no 610576-0369 Bank 0146 –
hb. 26 – Account no. 900

4

How to apply in
country

There is no application form.
In person
•
•

At any District Commissioner’s Office (see Section 3)
Show valid ID (e.g. passport, driver’s licence)

By post/email

5

Where to apply
in the UK

•

To any District Commissioner’s Office (see Section 3)

•

Include:
o

Reason for request

o

Name

o

Address

o

Date of Birth

o

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
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6

How to apply in
the UK

There is no application form.
In person
•
•
•
•
•
•

Visit the embassy
Show valid ID (e.g. passport, driver’s licence)
Make payment
The application is sent to Iceland for processing
The embassy will contact the individual when the record is
ready for collection
ID must be shown when collecting the record

By post/email
•
•
•
•
•
•
7

Who can apply

•
•

Send request to embassy
Make payment
The application is sent to Iceland for processing
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
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.
8

Cost, payment
and turnaround

Cost
2000 ISK
Payment
•
•
•

Cash
Debit/credit card
Bank transfer (see Section 3 for account details)

Turnaround
From Iceland
•
•

In 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
•

The record is issued as soon as payment is received. Postal
times may delay the application by a few weeks
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9

How results
are presented
and security
features

The certificate contains:
•
•
•
•
•

Name
Date of birth
Date and place of issue of the certificate
The local stamp of the district´s commissioner and signature;
and
If there is a conviction the certificates will also include:
o Date
o Place
o Number and details of the conviction
o Stamp from the Public Prosecutor and a signature

A sample certificates can be seen in Section 17.
10

Languages

•
•

Icelandic
English and Danish if there are no convictions

There is no official translation service.
11

12

Criminal
convictions
listed on
certificate

All convictions are listed on the certificate.

Confirming
authenticity

Authenticity can be confirmed by:

A conviction stays on an individual´s criminal record for:
•
•
•

3 years for fines
5 years for conditional sentences
5 years after the sentence is completed, for unconditional
sentences

The Ministry of Foreign Affairs,
Rauðararstigur 25,
Reykjavík,
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.

13

Official bodies
providing
advice on
interpretation
of criminal
records

14

Legislation

15

Pending
changes

Director of Public Prosecution (see Section 2).

•
•
•

Rules nr. 680/2009 on the National Judicial Record in Iceland
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
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16

Sources of
information

Director of Public Prosecution

17

Sample
documents

Sample certificate
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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 online via VFSGlobal website
Cost between 10 to 3000 INR/From UK £29.44
Certificate issued in English only
Turnaround 7–10 working days
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India
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Police Clearance Certificate

2

Department
responsible for
criminal records

The National Crime Records Bureau (NCRB),
East Block-7,
R.K. Puram,
New Delhi-110066,
India.
Tel: +91 (011) 26735450
Fax: +91 (011) 26782257
Email: dct@ncrb.nic.in
Web: http://ncrb.gov.in/

3

Where to apply
in country

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

4

How to apply in
country

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
Current address
Previous address and other residential history to cover a
10-year period
Name and date of birth of the individual’s father
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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5

6

Where to apply
in the UK

Via the VFSGlobal online portal found at:

How to apply in
the UK

Applications must be made online using the link provided in section 5.
The documents that are required are:

http://www.vfsglobal.com/india/uk/Police_Clearance_Certificate.htm
l

•

Completed and signed PCC Application Form, available at
http://www.vfsglobal.com/india/uk/Police_Clearance_Certificat
e.html (sample form in section 17)

•

Applicant's valid passport in original and self-attested photocopy
pages containing personal particulars of the applicant

Visa Status:
•

For Indian passport holders: Self-attested photocopy of the
passport page containing valid UK Visa or UK Residence Permit
Card

•

For foreign passport holders: Applicants who are foreign
passport holders and who never held any Indian passport need
to submit self-attested photocopy page containing Indian visa
on their passports

•

Foreign passport holders who previously held Indian passport
need to submit any of the following:
o

Self-attested photocopy page containing valid Indian
visa on their passports

o

Self-attested photocopy of the OCI or PIO Card (if the
applicant holds OCI or PIO Card

o

Self-attested photocopy of Indian Passport Surrender
Certificate (foreign passport holders who previously
held an Indian passport are required to surrender their
last held Indian passport at the nearest Indian
Mission/Post and obtain Indian Passport Surrender
Certificate).

Proof of Residence (Any of the following self-attested documents):
•

Copy of utility bill (landline telephone bill/electricity bill/gas
bill/water bill)

•

Driving License

Lease deed (of residence) etc. where the applicant’s UK address is
clearly mentioned
7

Who can apply

•
•

Individual
Employers (with consent)
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8

Cost, payment
and turnaround

Cost
In country – there is no standard fee and cost varies between 10 INR and
3000 INR
From UK: £29.44 (including service charge)
Payment
In country – methods of payment vary between police stations, but
payment is usually by a bank draft or postal order
From UK: Banker’s Draft /Postal Order, in favour of ‘’VF Services UK Ltd’’
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.
UK
Indian passport holders:
•

If your complete passport particulars are available in the
passport data base, this service is rendered normally within 7-8
working days (excluding the date of submission of application
and date of dispatch of original and processed documents)
subject to the application being complete in all respects.

•

If your complete passport particulars are not available in the
passport data base, this service is rendered after obtaining the
confirmation/clearance from the original Passport Issuing
Authority/concerned police authorities in India and will take a
minimum of 6-8 weeks. In such a scenario, original passports
shall be returned to the applicant by post if so requested by the
applicant (for this purpose, the applicant needs to send a
request for return of the passport to the VFS Centre where the
application was submitted by enclosing a self-addressed prepaid envelope). On receipt of confirmation/clearance from the
original Passport Issuing Authority, the applicant shall be
informed to re-submit his/her original passport for completion
of prescribed formalities following which the PCC shall be
dispatched to the applicant.

Non-Indian passport holders:
•

This service is rendered normally within 7-8 working days
(excluding the date of submission of application and date of
dispatch of original and processed documents) subject to the
application being complete in all respects.

180

9

How results
are presented
and security
features

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:
•

Date

•

Name of applicant

•

Results of check

•

Certificate number

•

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.
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.
UK
•

Documents will be delivered by Post/Courier only.

•

Applicants are required to provide one self-addressed, recorded
and tracked Special Delivery envelope (Silver Royal Mail
Envelopes) to return the Passport and other documents,
alternately applicants can use the courier service offered at the
centre.

10

Languages

Certificates are available only in English.

11

Criminal
convictions
listed on
certificate

The following categories for conviction exist in India:
•
•
•
•
•
•
•
•
•

Violence against the person
Sexual offences
Burglary, robbery, theft and handling stolen goods
Fraud and forgery
Criminal damage
Cyber-crime
Corruption
Drug offences
Motoring offences

Convictions are never removed from the record and remain indefinitely
in the Crime Record Office (CRO) and National Crime Record Bureau
(NCRB).
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12

Confirming
authenticity

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

13

Official bodies
providing
advice on
interpretation
of criminal
records

If further clarification is required, a written request can be addressed
to:

14

Legislation

Indian Penal Code 1860

15

Pending
changes

None

16

Sources of
information

High Commission of India, London

•
•

The Area Deputy Commissioner of Police, in cities
The District Magistrate or the Senior Superintendent of
Police, in other towns

Ministry of External Affairs
CPNI Guidance Document 2014
Hague Conference on Private International Law: www.hcch.net
www.vfsglobal.com

17

Sample
documents

Sample application form
Sample application form (UK)
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Sample application form – page 2
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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 varies by location
Certificates issued in Indonesian
Turnaround times vary by location
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Indonesia
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

SKCK (Surat Keterangan Catatan Kepolisian)

2

Department
responsible for
criminal records

National Police

3

Where to apply
in country

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/

4

How to apply in
country

SKCK is an official statement issued by the Police to an applicant/citizen.
SKCK validity period is up to six months from date of issuance - if it has
expired and if deemed necessary, the SKCK may be extended.
The procedure for obtaining a SKCK can be done by registering directly
at the SKCK service counter at each police station by bringing the
required documents and filling out the forms prepared by the officer, or
registering online by uploading the required documents and filling out
the available forms in order.
The requirements for Indonesian citizen:
1. Submitting fingerprints at the local police station
2. Passport copy
3. Copy of ID (KTP)
4. Copy of Family Card (Kartu Keluarga)
5. Copy of birth certificate
6. 6 photos (size 4x6 cm) with red background
The requirements for foreigners:
1. Submitting fingerprints at the local police station
2. Passport copy
3. Copy of residence permit (KITAS/KITAP)
4. Copy of report certificate (Surat Tanda Melapor/STM)
5. Copy of IMTA (license for hiring foreign workers)
6. 6 photos (size 4x6 cm) with yellow background
7. If the spouse is the sponsor for the foreigner, please enclose a copy of
marriage certificate and the spouse's ID
All these documents could be submitted to the local police station. If
applying online, please fill in the form at http://skck.polri.go.id and
print the registration number before submitting the document to the
local police station.
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5

Where to apply
in the UK

Embassy of the Republic of Indonesia
30 Great Peter Street,
SW1P2BU
Tel: +44 (0)207 499 7661
Fax: +44 (0) 207 491 4993
Email: kbri@btconnect.com
Web: www.indonesianembassy.org.uk

6

How to apply in
the UK

For Indonesian citizens:
•

Copy of ID (KTP)

•

Copy of Family Card (Kartu Keluarga)

•

Copy of Passport

•

Copy of residence permit in UK/Ireland

•

Copy of birth certificate / latest education certificate

•

1 (one) photo with red background

•

Cover letter stating the objective of applying SKCK and the
date of entry to and exit from Indonesia

•

Fill in the form and submit fingerprints directly at the Embassy

Note: the copy must be a colour scan
For foreigners who have been living in Indonesia and required a police
record, please come in person to the Indonesian Embassy in London
and bring all the required documents - the original (to be shown to the
Embassy staff) and the copy. The required documents to apply for
police record are as follows:

7

Who can apply

•

Passport

•

KITAS

•

1 (one) 4x6 cm passport photo with yellow background

•

Fill in the application form and you have to give your
fingerprints in front of our staff

•

Covering letter to explain the following:
o

Date of entry to and date of exit from Indonesia

o

b) Why the Police Record is required

People who are proven to have resided in Indonesia via KITAS/KITAP
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8

Cost, payment
and turnaround

Cost
To be confirmed during collection
Payment
Paid directly to the Police Office
Turnaround
Turnaround times vary significantly depending on whether the
application requires further processing in Jakarta, but is typically
approximately one week.
Fast Track
Non- applicable

9

How results
are presented
and security
features

Once the document is issued, the Embassy will notify applicants.
Applicants must then collect the document in Indonesia. Family
members/colleagues in Indonesia are permitted to collect the SKCK on
behalf of the applicant.

10

Languages

The certificate is issued in Indonesian and English.

11

Criminal
convictions
listed on
certificate

All serious convictions excluding traffic violations are included on the
certificate.

12

Confirming
authenticity

There is no service to confirm the authenticity of the certificate.

13

Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

Legislation of documents (if needed) could be done through the
Embassy of the Republic of Indonesia. The procedure could be obtained
on our website:
http://indonesianembassy.org.uk/en/consular/legalisationdocument/

15

Pending
changes

None

16

Sources of
information

National Police of the Republic of Indonesia as conveyed to the Embassy
of the Republic of Indonesia.

17

Sample
documents

None
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Ireland (Republic of)

How to obtain a criminal record check - detailed guidance

Individual applies online or by post 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)
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Police Certificate or Data Protection Access Request

2

Department
responsible for
criminal records

National Vetting Bureau

3

Where to apply
in country

National Vetting Bureau
Data Protection Processing Unit
Government Buildings
Vinegar Hill Lane
Templeshannon
Enniscorthy
Co. Wexford

4

How to apply in
country

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)
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 license or similar type of
identification
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:
https://www.garda.ie/en/About-Us/Online-Services/Garda-Vettingunit/F20-Data-Protection-Access-Request-Form-2018.pdf (see sample
in Section 17).
The form should be 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
Address(es)
Date of application
Return address
The individual’s signature
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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:
•
•
•

Passport
Birth certificate
Driving licence or other form of identification

5

Where to apply
in the UK

To the addresses in Section 3.

6

How to apply in
the UK

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

7

Who can apply

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.

8

Cost, payment
and turnaround

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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9

How results
are presented
and security
features

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 individuals:
•
•
•
•

Name
Address
Date of birth
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
Name of court
Offence
Outcome

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.
10

Languages

The results of the Data Access Request are issued in English.

11

Criminal
convictions
listed on
certificate

Categories of criminal conviction in Ireland are broadly equivalent to
those in the UK.

12

Confirming
authenticity

The National Vetting Bureau 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.

13

Official bodies
providing
advice on
interpretation
of criminal
records

The National Vetting Bureau (see contact details in Section 3).

14

Legislation

Data Protection Act 1988 and the Data Protection Amendment Act
2003

Convictions remain on record for the lifetime of the convicted
individual. The results of a Data Access Request therefore constitute
full disclosure.
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15

Pending
changes

When GDPR is implemented, Data Protection Access Requests will
become free of charge.

16

Sources of
information

National Vetting Bureau

Sample
documents

Sample application form

17

www.garda.ie
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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
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Italy
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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.

197

1

Name of
certificate

Pending Prosecutions Certificate (Certificato dei carichi
pendenti) or
Criminal Record Certificate (Certificato del Casellario
giudiziale)

2

Department
responsible for
criminal records

Criminal Record Bureau
Sistema Informativo del Casellario (SIC),
Ministry of Justice,
Dipartimento per gli Affari di Giustizia,
Direzione Generale della Giustizia Penale,
Ufficio III - 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/

3

Where to apply
in country

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.

4

How to apply in
country

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:
o Name
o Place and date of birth
o Current address (where the certificate is to be posted)
o The reason for requesting the certificate
o The individual’s signature
o 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
• A stamped, self-addressed envelope to return the
certificate (not necessary if collecting in person)
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5

Where to apply
in the UK

To the Criminal Record Office (see Section 3).

6

How to apply in
the UK

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

7

Who can apply

•
•

•
•
8

Cost, payment
and turnaround

The person concerned or someone delegated
A Public Administration or Authority/Company managing a
public utility or service, if they need the certificate for the
performance of their activity
The Criminal Judicial Authorities which access directly to it
The Defence Counsel 6

Cost
•

€19.84 (€3,84 certificate fee and €16,00 for stamp duty – one
stamp duty every two pages of the certificate)

•

€23.68 for fast-track applications (€19,84 and €3,84 for urgency
fee)

Or

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.
9

How results
are presented
and security
features

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:
•
•
•
•
•
•
•

Name
Date and place of birth
Sex
Tax code for Italian citizens and citizens who are domiciled
for tax purposes in Italy
The official stamp of the judicial records office
A unique reference number in the top right-hand corner
which relates specifically to each application
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
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
A list of other subsequent judicial decisions which may
modify execution of the sentences or the principal
judicial decision
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A sample certificate can be seen in Section 17.
10

Languages

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.

11

Criminal
convictions
listed on
certificate

Pending Prosecutions Certificate
Each Prosecutor’s Office issues a certificate that shows current
investigations only for the Court to which the Prosecutor Office is
attached.
Criminal record certificate
A Criminal Record Certificate contains all categories of criminal
conviction existing in the criminal record database.
Conviction are removed when:

12

Confirming
authenticity

•

An individual reaches 80 years of age, or by death of the person

•

Sentences issued by a Justice of Peace after:
o

5 years from the period the sentence is issued (if the
sentence is a fine)

o

10 years (if the sentence is an imprisonment)

•

Bankruptcy offences when the bankruptcy verdict is revoked;

•

Expulsion measures are cancelled due to the trial being declared
invalid

•

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 fine, 10 years in more extreme case such as
murder)

•

Misdemeanors convictions with a fine after ten years after the
sentence was executed or otherwise extinguished

•

All the conviction relating to minors at the age of eighteen, with
the exception of those concerning to judicial pardon (eliminated
when the subject is twenty-one) and those concerning
convictions to imprisonment, even if conditionally suspended

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).

13

Official bodies
providing
advice on
interpretation
of criminal
records

The offices listed in Section 3
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14

Legislation

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

15

Pending
changes

None

16

Sources of
information

General Directorate of Criminal Justice

17

Sample
documents

Sample application form
Sample certificates
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202

Sample Application Form Page 2
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Sample Certificate – No Convictions

204

Sample Certificate – With Convictions
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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 varies by location/UK free
Certificate issued in Japanese, English, Spanish, French, German
Turnaround Japan 1–2 weeks/UK 2–3 months
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Japan
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Police Clearance Certificate (Tokou Shoumei)

2

Department
responsible for
criminal records

National Police Agency (NPA)

3

Where to apply
in country

Tokyo residents must apply to the following address:
The Police Certificate Sub-section
1st Foreign Affairs Section
Tokyo Metropolitan Police Department
2-1-1, Kasumigaseki
Chiyoda-Ku
Tokyo, Japan
Website: http://www.keishicho.metro.tokyo.jp
For cities other than Tokyo, apply to the local police authority.
For a list of local police authorities, see www.npa.go.jp.

4

How to apply in
country

In person to the address or local police authorities detailed in Section
3.
The individual must:
•
•
•
•

Complete the application form
Show their passport
Fingerprints will also be taken
Pay the fee (if applicable)

The process may vary at different police stations.
5

Where to apply
in the UK

Certificate Officer,
Consular Section,
Embassy of Japan in the
UK
101-104 Piccadilly
London W1J 7JT
Tel: 020 7465 6565
Fax: 020 7491 9328
People living in Scotland and the North of England (Cumbria, County
Durham, Darlington, Gateshead, Hartlepool, Middlesbrough, Newcastle
upon Tyne, North Tyneside, Northumberland, Redcar and Cleveland,
South Tyneside, Stockton-on-Tees and Sunderland), should contact the
Consulate General of Japan in Edinburgh.
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6

How to apply in
the UK

7

Who can apply

Any national/non-national over 14 years old with a current/former
status of residence other than ‘Temporary Visitor’ may submit an
application. The reason for obtaining the certificate must also amount to
a legal requirement in the foreign state.

8

Cost, payment
and turnaround

Cost

In person to the Embassy as detailed in Section 5. Documents required
for the application are as follows:
• Your valid passport
• Application form (provided by the Consular Section)
• Fingerprints form (provided by the Consular Section)
The Embassy will forward the application to the NPA in Japan.
Please use the fingerprint form provided by the Consular Section. You may
arrange to have your fingerprints taken on the fingerprint form at your
nearest Police Station. For details, please contact either Metropolitan
Police Visa Fingerprint Section (https://www.met.police.uk/request/yourfingerprints) or your local Police Station directly. An appointment and/or
fee may be applicable.
In some cases, additional documents such as a letter from the authority
requesting the Police Certificate and a textual extract of the relevant law
with Japanese translations may be required.
The National Police Agency in Japan may request that your fingerprints be
taken again if they have not been taken to a sufficient standard.

A fee may be payable at some prefectures in Japan. This service is free
of charge within the UK.
Turnaround
• 1–2 weeks from within Japan
•

From the Embassy, it will take approximately two months for
processing. We will contact you when it is ready for
collection. We strongly advise applicants to collect the
certificate in person from the Consular Section of the
Embassy of Japan in the UK, as it contains private and
confidential information. You must bring your valid passport
once again for identification purposes

If you would like to send someone to collect it for you, let us know
his/her identity upon application. Or, if you wish to receive the
certificate by post, please provide a pre-paid Special Delivery
Envelope and Postal Return Request Form upon application. Please
note that the Consulate Section will not bear responsibility for any
loss, delay or damage that occurs as a result of posting.
A request can be made for a fast-track certificate, but this is at the
discretion of NPA.
9

How results
are presented
and security
features

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.
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10

Languages

The certificate is provided in Japanese, English, Spanish, French and
German.

11

Criminal
convictions
listed on
certificate

All convictions which result in imprisonment or a fine are listed on the
certificate.

Confirming
authenticity

Apostilles can be issued by:

12

Convictions are listed indefinitely.

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.mfo.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.

13

Official bodies
providing
advice on
interpretation
of criminal
records

14

Legislation

None

•
•
•

Domestic data protection legislation applies which can be found
at www.npa.go.jp/pdc/pdc.htm
Memorandum for Issuing the Hanzai Keireki Shomeisho
Act on the Protection of Personal Information Held by
Administrative Bodies

15

Pending
changes

None

16

Sources of
information

Embassy of Japan, Consular Section

Sample
documents

Sample certificates

17

Tokyo Metropolitan Police Department
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Sample Certificates (without convictions)
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212

Sample Certificates (with convictions)
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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 €4.27 to €12.81
Certificate issued in Latvian, English, Russian
Turnaround Latvia 5 working days/fast-track available/UK plus postage times
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Latvia
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Certificate of (Non) Convictions

2

Department
responsible for
criminal records

Information Centre of the Ministry of the Interior

3

Where to apply
in country

Information Centre of the Ministry of the Interior,
Bruņinieku 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/367 (in Latvian, English & Russian)

4

How to apply in
country

Information Centre of the Ministry of Interior, Bruņinieku street 72B, LV1009, Riga, Latvia (the certificate can be collected only in Latvia).
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:
•

Application form (see Section 17 for a sample) including:
o

Forename(s) and surname of the individual and all
previous names

o

Personal ID code or date of birth

o

Residential address and telephone number of the
individual

•

Passport personal data page (page containing the photo,
personal data and signature)

•

State tax payment order

•

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
payment order and the individual’s passport.
5

Where to apply
in the UK

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

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/consularservices/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):
•

•
•
•
•
7

Who can apply

Copy of the individual’s passport (On the copy you should
write “I, (name, surname), agree that my personal data will
be used in order to obtain information for Criminal Records
Certificates”)
Signed application form
The relevant fee
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)
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

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
State tax shall be as follows:
€12.81 for issuance of the certificate according to express tariffs (to the
following business day),
€4.27 for issuance of the certificate according to standard tariffs (within
five business days). In the case of an individual wanting to receive the
certificate in English/Russian and/or if receiver of the certificate is
located in Latvia and wants to receive the certificate by registered mail,
the submitter shall attach to the request evidence on the settlement of
the respective paid service.
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.
State tax shall be as follows:
€10.02 for translation of the certificate in English or Russian according to
the express tariff (available in the next business day);
€5.01 for certificate according to standard tariff (available within five
business days);
€3.36 for delivery of the certificate to a given mailing address within the
territory of the Republic of Latvia.
Payment
Beneficiary the State Treasury
Registration Certificate No: 90000050138
Beneficiary (Bank) the State Treasury
Code: TRELLV22
Sub-account: LV51TREL1060140919800
Please specify as purpose of the payment order CM Regulations No.563;
Turnaround
•
•
•

9

How results
are presented
and security
features

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
Surname
Identity number
Date of birth
Information on the conviction and/or punishment
If requested – the purpose for the certificate
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10

Languages

For translation: Payment for paid services may be settled in credit
institution prior to submission of documents.
Beneficiary MI Information Centre,
Registration Certificate No: 90000289913
Beneficiary institution (Bank) the State Treasury
Code: TRELLV22
Sub-account: LV96TREL2140088026000
Purpose of the payment order shall state IKK 21399

11

12

Criminal
convictions
listed on
certificate

Confirming
authenticity

The following information is included on the certificate:
•

Valid convictions (undeleted)

•

Administrative penalties applied in the past 12 months

•

Deleted convictions (from the archive database, if submitter
requests)

•

Criminal proceedings where the person was acquitted

•

Administrative penalties applied earlier than the past 12 months

The Ministry of Foreign Affairs can confirm authenticity of the
certificate.
Contact details:
Elizabetes iela 57,
Rīga LV-1050, 8000 5905
- free informative phone for travellers;
+371 67 015 905 - for calls from abroad.
Email: mfa.cdep@mfa.gov.lv.
http://www.mfa.gov.lv/en/consular-information
When submitting a document for legalisation, the following must be
provided:
•
•
•

An identity document
A completed application form
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 €15.00; within 2 hours €30.00.
Payment can be made by card or bank transfer at:
Receiver: State Treasury
Registration no: 90000050138
Account No: V81TREL1060110919100
Receiving Institution: State Treasury
Receiver’s BIC: TRELLV22
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13

14

Official bodies
providing
advice on
interpretation
of criminal
records
Legislation

Ministry of Justice of the Republic of Latvia,
Brivibas blvd.36, Riga, LV-1536
Tel.: 67036720; 67036721; 67036825
Fax: 67210823
E-mail: tm.kanceleja@tm.gov.lv
Certificates are issued in accordance with the Punishment Register Law
(came into force on 01/01/2014) and the Regulations No. 563 adopted
on 23 September 2014, by the Cabinet of Ministers.
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.

15

Pending
changes

None

16

Sources of
information

International Cooperation Division Information Centre Ministry of the
Interior
www.ic.iem.gov.lv/en/node/367
www.mfa.gov.lv/en/london/

17

Sample
documents

Sample application forms
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Sample Application form (English)

223

Liechtenstein

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies online/by post
to Fürstliches Landgericht
Cost 9 CHF
Certificate issued in German
Turnaround in person/online – instant, post 1–3 days plus postage
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Liechtenstein
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Strafregisterbescheinigung

2

Department
responsible for
criminal records

Fürstliches Landgericht (Court of Justice)

3

Where to apply
in country

Fürstliches Landgericht (Court of Justice)
Spaniagasse 1
9490 Vaduz
Liechtenstein
Tel: +423 (0) 236 71 59
Fax: +423 (0) 236 65 39
Web: www.gerichte.li

4

How to apply in
country

By post to the address in Section 3 with the certified signature of the
applicant.
The individual must provide:
•

Full name

•

Date of birth

•

Address

•

Email address

•

Proof of identity

An application reference number will be issued which must be quoted
when making payment.
In person by presenting an official photo ID (e.g. passport/ID Card) to
the address in Section 3
Online at www.gerichte.li
5

Where to apply
in the UK

From the same addresses in Section 3.

6

How to apply in
the UK

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

7

Who can apply

•
•

Individuals over 14 years old
Employers and third parties with written consent
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8

Cost, payment
and turnaround

Cost
•

20 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
•
•

In person and online – immediately
Postal applications – 1–3 days (plus postage time)

Fast-track disclosure is possible if specific reasons are given.
9

How results
are presented
and security
features

Online – via lilog online tool (see Section 4)
•

In person/by post

The following information is provided on a criminal record
certificate:

10

Languages

•

Name

•

Previous names

•

Date and place of birth

•

Occupation

•

Name of parents

•

Nationality

•

Address of the individual

•

A reference number

•

Date, type and fine or custodial sentence

•

given of any offence

The certificate is available in German only.
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11

Criminal
convictions
listed on
certificate

Certificates contain details of:
•

All final convictions from Liechtenstein criminal courts in

•

case of crimes and misdemeanours

•

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:
•

Fine or youth crime – after 3 years

•

Up to 1-year imprisonment – after 5 years

•

1 to 3 years imprisonment – after 10 years

•

More than 3 years’ imprisonment – after 15 years

•

Some sexual offences and all life imprisonment sentences are
never spent

A Strafregisterbescheinigung does not include crimes
committed under the age of 14 or fines.
12

Confirming
authenticity

The Regierungskanzlei (Government Chancellery) is in charge of
confirming the authenticity of a criminal record. For utilisation abroad a
superlegalisation or Apostille is most likely needed.
The address is as follows:
Stabstelle Regierungskanzlei
Regierungsgebäude
Peter-Kaiser-Platz 1
9490 Vaduz
Liechtenstein
Tel: +423 (0) 236 60 35
Fax: +423 (0) 236 65 97
Web: www.rk.llv.li
For a superlegalisation or Apostille 30 CHF is charged. The amount has to
be paid cash. Instant service is provided in case of personal appearance.
For information on the procedure in case of no personal
presence and on the kind of legalisation in a specific case, please contact
the above mentioned authority in advance to ensure fast handling.

13

Official bodies
providing
advice on
interpretation
of criminal
records

The Fürstliches Landgericht (see contact details in Section 3) is able
to provide advice on interpretation of a criminal record.
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14

Legislation

Liechtenstein Law Gazette Year 1974 Nr. 46 issued on August 6th
Liechtenstein Law Gazette Year 1974 Nr. 46 issued on August 6th
1974 (Gesetz vom 2. Juli 1974 über das Strafregister und die Tilgung
gerichtlicher Verurteilungen)

15

Pending
changes

None

16

Sources of
information

Office of Justice

Sample
documents

None

17

Liechtenstein National Law Journal
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Lithuania

How to obtain a criminal record check - detailed guidance
Individual/third party (with written consent) applies by post/in person to the
Ministry of the Interior of the Republic of Lithuania /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 €4.34 – €6.52/UK £27
Certificate issued in Lithuanian
Turnaround 10 days/1 day (fast-track)
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Lithuania
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Certificate concerning the data on the Register of
Suspects, Accused and Convicts about a natural person

2

Department
responsible for
criminal records

Information Technology and Communications Department – Ministry
of the Interior of the Republic of Lithuania

3

Where to apply
in country

Information Technology and Communications Department,
Ministry of the Interior of the Republic of Lithuania,
Šventaragio Street 2,
LT-01510 Vilnius,
Lithuania.
Tel: +370 (0) 5 271 7177
Fax: +370 (0) 5 271 89 21
Email: ird@vrm.lt
Web: www.ird.lt/viewpage.php?page_id=1199&lang=en

4

How to apply in
country

Individuals can apply for a criminal record certificate:
•

In person

•

By post

•

By e-way (nationals of Lithuania only) at:
https://iktazr.vrm.lt/iktazreppfrontend/OpenPage?page=gyventojams or at:
https://www. paslaugos.lt/portal/citizen/service/184

•

Diplomatic representation of the Republic of Lithuania (citizens
of the Republic of Lithuania who live abroad)

The individual should submit the application to the contact details in
Section 3 together with:
•

Identification document (notarised copy if the application is
submitted by the applicant's representative)

•

Completed application form (see sample in Section 17);

•

Representation document (in addition, if the applicant's
representative applies)
Voucher of payment (only in cases of emergency procedure)

•
5

Where to apply
in the UK

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
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

How to apply in
the UK

Applications can be made using the same methods as those from
Lithuania (see Section 4).
Applications may also be made through the Embassy in the following
ways:
In person or by post to the address in Section 5.
The following is required:
•

Complete application form (see Section 17);

•

A valid passport or ID card

•

Consular fee

If the certificate is to be 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.
7

Who can apply

•
•

Individuals
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.
8

Cost, payment
and turnaround

Cost from Lithuania
•

€4.34 – in person in 10 days

•

€6.52 – in person in 1 day (emergency procedure)

Cost through Lithuanian Embassy
•

£27

Payment
The fee for the certificate or extract from the Register must be paid by a
payment order:
•

Name of payee – Information Technology and Communications
Department

•

Code of payee – 188774822

•

Account of payee – LT317300010099475423

•

Bank of payee – AB “SWEDBANK“

•

Code of bank – 73000

•

SWIFT code – HABALT22

•

Details of payment – “TP” plus name and surname of the
individual

Turnaround
Criminal record certificates are issued in 10 days.
Fast-track
Criminal record certificates are issued in 1 day if the emergency
procedure is requested.
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9

How results
are presented
and security
features

The registrar or his representative may withdraw the register statement
or extract directly from the Information Technology and
Communications Department by registered mail or electronically. If the
Applicant or his representative withdraws the certificate or extract from
the Register directly at the reception office of the IT and
Communications Department, he shall present his valid identity
document, the applicant's representative shall additionally provide a
document certifying his / her representation.

10

Languages

Certificates are only available in Lithuanian.
There is no translation service available.

11

12

Criminal
convictions
listed on
certificate

All criminal convictions are listed on a criminal record certificate.

Confirming
authenticity

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).

Convictions remain on record after completing the sentence for the
following periods:
•
•
•

3 years if convicted of a minor crime
5–8 years if convicted of a serious crime
10 years if the individual is a dangerous repeat offender

The cost is €10 per certificate.
The turnaround time is 5 working days.
13

Official bodies
providing
advice on
interpretation
of criminal
records

The Information Technology and Communications Department (contact
details in Section 3) can provide interpretation on criminal records.

14

Legislation

Consular Statute: www3.lrs.lt/pls/inter3/dokpaieska.showdoc_l?p_
id=362799 Description of Procedure for the issuance of consular
certificates: www3.lrs.lt/pls/inter3/dokpaieska.showdoc_l?p_
id=289102&p_tr2=2).
Criminal Code of the Republic of Lithuania
Regulations for the Register of Suspects, Accused and Convicts

15

Pending
changes

None

16

Sources of
information

Information Technology and Communications Department

Sample
documents

Sample application form

17

Embassy of the Republic of Lithuania
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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
No cost
Certificate issued in French only
Turnaround same day–next day/UK 1–2 weeks

236

Luxembourg
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Criminal Record Certificate (extrait du casier judiciaire)

2

Department
responsible for
criminal records

Criminal Records Department (Abteilung Strafregisterauszug)

3

Where to apply
in country

Criminal record certificates for natural persons may be requested: either
remotely (via internet, email, post or fax) or in person, at the Criminal
Records Department (Service du casier judiciaire) in Luxembourg city.

4

How to apply in
country

Online
• 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 pos.
• The online application does not require any further
identification documents
In person
• At the addresses in Section 3
• Complete the application form (see sample in Section 17)
• The individual must verfiy their identity with a copy of their ID
card, passport or Aufenthaltsgenehmigung
• 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
By post/email or fax
•
•
•

To the contact details in Section 3
Complete the application form (see sample in Section 17)
The individual must verify their identity with a copy of their
ID card, passport or Aufenthaltsgenehmigung

Applicants have to confirm how many criminal records they need.
5

Where to apply
in the UK

Applications from the UK are made through the same contacts as
those for Luxembourg (see Section 3)

6

How to apply in
the UK

It must be noted that the Criminal Records Department will only send
the criminal record certificate by post if the criminal record is clean.
Applicants with a criminal sentence listed on their certificate will be
informed by post that they must come in person to the Criminal Records
Department to collect the certificate.

7

Who can apply

Any natural person over 18 years of age who is a Luxembourg national
or resides in Luxembourg can request a certificate with details of their
criminal record.
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8

Cost, payment
and turnaround

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.

9

How results
are presented
and security
features

If the application is made by email, fax or post, the criminal record will
be sent to the address listed on the application form.

10

Languages

Certificates are issued in French only.

11

Criminal
convictions
listed on
certificate

In accordance with the European Criminal Records Information
System (ECRIS), the different sentences pronounced in EU Member
States are centralised in the criminal records register in the Member
State of which the person is a national.
For Luxembourg residents who are not Luxembourg nationals, the
Luxembourg criminal records register only contains the sentences
pronounced by Luxembourg jurisdictions.
In order to obtain the full criminal record of a natural person who is a
national of a country other than Luxembourg, it is necessary to
contact the competent authority in that other country.

12

Confirming
authenticity

Certificates can be authenticated with an Apostille at:
Ministère des Affaires Etrangères et de l’Immigration
(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.
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13

Official bodies
providing
advice on
interpretation
of criminal
records

Criminal Records Department (Abteilung Strafregisterauszug)
(see contact details in Section 3)

14

Legislation

Recueil des lois spéciales en matière civile, commerciale et pénale Loi
du 29 mars 2013
Arrêté ministériel du 23 avril 2013
Règlement grand-ducal du 29 avril 2013

15

Pending
changes

None

16

Sources of
information

http://www.guichet.public.lu/citoyens/en/citoyennete/certificatcasier-judiciaire/casier-judiciaire/extrait-casier-judiciaire/index.html

17

Sample
documents

Sample application form
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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 one of the 28 Basic or First Instance Courts
Applications from UK in person to Embassy
Cost 320 MKD/£18 from UK
Certificate issued in Macedonian
Turnaround time 3 days/2 -3 months from
UK
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Macedonia (The former Yugoslav Republic of)
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Non-Conviction Certificate

2

Department
responsible for
criminal records

The 28 Basic or First Instance Courts

3

Where to apply
in country

The Certificate can be obtained from the Basic Court responsible for the
area where the applicant is born.
More information can be obtained from the Court of First Instance Skopje:

4

How to apply in
country

•

E-mail: osnoven1s@yahoo.com

•

Telephone: +389 2 3292 613

The individual must submit an application form to the regional Basic
Court in person. The applicant must also include:
•

A copy of their passport/ID card

•

Proof of paid consular fee

The application form is available at the Basic Court upon request.
5

Where to apply
in the UK

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

6

How to apply in
the UK

The application form is submitted in person through the
Macedonian Embassy (see Section 5 for contact details). As with in
country applications, individuals should also include a copy of their
passport/ID card and proof of payment of any fees.
The application form is available at the Embassy upon request.

7

Who can apply

•
•

Individuals
Third parties (with a power of attorney)
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8

Cost, payment
and turnaround

Cost
•

In country: MKD 320.00

•

Via Embassy: £18.00

Turnaround

9

•

In country: 3 days

•

Via Embassy: 2 – 3 months

How results
are presented
and security
features

The certificate contains the individual’s name, date of birth and a list of
convictions if present.

10

Languages

The certificate is only available in Macedonian.

11

Criminal
convictions
listed on
certificate

Non-Conviction Certificates contain all enforceable verdicts.

Confirming
authenticity

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.

12

Certificates are issued as a hard copy for collection only.

Spent convictions are not listed on the certificate.

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
13

Official bodies
providing
advice on
interpretation
of criminal
records

See section 3

14

Legislation

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.

15

Pending
changes

None

16

Sources of
information

Republic Of Macedonia Ministry of Foreign Affairs

17

Sample
documents

None available
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Malaysia

How to obtain a criminal record check - detailed guidance

Individuals apply online using the government website
Applicants in the UK may apply online, or in person/by post at the Embassy
Cost 20 MYR/£5 in UK
Certificate issued in English
Turnaround same day/2 – 3
weeks from UK
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Malaysia
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Certificate of Good Conduct (CGC) (Sijil Kelakuan Baik)

2

Department
responsible for
criminal records

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

3

Where to apply
in country

Applications for both Malaysians and Non-Malaysians must be
completed via the online portal here:
https://ekonsular.kln.gov.my/en/

4

How to apply in
country

Online
Through the website at www.kln.gov.my (click on the Services button
near the top of the page, then select the appropriate option from
Malaysian or Foreigner. On the following page, select Letter of Good
Conduct from the Quicklinks drop down menu on the right of the
page).
Beside the online application, applicants must come personally to the
Consulate General of Malaysia and provide the following documents:
•

Two sets of the online application form to be printed

•

Two recent passport sized photographs - Dimensions: 3.5cm X
5cm

•

Two photocopies of passport (Details of bearer, front and back
pages)

•

Two photocopies of Identification Card

•

Two sets of Statutory Declaration Form duly filled (obtainable
at the Consulate General Office)

All non-Malaysian applications will be referred to the Malaysian
authorities in Malaysia. The Letter of Good Conduct will only be issued
by the Consulate General of Malaysia once the approval is obtained
and the applicants will be notified the Letter of Good Conduct issued is
to be collected personally by them.
Non-Malaysian applications must also be made using the online portal,
with following documents to be submitted by hand:
•

Two sets of the online application form to be printed

•

Two recent passport sized photographs

•

Two photocopies of passport (details of bearer, front and back
pages and all visa stamp pages)

•

An introduction letter from the applicant’s employer
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5

Where to apply
in the UK

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.kln.gov.my/web/gbr_london/home

6

How to apply in
the UK

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):
•
•
•

Application Acknowledgement Slip
Payment (see Section 8)
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:
In 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
• An A4 stamped addressed envelope
7

Who can apply

Individuals only

8

Cost, payment
and turnaround

Cost
From Malaysia
•
•

In person – cash payment of 20 MYR
By post – bank draft/money order for 20 MYR payable to
“Akauntan Negara Malaysia”

From UK
£5.00 paid in cash or postal order payable to High Commission of
Malaysia.
Turnaround
In country: Same day
From UK: 2 -3 weeks
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9

How results
are presented
and security
features

The CGC is a hard-copy document printed on official A4 paper with the
following details:
•
•
•
•

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
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.
10

Languages

CGCs are issued in English.

11

Criminal
convictions
listed on
certificate

“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)
Sexual offences (Kesalahan-kesalahan mengenai tubuh
manusia);
Burglary (Pecah Rumah)
Robbery (Rompak)
Theft and handling of stolen goods (Mencuri dan Menerima
Harta Curi dengan Curang)
Fraud and forgery (Penipuan dan Pemalsuan)
Criminal damage (Khianat)
Drug offences (Kesalahan Dadah)
Motoring offences (Kesalahan Lalulintas)

12

Confirming
authenticity

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).

13

Official bodies
providing
advice on
interpretation
of criminal
records

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.

14

Legislation

Registration of Criminals and Undesirable Persons Act 1969
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15

Pending
changes

None

16

Sources of
information

Ministry of Foreign Affairs
www.kln.gov.my/web/guest/home
CPNI Guidance Document 2014
Malaysian High Commission in London

17

Sample
documents

Sample Letter of Good Conduct
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Malta

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 €2.80
Certificate issued in English/Maltese
Turnaround up to 3 weeks
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Malta
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Certificate of Conduct

2

Department
responsible for
criminal records

Criminal Records Office (CRO)

3

Where to apply
in country

Criminal Records Office (CRO),
Malta Police General Headquarters,
Floriana,
CMR 02,
Malta.

1

Subject Access Request

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
4

How to apply in
country

Applications must be made in person at the CRO (see Section 3).
Application forms are provided by the CRO.
The individual must provide:
Identification in the form of:
•

An identity card

•

A valid driving licence

•

A valid passport

• Their father’s name
By authorizing someone by virtue of Chap 440 of the Laws of Malta.
(Authorisation Form to be completed and backed with documents of
requesting party.)
5

Where to apply
in the UK

In person at the:
• The CRO (see Section 3)
• The High Commission of Malta
Malta House,
36–38 Piccadilly,
Mayfair,
London,
W1J 0DP
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:
•

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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6

How to apply in
the UK

From the CRO:
•

In person through a third party (with written consent) using the
same application process as from in Malta (see Section 4)

•

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

•

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

• 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.
7

Who can apply

8

Cost, payment
and turnaround

•
•
•

Individuals
UK prospective employers
Third party (with written consent)

The cost is €2.80.
Payment can be made by:
• Cash – when collected in person
• Cheque – when applying by email/fax.
Turnaround time is up to 3 weeks from receipt of the application.
To check with Secretary tel.no (00356) 2294 2343/ MaltaPost.
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9

How results
are presented
and security
features

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 noncitizens of Malta)

•

Father’s name

•

Date of birth

•

Individual’s address

Each certificate will contain information which provides:
•

A declaration that the individual is “of good conduct”

•

Details of convictions registered against the individual’s name

Certificates are issued on official paper with the following security
features:
•
•
•
•
•

Watermark of the Malta Police
CRO stamp
Date of issue
Signature of issuing police officer
Signature of the Commissioner of Police

10

Languages

Certificates are issued in English and Maltese.

11

Criminal
convictions
listed on
certificate

The following major categories for conviction exist in Malta:
•
•
•
•
•
•
•

Violence against the person (Delitti kontra il-persuna)
Sexual offences (Delitti kontra l-umanità)
Burglary, robbery, theft and handling of stolen goods (serq)
Fraud and forgery (Delitti kontra l-Fiducja Pubblika)
Criminal damage (Delitti kontra s-Sigurtà Pubblika u fuq
Hsarat fil- Proprjetà)
Drug offences (Ordinanza Dwar Il-Medicini Perikoluzi)
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.
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12

Confirming
authenticity

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

13

Official bodies
providing
advice on
interpretation
of criminal
records

Guidance is issued by the Maltese Police in accordance with Conduct
Certificates Ordinance, Chapter 77.

14

Legislation

Conduct Certificates Ordinance, Chapter 77 of the Laws of Malta

15

Pending
changes

None

16

Sources of
information

CPNI Guidance Document 2014

Sample
documents

None

17

Malta Police Force: www.police.gov.mt
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Mexico

How to obtain a criminal record check - detailed guidance
Individual/third party (with power of attorney) applies in person to
Procuraduría General de la República
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 $165 MXN
Certificate issued in Spanish
Turnaround 10 working days plus postage
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Mexico
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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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Constancia de Datos Registrales

2

Department
responsible for
criminal records

Procuraduría General de la República (PGR)

3

Where to apply
in country

Dirección General de Control de Procesos Penales
Federales,
Av. Fray Servando Teresa de Mier No. 81 piso 7,
Col. Obrera,
C.P. 06800, CDMX,
Tel. +52+55 +5346 0000 ext.508427, 508428.
mail: aregistrales@pgr.gob.mx
web:
Https://www.gob.mx/tramites/ficha/expedicionde-constancia-de-datos-registrales/PGR1212
There are different PGR offices for each state of the Mexican
Republic. A list can be found at:
https://www.gob.mx/pgr/acciones-y-programas/constanciade-datos-registrales

4

How to apply in
country

Applications can be made in person only to the PGR offices (see the
contact details in Section 3).
The individual must present the following documents:
•

A letter from your embassy or consulate addressed to Lic. Javier
Dovala Molina, Director of Criminal Proceedings

•

Federal or Delegate of the PGR in the State, requesting the
document. If the applicant is a British citizen, the letter must be
issued by the British Embassy in Mexico or consulate

•

Valid passport

•

Proof of address (if the document is not in Spanish, it must be
translated by an official translator)

•

Migratory format or legal stay document (if the applicant is a
foreign citizen)

•

Birth certificate (if the document is not in Spanish, it must be
translated by an official translator)

•

Two passport-size photographs: a front profile photo and a right
profile (men: no beard or mustache, women: no makeup, welllifted hair)

•

Payment of rights for $165.00 Mexican pesos, through the
e5Cinco format

•

Two sets of original fingerprints, signed and stamped, taken at
the embassy or by the local police

For further details, please visit:
https://www.gob.mx/pgr/acciones-y-programas/constancia-de-datosregistrales
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5

Where to apply
in the UK

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: www.embamex.sre.gob.mx/reinounido/index.php/en/theembassy

6

How to apply in
the UK

Applications must be made in Mexico; however, UK people may
request that a third party submit their application in Mexico on their
behalf.
In this situation, the individual must bring the following to the
Consulate Department of the Embassy of Mexico (see contact details
in Section 5):
•

Power of attorney signed before two witnesses, which
authorizes someone to submit an application on their
behalf, can be downloaded at the following website:
http://consulmex.sre.gob.mx/reinounido/images/stories/
pdf/Formato_carta_poder.pdf)

•

Valid passport

•

Valid visa or format that proves legal stay in Mexico (if the
applicant is a foreign citizen)

•

Proof of address (if the document is not in Spanish, it must
be translated by an official translator)

•

Birth certificate (if the document is not in Spanish, it must
be translated by an official translator)

•

Two passport-size photographs: a front profile photo and a
right profile (man: no beard or mustache, glasses, woman:
no makeup, hair collected, no glasses)

The Department of the Consulate will provide:
•

Two sets of fingerprints taken by the Consulate at the
Mexican Embassy, stamped and signed

•

A letter issued by the Consulate of Mexico addressed to Mr.
Javier Dovala Molina, General Director of Federal Criminal
Proceedings or State Delegate of the PGR (issued in a
working day)

These documents are sent to the third party living in Mexico so that
together with:
•

The power of attorney (the applicant must provide
photocopies of the official identification of the two
witnesses)

•

Copy of valid passport
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•

Copy of visa or legal stay in Mexico

•

Proof of address (if the document is not in Spanish, it must
be translated by an official translator)

•

Birth certificate (if the document is not in Spanish, it must
be translated by an official translator)

•

Two passport-size photographs: a photo of a frontal profile
and a right (man: without beard or mustache, if glasses,
woman: no makeup, hair collected, no glasses)

•

Payment of rights for $ 165.00 Mexican pesos, through the
e5Cinco format:
http://www.pgr.gob.mx/Paginas/e5cinco.aspx

For further details, please visit:
https://www.gob.mx/pgr/acciones-y-programas/constancia-de-datosregistrales
7

Who can apply

In Mexico
•

Individual

•

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.
8

Cost, payment
and turnaround

Cost of certificate
The fee for the certificate is $165 MXN (Mexican pesos)
Payment
•
•

Made through banks under the e5cinco scheme
Electronic bank transfer with the reference: DPA
reference: 624001153. DPI: 00175100000000

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.
9

10

How results
are presented
and security
features

The certificate contains the name of the individual and has an official
stamp.

Languages

The criminal record certificate is available in Spanish only.

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.

There is no official translation service.
11

Criminal
convictions
listed on
certificate

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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12

Confirming
authenticity

The certificate can be authenticated by an Apostille at:
The Secretaria de Gobernación
Calle Río Amazonas # 62,
Planta Baja,
Del. Cuauhtémoc,
Col. Cuauhtémoc,
C. P. 06500,
México.
Tel: +52 (0) 55 5093 3218 or +52 (0) 55 5093 3222
http://www.dicoppu.segob.gob.mx/es/DICOPPU/Requisit
os

13

Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

Agreement A / 023/12 published in the DOF 9/02/2012
General Law on Transparency and Access to Government Public
Information

15

Pending
changes

None

16

Sources of
information

Embassy of Mexico

Sample
documents

None

17

PGR website: PGR: https://www.gob.mx/pgr/acciones-yprogramas/constancia-de-datos-registrales
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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 or by post to Embassy / online for Moldovan
citizens
Cost 30 MDL/60 MDL for fast-track in Moldova/At the Embassy –£37
Certificate issued in Romanian or Russian in Moldova
Certificate issued in Romanian, or English upon request at the Embassy
Turnaround In country 10 days/1 day fast-track/Embassy 10-14 days
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Moldova
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Criminal Record Check (Cazier Judiciar)

2

Department
responsible for
criminal records

Ministry of Internal Affairs
Information Technology Service

3

Where to apply
in country

Ministry of Internal Affairs,
Department of Information and Operational Records,
3 Iacob Hincu Street,
Chisinau,
Moldova.
Tel: +373 (0) 22 255 155
Web: http://mai.gov.md; https://servicii.gov.md
Email: sti@mai.gov.md
Applications can also be made through local Moldovan police
authorities.

4

How to apply in
country

Applications are accepted online or in person. Non-Moldovan citizens
can only apply in person.
In person
Applications should be made in the following ways:
•

For 1-day service and 10-day service (see additional cost in Section
8) – Information Technology Service – Monday-Friday 8am-5pm
(see contact details in Section 3)

•

For 10-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;

•

The individual’s personal identification number (IDNP)

•

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-8405-4535aeba-015b54423588 (choose the option “Solicita serviciul”).
The following details are required:
•

Personal Identification Number (IDNP)

•

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
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receiving the document.
5

Where to apply
in the UK

•

Online at:
www.servicii.gov.md/ServiceDetails.aspx?id=b60f9e3e- 84054535-aeba-015b54423588 (Moldovan citizens only).

•

In person:
o

Through a third party in Moldova at the address in
Section 3

o

At:

Embassy of the Republic of Moldova,
5 Dolphin Square,
Edensor Road, London,
W4 2ST
Tel: +44 (0) 20 8995 6818; +44 (0) 20 8996 0546
http://www.britania.mfa.gov.md/certificat-cazier-judiciar-rm/
Email: embassy.london@mfa.md
By post
6

How to apply in
the UK

Moldovan citizens can apply:
•
•
•

Online (see contact details in Section 5)
In person at the Embassy (see Section 5)
By post (see Section 5)
Individuals
Third parties (with consent)

7

Who can apply

•
•

8

Cost, payment
and turnaround

Cost
•
•
•

The cost of obtaining a Juridical Record is 30 MDL within 10
working days
If the certificate is required urgently, i.e. within one working
day, the fee is 60 MDL
The cost of obtaining a Criminal Record Check at the
Moldovan Embassy in the UK is 37 GBP

Payment
Payments can be made:
•
•

By bank transfer in Moldovan currency. The authorised
banks are Victoriabank and Banca de Economii
At QIWI payment terminals: www.qiwi.md

At the Moldovan Embassy in the UK – by bank transfer in GBP. Bank
details can be found at http://www.britania.mfa.gov.md/certificatcazier-judiciar-rm/
Turnaround
•
•
•

The turnaround time is up 10 days
The fast-track service turnaround is 1 day if the fee has been paid
The turnaround time is up to 10-14 days at the Moldovan
Embassy in UK
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9

How results
are presented
and security
features

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
Date of birth
Place of birth
Personal Identification Number (IDNP)
A statement that the individual has no criminal convictions or a
list of all spent and unspent convictions
Information if the individual has been subjected to
criminal proceedings or investigated

Moldovan Juridical Records contain the following security features
including:
•
•
10

Languages

The phrase “Ministry of Internal Affairs of the Republic of
Moldova” in Moldovan and Russian
A unique code and serial number

The certificate is available in Romanian and English at
the Moldovan Embassy in the UK (upon request).

11

Criminal
convictions
listed on
certificate

Categories of criminal conviction in Moldova are:
•
•
•
•
•
•
•

Violence against the person (infracţiuni contra vieţii şi
sănătăţii persoanei)
Sexual offences (Infracţiunile privind viaţa sexuală)
Burglary and theft (Furtul)
Robbery (Jaful)
Forgery (Fabricarea sau punerea în circulaţie a banilor falşi
sau a titlurilor de valoare false)
Drug offences (Circulaţia ilegală a substanţelor narcotice,
psihotrope sau a analoagelor lor fără scop de înstrăinare)
Motoring offences (Infracţiuni în 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:
•
•
•
•
•

If 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
After serving non-custodial sentences
After 2 years of serving the custodial sentence if convicted of
non- serious crimes
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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12

Confirming
authenticity

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/
https://apostila.gov.md/
http://www.britania.mfa.gov.md/e-apostila-ro/
Costs
•
•
•

150 MDL – issued within 1 hour
130 MDL – issued within 1 day
100 MDL – issued within 5 days

Turnaround time – from 1 hour to 5 days.
13

Official bodies
providing
advice on
interpretation
of criminal
records

Dissemination of criminal records data in Moldova is controlled by the
Ministry of Internal Affairs.

14

Legislation

Ordinul nr. 353 din 18 noiembrie 2016 „Privind aprobarea Instrucţiunilor
privind ordinea de eliberare a cazierelor judiciare, cazierelor
contravenţionale şi altor certificate de către Serviciul tehnologii
informaţionale din subordinea Ministerului Afacerilor Interne”

15

Pending
changes

None

16

Sources of
information

Ministry of Interior website: www.mai.gov.md
CPNI guidance document 2014
In-country legal resource

17

Sample
documents

Sample application form
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Montenegro

How to obtain a criminal record check - detailed guidance

Individual applies in person/third party to local police station, or by
post/email
Cost €5
Certificate issued in Montenegrin
Turnaround 2 – 5 days
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Montenegro
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Certificate of Criminal Records (Uvjerenje iz kaznene
evidencije)

2

Department
responsible for
criminal records

Ministry of Justice of Montenegro

3

Where to apply
in country

Ministry of Justice
via post or in person at: Bulevar Pera Ćetkovića br. 259, Podgorica
via email at: rke@mpa.gov.me
Contact details can be found at:
http://www.pravda.gov.me/rubrike/Registar-kazneneevidencije/137178/Informacija-o-izdavanju-podataka-iz-kazneneevidencije.html

4

How to apply in
country

By post
Application form for issuance of Certificate of Criminal records can be
submitted via post or in person at Ministry of Justice of Montenegro at
Bulevar Pera Ćetkovića br. 259, Podgorica.
By email
Application form for issuance of Certificate of Criminal Records can be
submitted via email at: rke@mpa.gov.me
Valid identity card or passport, as well as proof of payment must be
presented.

5

Where to apply
in the UK

Applications are made at the same location as those from
Montenegro (see Section 3).

6

How to apply in
the UK

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

7

Who can apply

Data filed in official criminal record may be disclosed solely to:
• A court of law, the state prosecutor and authorities of
internal affairs, related to the criminal procedure
instituted against a person who has prior convictions, as
well as to the body in charge of execution of criminal
sanctions and the body that participates in the
procedure of granting amnesty, abolition, rehabilitation
or deciding on cessation of legal consequences of a
sentence, same as to the tutelary authorities when so
needed for the conduct of duties within their
competence.
• Data from criminal records may also be disclosed upon
reasoned request, to a state authority, enterprise, other
organization or entrepreneur, if legal consequences of a
sentence or security measures are still lasting and if
there exists a justified interest based on law.
• On citizens’ request, data on the existence or nonexistence of prior convictions may be presented to them
solely if such data are needed for the purpose of
exercising their rights abroad.
273

8

Cost, payment
and turnaround

Cost
The fee for obtaining a Certificate of Criminal Records is €5.
Payment
The applicant transfers the payment into the Ministry of Justice bank
account and presents the payment slip with the application form.
Account details: 832-3161233-91
Turnaround
2-5 working days

9

How results
are presented
and security
features

The Certificate of Criminal Records is issued as a hard copy for
collection.
Criminal records in Montenegro contain the following details:
•

Individual personal details

•

Details of any convictions, suspended sentences or caution

•

Information on the criminal offense

•

Information on penalties and other measures

•

Information on changes of convictions

•

If there are convictions, a tick will be placed in the relevant box

The Certificate of Criminal Records will be stamped (in the bottom lefthand corner of the page) and signed by the issuing officer.
10

Languages

The certificate is issued only in Montenegrin.
There is no official translation service available.

11

Criminal
convictions
listed on
certificate

Criminal convictions are removed if the individual is rehabilitated.
Legal rehabilitation shall be granted solely to persons who, prior to the
conviction the rehabilitation is related to, had no prior convictions or
who were deemed by law to have had no prior convictions.
Legal rehabilitation shall be granted in the following instances:
•

If a person convicted but remitted of a penalty, or pronounced
to whom is a judicial admonition, does not commit any new
criminal offence within the period of one year of coming into
effect of the sentence,

•

If a person on whom a suspended sentence is imposed, does not
commit any new criminal offence during the testing period and
within the period of one year of expiration of the term of
testing,

•

If a person sentenced to a fine, penalty of community service or
penalty of imprisonment in duration of no longer than six
months, does not commit any new criminal offence within the
period of three years of the day of execution, barring by
limitation or remission of the penalty thereof,

•

If a person sentenced to imprisonment exceeding six months to
one year, does not commit any new criminal offence within the
period of five years of the day of execution, barring by limitation
or remission of the penalty thereof.
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Legal rehabilitation shall not commence if an accessory penalty has not
yet been executed or if security measures are still in force.
12

Confirming
authenticity

This country has joined The Hague Convention of 5 October 1961
Abolishing the Requirements 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:
https://www.hcch.net/en/states/authorities/details3/?aid=742

13

Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

Criminal Code of Montenegro and Regulation on criminal records

15

Pending
changes

None

16

Sources of
information

Embassy of Montenegro

17

Sample
documents

None
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Netherlands

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies online,
by post or in person to the Population Affairs Department
Cost €41.35
Certificate issued in Dutch
Turnaround 4–8 weeks/Fast-track 10 days
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Netherlands
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Name of certificate
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3
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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

Certificate of Good Conduct – (Verklaring Omtrent het Gedrag) (VOG).

2

Department
responsible for
criminal records

Justis Ministerie van Justitie en Veiligheid

3

Where to apply
in country

In Person:
•

You can apply for a certificate of conduct at the Population Affairs
Department (Burgerzaken/Publiekszaken) of the municipality
where you are registered in the Municipal Personal Records
Database (BRP).

Online:
•

4

How to apply in
country

If you are not registered in the BRP, you should apply directly to
Justis for your certificate. You can send your application to:
vog.np.rni@minvenj.nl (10MB max.). You can only attach one
application per e-mail

When you apply for a certificate of conduct you must bring:
•

A fully completed application form:
o

Data applicant (section 1)

o

Data organisation/establishment (section 2). If it’s not
possible to obtain a signature on behalf of the
organisation/body at section 2 (e.g. if you need a VOG for
a work permit/visa), you have to fill out the sections 2.1,
2.2 and 2.3 or 2.4. yourself. In this case replace section 2.6
with a document. This document can be a letter, e-mail of
webpage (e.g. form an embassy) which states the VOG is
necessary for the purpose of your application. You need
to bring all 6 pages of the application form.

•

An official document which states the purpose of your application,
provided by the interested party.

•

A valid passport or identification card/ID/identity document.

•

The administrative expenses of €41,35.

All this information is sent to Justis which issues certificates on behalf of
the State Secretary.
An application form for an individual (VOG NP) can be found at:
https://www.justis.nl/binaries/Aanvraagformulier%20VOG%20NP%
20(English)%20-%202.2_tcm34-84796.pdf
An English language authorisation form to allow a third party to apply
on your behalf can be found at:
https://www.justis.nl/binaries/Authorization%20form%20VOG%20
NP%20(English)_tcm34-256381.pdf
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5

Where to apply
in the UK

Online:

6

How to apply in
the UK

Applications can be made via post as detailed in Section 4.

7

Who can apply

•
•
•

8

Cost, payment
and turnaround

Cost

•
If you are not registered in the BRP, you should apply directly to
Justis for your certificate. You can send your application to:
vog.np.rni@minvenj.nl (10MB max.). You can only attach one
application per e-mail

Individuals
Employer and individual together
Authorised third parties

In person/by post
The cost of obtaining a criminal record certificate is €41.35, to be paid
on submission of the application form. If the individual applies directly
to COVOG, the fee should be paid into:
IBAN-code: NL31 INGB 0705 0054
53
BIC-code: INGBNL2A, ING Bank in
Amsterdam.
Stating the name of the
applicant.
Made payable to Justis/COVOG in
The Hague.
When you are doing the payment from abroad, you must keep in mind
that all additional (transfer) cost charged by your bank, will be for your
account. Your application will only be processed when Justis has
received the full amount of €41,35.
Turnaround
The turnaround time is between 4 and 8 weeks from receipt of an
application.
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9

How results
are presented
and security
features

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.
• If copied, the text “copy” will appear on the certificate.
• 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.
• 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.

10

Languages

The VOG is provided in Dutch with explanatory note in English. This is
not a literal translation.

11

Criminal
convictions
listed on
certificate

Every category of conviction is listed on a criminal record certificate if it
is deemed appropriate (see Section 9).

Confirming
authenticity

De Justitiële Informatiedienst located in Almelo, The Netherlands, can
confirm authenticity; however, a cost and turnaround time has not
been disclosed.

12

A conviction is never removed from a criminal record.

Certificate security features can be found in Section 9 and Section 17
also.
13

Official bodies
providing
advice on
interpretation
of criminal
records

None available

14

Legislation

The Judicial Data and Criminal Records Act, November 2002, contains
provisions concerning the issue of Certificates of Good Conduct.
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15

Pending
changes

None

16

Sources of
information

www.justice.nl

Sample
documents

Sample application form

17

Klantadviseur Klantcontactcentrum, Dienst Justis, Justitiële
uitvoeringsdienst Toetsing, Integriteit en Screening

Sample certificate
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Sample Certificate
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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
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New Zealand
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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
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Who can apply
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9
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Languages

11
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12

Confirming authenticity
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Official bodies providing advice on interpretation
of criminal records
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Legislation

15

Pending changes

16

Sources of information

17

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

Criminal Record Check

2

Department
responsible for
criminal records

Ministry of Justice (MoJ)

3

Where to apply
in country

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: https://www.justice.govt.nz/

4

How to apply in
country

Individual
•

•
•

The individual must complete the Priv/F1 application form
which can be found online at
https://www.justice.govt.nz/assets/Documents/Forms/requ
est-by-individual.pdf. A sample can be viewed in Section 17.
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
https://www.justice.govt.nz/assets/Documents/Forms/CRCrequest-by-third-party.pdf. A sample can be viewed in Section
17.
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.

5

Where to apply
in the UK

Applications can be sent to the fax number or email address detailed in
Section 3.

6

How to apply in
the UK

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 via email by
the individual or third party.

7

Who can apply

•
•

Individuals
Third parties with authorisation using a Priv/F2 form
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8

Cost, payment
and turnaround

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.

9

How results
are presented
and security
features

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’’)
MoJ request number (currently 7 digits long)

10

Languages

The certificate is available in English only.

11

Criminal
convictions
listed on
certificate

The Criminal Record covers criminal and traffic convictions, however it
does not include:
•

infringements, such as parking tickets

•

charges that haven’t gone to court yet

•

any charges where you weren’t convicted

•

times you’ve gone to court and were found not guilty

•

military (Court Martial) convictions

•

overseas convictions

•

Police diversions

•

charges in the Youth Court

•

demerit points and driver licence suspensions. You can get a
report on these from the New Zealand Transport Agency.

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.
12

Confirming
authenticity

The Department of Internal Affairs Authentication Unit can provide
authentication. Further details can be found at
https://www.govt.nz/browse/nz-passports-and-citizenship/provingand-protecting-your-identity/use-your-nz-documents-overseas/#whatyou-need-to-know
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3

Official bodies
providing
advice on
interpretation
of criminal
records

None available

14

Legislation

Privacy Act 1993
Criminal Records (Clean Slate) Act 2004

15

Pending
changes

None

16

Sources of
information

Criminal Records Unit

Sample
documents

Individual application form – Priv/F1

17

www.justice.govt.nz

Third Party Authorisation Form –Priv/F2
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Nigeria

How to obtain a criminal record check - detailed guidance
Individual/third party (with written consent) applies in person to
The Registrar of Criminals or online via the NPF website
Applications cannot be made from the UK
Fingerprints required
Cost N 1500
Certificate issued in English
No official turnaround time available

291

Nigeria
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Police Clearance Certificate (PCC)

2

Department
responsible for
criminal records

Central Criminal Registry (CCR) maintained by the Registrar of
Criminals, which is a sub-unit of the Nigeria Police Force.

3

Where to apply
in country

Central Criminal Registry Force C.I.D. Annex
Alagbon Close,
Ikoyi,
Lagos,
Nigeria.
Web: www.npf.gov.ng/

4

How to apply in
country

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)
A reason for the request, such as a letter of employment,
stating the offer is subject to a satisfactory police character
report
Fingerprints will be taken at the CCR
The relevant fee
Copy of passport bio data page
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)
The relevant fee
Written consent of the individual
A copy of the biographical data page of the individual’s passport
Fingerprints of the individual taken at a police station

Via the NPF website
Visit http://www.npf.gov.ng/character/index.php and complete the
onscreen steps to obtain an Application ID. This ID will be used to enter
the application portal and complete the online form.
• Required information includes NIMC number, bank details and
employment details.
• A scan of your passport
•

Once completed, the form should be printed and submitted to
the forensic section of your local State Police Command
Headquarters for fingerprint analysis.
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5

Where to apply
in the UK

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.

6

How to apply in
the UK

7

Who can apply

8

Cost, payment
and turnaround

The application process is the same as that from within Nigeria
(see Section 4).
•
•
•

Individuals
Prospective employers (with written consent)
Third parties (with written consent)

Cost
•
•

The official fee for a Police Character Certificate is N1500.
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
•

There is no official turnaround time for obtaining a certificate,
but it could take several months

•

Applications made in person at Lagos are typically completed
within one day
There is no fast-track service available

•
9

10

How results
are presented
and security
features

Police Character Certificates are available in hardcopy only.
Certificates have to be collected from the Registrar of Criminals (see
Section 3).

Languages

Police Character Certificates are issued in English.

The certificate will include:
Individual’s name;
• An impression of the individual’s fingerprints;
• 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.
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Criminal
convictions
listed on
certificate

The following categories of conviction are listed on a criminal record
certificate from Nigeria:
•
•
•
•
•
•
•
•
•
•
•

Violence against the person
Sexual offences
Burglary
Robbery
Theft and handling of stolen goods
Fraud and forgery
Criminal damage
Money laundering
Official corruption
Drug offences
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.
12

Confirming
authenticity

A prospective employer or third party can present the certificate at
the CCR (see Section 3) for verbal verification.

13

Official bodies
providing
advice on
interpretation
of criminal
records

The Nigerian Police Force can provide advice on criminal
records information (see Section 3 for contact details).

14

Legislation

There is no legislation that specifically governs the disclosure of
criminal records. However, the Freedom of Information Act applies to
criminal record certificates.

15

Pending
changes

None

16

Sources of
information

In Country Legal Resource

Sample
documents

None

17

CPNI Guidance Document 2014
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Norway

How to obtain a criminal record check - detailed guidance
Individuals apply by post or online to the Police Unit for Monitoring and Police
Testing
No cost
Certificate issued in Norwegian and English
Turnaround 14 days
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Norway
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity
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Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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.

297

1

Name of
certificate

Criminal Record Certificate (Politiattest)
There are three types of certificates 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 offences,
these are subject to time limitations regulated law.

•

A Limited Certificate only contains details of a particular
category of punishable offence relevant to a job role. This
certificate is not applicable for applicants outside of Norway.

•

An Exhaustive Certificate contains information about every
given criminal sanction and penal reactions, this certificate has
no time limitations.
An Exhaustive and extended Certificate contains information
about every given criminal sanction, penal reactions and
other measures as a result of offenses. It can also state on
going prosecutions. This certificate has no time limitations.

•

2

Department
responsible for
criminal records

The Criminal Register (Strafferegistret) is a national register of criminal
records data administered by the Norwegian Police Directorate.

3

Where to apply
in country

In 2014, the Politiets enhet for vandelskontroll og politiattester (Police
Unit for Monitoring and Police Testing) assumed responsibility of
issuing all criminal record certificates for the entire country.
It is no longer possible for applicants to be issued police certificates by
any local police office.
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4

How to apply in
country

If the applicant has a Norwegian digital ID (Bank ID, Min ID, Buypass or
Commfides), it is recommended to apply online using the following link;
https://www.politiet.no/en/services/police-certificate-ofconduct/police-certificate-of-conduct--how-to-apply-online/
Applicants without a Norwegian digital ID can apply by regular post,
enclosing a completed application form and a copy of a valid ID
(Passport, drivers licence etc.) to:
Politiets enhet for vandelskontroll og politiattester
Postboks 113
9951 Vardø
The application procedure is:
• Download and complete the application form electronically,
then print.
• Apply online using the link provided.
https://www.politiet.no/en/services/police-certificate-ofconduct/
Applications for police certificates for use outside of Norway do not
have to be accompanied by a written statement from the prospective
employer, confirming that criminal record disclosure is required - This is
only required when Norwegian employers are requesting police
certificates.
The individual is required to provide the following information:
• Full name
• Date of birth
• Current address
• Post code and city
• Country
• E-mail
• Telephone number
• Purpose of the criminal record certificate
• Signature
A copy of a valid passport, driving licence or bank card with photograph
and signature is also required.
Please note:
A Standard/Ordinary Certificate will be issued by default. If a Limited or
Comprehensive Certificate is required, this should be clearly stated on
the application form.
Further information can be found at:
https://www.politiet.no/en/services/police-certificate-ofconduct/about-police-certificate-of-conduct/
Further questions may be addressed to:
• E-mail: politiattest@politiet.no
• Telephone: 004778989360
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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/
5

Where to apply
in the UK

Same as Section 3 and 4

6

How to apply in
the UK

Same as Section 3 and 4

7

Who can apply

Only the individual on which the police certificate is regarding can apply
for the certificate to be issued. It is not possible for an individual to
authorise a third party to apply for criminal record disclosure on their
behalf, including next of kin. Employers are not allowed to apply on
behalf of the prospective employee.

8

Cost, payment
and turnaround

Cost
There is no charge for the certificate.
Turnaround

9

How results
are presented
and security
features

•

The turnaround time is up to 14 days.

•

The Norwegian police service does not provide a fasttrack disclosure service.

Results
For Norwegian citizens and applicants residing in Norway we
recommend getting a digital mailbox:
https://www.norge.no/en/choose-digital-mailbox
A Criminal Record Certificate will be issued digitally or as a hard copy by
post. It will be mailed directly to the subject of the check (at the address
provided in the application form).
A Criminal Record Certificate is printed in A4 format and signed and
stamped by the issuing police service. It can both be issued with a
original stamp and signature or a digital stamp and signature.
It does not contain any other notable security features. A
Standard/Ordinary Certificate will usually contain the following
information:
• Place of issue
• Full name and address of the subject
• Date of birth and social security number (if applicable)
• Type and purpose of the certificate
• 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.
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10

Languages

The certificate can only be requested in Norwegian and English. If a
certificate is received in Norwegian, the Norwegian Embassy in London
can provide a list of approved translators on request.

11

Criminal
convictions
listed on
certificate

The length of time a judgment remains disclosable is prescribed in
Norwegian legislation (Criminal Registration Act 2010) and varies
according to the seriousness of the conviction and the type of
certificate issued. The relevant information on the ordinary police
certificate is:
•

Custodial sentences of more than 6 months: 10 years from
date of release

•

Custodial sentences of less than 6 months: 3 years from date
of decision

•

Committal to forced mental health protection: 10 years from
date of release

•

Suspended sentences: 3 years from date of decision

•

Community service for more than 6 months: 10 years from
date of completion

•

Community service for less than 6 months: 3 years from date
of completion

•

Conditional waiver of prosecution for a serious crime: 2 years
from date of decision

•

Fines where the subsidiary prison sentence is more than 6
months: 2 years from date of decision

•

Time limited loss of rights: 10 years from the date the right
was given back

•

Loss of rights without time limitations: will always be stated

In addition, the following types of conviction will not usually appear
in a standard (ordinary) criminal record disclosure:
•

Suspended sentences or fines where the subsidiary prison
sentence is less than 6 months

•

A waiver of prosecution in respect of misdemeanors or an
unconditional waiver of prosecution for serious crimes

•

The transfer of criminal proceedings to The Mediation and
Reconciliation Service

•

Fines in lieu of prosecution or ongoing prosecutions

•

A sentence of military arrest

•

A sentence of a persons transfer to children’s protective
services

Note that if the individual was under the age of 18 at the time of the
crime, the fines, sentences and other penal reactions will be under
different regulations and time limitations.
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12

Confirming
authenticity

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
If requested, "politiets enhet for vandelskontroll og politiattester" can
forward the police certificate to the necessary legalisation service. This
is dependent on the applicant informing us which country the certificate
shall be used in.

13

Official bodies
providing
advice on
interpretation
of criminal
records

None available

14

Legislation

The disclosure of criminal records in Norway is regulated by the
Criminal Registration Act 2010, the Criminal Registration Regulations
2013, the General Civil Penal Code 1902 (rescinded) and the General
Civil Penal Code 2005
Links to further legislation can be found below:
Criminal Registration Act 2010 (Politiregisterloven)
https://lovdata.no/dokument/NL/lov/2010-05-2816?q=politiregisterloven
Criminal registration Regulations 2013 (Politiregisterforskriften)
https://lovdata.no/dokument/SF/forskrift/2013-09-201097?q=politiregisterforskriften
The General Civil Penal Code 2005 (Straffeloven)
https://lovdata.no/dokument/NLE/lov/2005-05-20-28?q=straffelov

15

Pending
changes

None

16

Sources of
information

National Police Directorate www.politi.no

17

Sample
documents

Sample application form
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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
Cost varies by location/£15 from UK
Certificates issued in English
Turnaround typically 10 – 15 days
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Pakistan
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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

Police Clearance Certificate or Police Character
Certificate

2

Department
responsible for
criminal records

Each district and province holds its own records. There is no centralised
database.

3

Where to apply
in country

4

How to apply in
country

•

In larger cities: Obtain the application form which is available
at the Town or City Police Officer of your area.

•

In smaller cities, towns or rural areas: Request an application
form from the local district office of the Senior
Superintendent of Police (SSP) of the Police Security Branch
and apply for the police certificate.

•

The main Pakistani Police Website can be found at:
www.npb.gov.pk

In person to the offices detailed in Section 3 using the application form,
accompanied by the following documents:
•

National Identity Card

•

Photocopies of your passport, including all the pages showing
your legal stay in that country

•

Two passport-size photographs

•

Government/Semi govt Employees should apply along with NOC
obtained from the Head of Dept.

•

Staff Nurses & Dispensers should apply along with NOC obtained
from Govt of Pakistan

•

M/o Health & Social Welfare Div. Islamabad

•

Self-addressed Express/Registered Post envelope.

•

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.
5

Where to apply
in the UK

Community Welfare Division,
High Commission for Pakistan,
34 Lowndes Square,
London,
SW1X 9JN
Tel: +44 (0) 20 7664 9246/+44 (0) 20 76649200
Email: cwd@phclondon.org
Internet: http://phclondon.org/consular/
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6

How to apply in
the UK

In person
By free form letter to the address in Section 5 providing the following:
•
•
•
•
•

Reason for requesting the certificate
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
If the individual is not a Pakistani national, the period and
dates when they resided in Pakistan
Signature of the individual

The following documentation must be provided with the application:
•
•
•

Three copies of passport; (containing photograph and all
personal information)
Three copies of national identity card (Pakistani nationals)
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:
•

•
•
•

7

Who can apply

8

Cost, payment
and turnaround

•
•

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 letter containing the name of their immediate family
member to obtain this clearance certificate on their behalf
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
Immediate family members (with consent)

There is no standard fee, as it varies between states.
Applications made from a Commission require a fee of £15, payable in
cash.
The average turnaround time for the issuance of a Police Clearance
Certificate is between 10 and 15 working day, but this may vary.
There is no system in place for fast-track disclosure.

307

9

How results
are presented
and security
features

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:
Full name
Results of check
Name of parents
Name and number of siblings
Date of birth or approximate age
Ethnicity
Blood group
Current address
National ID card number and/or passport number
Confirmation of previous addresses in Pakistan and
length of residency
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.
10

Languages

The certificate is issued in English.

11

Criminal
convictions
listed on
certificate

The following categories for conviction exist in Pakistan:
•
•
•
•
•
•
•
•
•
•
•

Violence against a person
Sexual offences
Burglary
Robbery
Theft
Fraud and forgery
Criminal damage
Drug offences
Motoring offences
Blasphemy
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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12

Confirming
authenticity

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:
•
•
•

Federal Investigation Agency (FIA) www.fia.gov.pk/
Crime Investigation Department (CID)
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.
13

Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

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.

15

Pending
changes

None

16

Sources of
information

Pakistani High Commission, London

Sample
documents

None

17

CPNI Guidance Document 2014

309

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 online or in person at Embassy
Cost PHP 130
Certificate issued in English
Turnaround up to 7 days in country/approximately 2 weeks from UK
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Philippines
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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

National Bureau of Investigation (NBI) Clearance
Certificate

2

Department
responsible for
criminal records

National Bureau of Investigation (NBI),
NBI Building,
Taft Avenue,
Ermita,
Manila,
Philippines 1000.

3

Where to apply
in country

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

4

How to apply in
country

In person to the address or offices listed in Section 3.
First time applications
•

•
•
•

•
•

Complete the application form online at
https://clearance.nbi.gov.ph/or obtain a form from one of
the local offices in Section 3
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)
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)
Applications may be renewed online using the portal at
https://clearance.nbi.gov.ph/
5

Where to apply
in the UK

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
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6

How to apply in
the UK

In person to the address in Section 5, then post to the address in
Section 3.
In addition, it is now possible to both apply for and renew your NBI
Clearance Certificate online via the methods described in section 4.

7

Who can apply

•
•

8

Cost, payment
and turnaround

Cost
PHP 130

Individuals only
Third parties (with consent) can apply for renewals.

Turnaround
•

•

•
9

How results
are presented
and security
features

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:
•
•
•
•
•
•
•
•

Name
Address
Date and place of birth
NBI ID number
Date
Sequence number
Citizenship
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
A right thumb print
313

An embossed NBI dry seal is found in the lower left portion of the
certificate. The clearance is invalid without this.
10

Languages

The certificate is only issued in English.

11

Criminal
convictions
listed on
certificate

The following categories of conviction exist in the Philippines:
•
•
•
•
•
•
•
•
•
•
•
•
•

Violence against the person
Sexual offences
Burglary
Robbery
Theft and handling of stolen goods
Fraud and forgery
Criminal damage
Drug offences
Motoring offences
Crimes against national security
Crimes against public order
Crimes against the fundamental laws of the state (such as
violation of domicile, crimes against religious worship)
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.
12

Confirming
authenticity

NBI Clearance Cetificates can be verified online at
https://clearance.nbi.gov.ph/

13

Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

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.

15

Pending
changes

None

16

Sources of
information

CPNI Guidance Document 2014

Sample
documents

None

17

National Bureau of Investigation www.nbi.gov.ph
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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 30 PLN
Certificate issued in Polish
Turnaround 7 days
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Poland
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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 favoring 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

Information about a person extracted from The
National Criminal Register (Informacja o osobie z
Krajowego Rejestru Karnego)

2

Department
responsible for
criminal records

The Information Office of the National Criminal Register (Biuro
Informacyjne Krajowego Rejestru Karnego)

3

Where to apply
in country

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

4

How to apply in
country

•

•

•
5

Where to apply
in the UK

The application form is available from all of the Information
Points (see Section 3) or at http://bip.ms.gov.pl/pl/rejestryi-ewidencje/ krajowy-rejestr-karny/. A sample application
form can be found in Section 17
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
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

6

How to apply in
the UK

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.
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7

Who can apply

•
•

•
•
8

Cost, payment
and turnaround

Individuals
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
The information may be requested by a parent or
guardian for under-18s

Cost
•
•

•

The cost is in paper form 30 PLN and in electronic form 20 PLN
Payment can be made in The National Criminal Register
Office (see Section 3) or by purchasing a revenue stamp worth
30 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.
9

How results
are presented
and security
features

If a person has a criminal record, information will be attached to the
application form. It is a computer printout containing:
•
•
•
•
•

Name of the court
Date of conviction
Date the conviction became legally binding
Legal classification of the committed act
Information on penalty

This attachment will also contain:
•
•
•

An official stamp
The signature of the person processing the request
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:
•
•
•
•
•
•
•
•
•
•
•

Forename(s)
Maiden name and surname
Date of birth
Place of birth
Place of residence
Mother’s name
Mother’s maiden surname
Father’s name
A personal identity number
Passport number
Nationality

Samples can be seen in Section 17.
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10

Languages

The information is available only in Polish.
There is no translation service offered.

11

Criminal
convictions
listed on
certificate

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:
•
•
•
•

•
12

Confirming
authenticity

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
Records on a juvenile person placed in a remand center 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.

13

Official bodies
providing
advice on
interpretation
of criminal
records

14

Legislation

The National Criminal Register and its regional branches can provide
interpretation of criminal records. The contact details can be found
in Section 3.

•
•
•
•
•
•
•

The National Criminal Register Act (24th May 2000)
Ustawa o Krajowym Rejestrze Karnym Dz.U.2012 poz.654
The Penal Code – Chapter 12 (6th Jun 1997)
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
Article 106 of the Polish Criminal Code

15

Pending
changes

None

16

Sources of
information

Ministry of Justice of the Republic of Poland
National Criminal Register
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17

Sample
documents

Sample application form
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Sample Certificate (no convictions)

323

Portugal

How to obtain a criminal record check - detailed guidance
Individual/third party (with power of attorney) applies online or in
person to the Direção-Geral da Administração da Justiça/or any of
the Citizens’ Shops and Citizens’ Service Counters
Applications from the UK by post to Direção-Geral da Administração
da Justiça/in person at Embassy/Consulate
Cost €5
Certificate issued in Portuguese (or English if no convictions)
Turnaround instant – 3 days plus postage
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Portugal
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Criminal Record Certificate (Certificado do Registo
Criminal)

2

Department
responsible for
criminal records

Direção-Geral da Administração da Justiça

Where to apply
in country

Direção-Geral da Administração da Justiça,
Direção de Serviços de Identificação Criminal,
Av. D. João II, nº 1.08.01 D/E, 13º,
1990-097 Lisboa,
Portugal.

3

Direção de Serviços de Identificação Criminal

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/
4

How to apply in
country

•

Applications can be made using the Online Criminal Record
portal by authenticating with your Citizen Card or with the
Digital Mobile Key [Chave Móvel Digital (CMD)] if it was
obtained with your Citizen Card

•

Requests can also 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 Cidadão) and
Citizens’ Service Counters (Postos de Atendimento ao Cidadão).
After making the request, an ATM reference for payment of the due
fee will be provided and, once the payment is made, the certificate
will be available at Online Criminal Record/ “My Requests”, as soon
as it is issued.
5

Where to apply
in the UK

Either online using the process detailed in section 4, or 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,
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

Requests should be submitted using the following form: www.
dgaj.mj.pt/sections/files/identificacao-criminal/download-deimpressos//sections/files/identificacao-criminal/downloadde-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.

7

Who can apply

8

Cost, payment
and turnaround

•
•
•

Individuals
Third parties with written consent
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

Types of payment
Payment can be made by one of the following:
•

Money Bank transfer*:
o

EUR (Euros) - via Euro Target System (Euro Zone)

o

IBAN: PT50078101120112001395585

o

Code SWIFT: IGCPPTPL

o

Bank: IGCP

o

Beneficiary: Direção-Geral da Administração da Justiça

o

Address: Av. D. João II, nº 1.08.01 D/E, Pisos 9º ao 14º,
1990-097 Lisboa, PORTUGAL

o

Bank address: Avenida da República, 57, 1050-189
Lisboa, Portugal

•

EUR (Euros)

•

OTHER SYSTEMS (Not Euro Zone)
o

Pay to – The Chase Manhattan Bank – Frankfurt
(CHASDEFX)

o

For the account of – The Chase Manhattan Bank –
London (CHASGB2L)

o

Account number – 6231400604

o

For further credit to – Agência de Gestão da Tesouraria
e da Dívida Pública –

o

IGCP, E.P.E

o

Account number – 23631401

o

Ref.ª – 0781 0112 0112 0013 9558 5

*If you choose to pay by money bank transfer, please do not forget to
fill page 2 of the Form.
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•
•
•

Sending cash (according to mailing regulations)
Check drawn on a Portuguese bank, or with representation in
Portugal - paymentto IGCP
International money order - Beneficiary: Direção-Geral da
Administração da Justiça, Address: Av. D. João II, nº 1.08.01 D/E,
Piso 13º, 1990-097 Lisboa, PORTUGAL

Turnaround
•
•
9

How results
are presented
and security
features

Immediate when requested in person in Portugal
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
Identification of the person concerned
Identification of the requester, if different
Purpose of the certificate
If convictions are present (if positive, the total number of pages)
When positive, it has a set of notifications annexed to the
main page of the certificate
• Unique certificate number
A sample certificate can be seen in Section 17.
10

Languages

The certificate is available in Portuguese and English. However, if
convictions are present, these are only available in Portuguese.
There is no translation service.

11

Criminal
convictions
listed on
certificate

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:

Or

•

If 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

•

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:
•
•
•
•

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
Crimes with penalty under 5 years of imprisonment – 5 years
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12

Confirming
authenticity

The authenticity of the certificate can be checked with the central
authority as detailed in Section 3 using the unique reference number.

13

Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

15

Pending
changes

There are planned changes to the processes for the Portuguese law
of Framework Decision 2009/315/JAI and Directive 2011/93/EU (on
child abuse and exploitation); however, no further information or
implementation date has been provided.

16

Sources of
information

Directorate General for the Administration of Justice
www.dgaj.mj.pt

17

Sample
documents

•
•
•

Lei n.º 57/98, de 18/8
Decreto-Lei n.º 381/98, de 27/11
Lei nº 67/98, de 26/10 (data protection)

Sample application form (overseas applicants only)
Sample certificate
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Sample Certificate
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Sample certificate
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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
No cost
Certificate issued in Romanian
Turnaround in Romania 3 working days/UK 30 days
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Romania
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Criminal Records Certificate (Certificat de Cazier
Judiciar)

2

Department
responsible for
criminal records

The Directorate of Criminal Records, Statistics and Operational
Registers within The General Inspectorate of Romanian Police

3

Where to apply
in country

Any police unit which has a counter for issuing records certificates
- The national office is: (THERE IS NO COUNTER AT THIS OFFICE)
The Directorate of Criminal Records, Statistics and Operational
Registers within The General Inspectorate of the Romanian Police,
No. 13-15 Stefan Cel Mare Street
No. 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

4

How to apply in
country

Applications can be submitted to any police unit which has a counter
for issuing criminal records certificates. Applicants must supply:
Identity card
• Fiscal stamp (with a value) of 2 LEI
• Receipt for the payment of tax 10 LEI
• Application form completed in hard copy (see Section
17 for a sample)

5

Where to apply
in the UK

Romanians diplomatic missions or consular offices.

6

How to apply in
the UK

Romanian citizens who are abroad can submit applications through
the Romanian Embassy or Consulate, or through a representative in
Romania with power of attorney using the same process as in
country.

7

Who can apply

•

Individuals

•

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.
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8

Cost, payment
and turnaround

Cost
Free
Turnaround
•
•

9

How results
are presented
and security
features

Within 3 working days when submitted in Romania
Within 30 working days when the request is made via a
Romanian embassy or consulate

A criminal record certificate will contain the following information:
•

Full name

•

Unique identification number

•

Date of birth

•

Place of birth

•

Most recent address

•

Details of any convictions (if applicable)

The certificate is issued as a hard copy and the person who has
requested the certificate must verify their identity by presenting a valid
ID card on collection. (In most cases in Romania, this is on the same day,
although officially it is within 3 working days). The certificate has the
following features:

10

Languages

•

Round stamp

•

Name of the issuing authority

•

Unique serial number containing both letters and numbers

•

An eagle stamp in the background

The certificate is available in Romanian only.
There is no official translation service.
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11

Criminal
convictions
listed on
certificate

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 6
months from the date on which it is issued.
Categories of criminal conviction include: All kinds of crime.
Natural persons registered in the criminal record or with temporary
notes, are taken out of registers in the following situations:
•

The offences committed are no longer provided by criminal law

•

Court or rehabilitation

•

Amnesty

•

Sentence to a financial penalty or custodial penalty of 3 years at
most, and, from the judgement remained final 20 years have
passed.

•

Deceased

•

Taking out of criminal proceedings, the cessation of the criminal
action, or a final judgement was handed down for acquittal or
ending the penal trial

•

1 year has passed since the educational measure of censure was
carried out

•

2 years have passed since the judgement of postponement of the
penalty remained final and the revocation or the cancellation of
the postponement as not ordered according to art. 88 and 89
from the Penal Code
5 years have passed since an administrative sanction from those
stipulated on the article 91 of Low no. 15/1968 concerning the
Penal Code was applied

•

12

Confirming
authenticity

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.

13

Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

Law no. 290 from 24 June 2004 on the criminal records, republished
version

15

Pending
changes

None

16

Sources of
information

General Inspectorate of the Romanian Police - Directorate for
Criminal Records, Statistics and Operational Registers
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17

Sample
documents

Sample certificate

Sample certificate
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Russia

How to obtain a criminal record check - detailed guidance
Individual/third party (with power of attorney) applies in person/
online to the local Ministry of Internal Affairs
Applications from the UK in person to Embassy
No cost
Certificate issued in Russian
Turnaround 1–2 months

338

Russia
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Notice of Conviction or No Conviction (справка о
наличии (отсутствии) судимости)

2

Department
responsible for
criminal records

Ministry of Internal Affairs (MIA or ИНФОРМАЦИОННОАНАЛИТИЧЕСКИЙ ЦЕНТР ПРИ МИНИСТЕРСТВЕ ВНУТРЕННИХ ДЕЛ)

3

Where to apply
in country

MIA (МВД) offices in RF
Web: www.mvd.ru
The addresses for all the MIA offices in Russia can be found at:
www.mvd.ru/contacts/10000005/#ФО
https://мвд.рф/district
Offices МФЦ (Multifunctional Centre)
The addresses and guidance for all the МФЦ offices in Russia can be
found at: https://mfc-list.info/kak-poluchit-spravku-ob-otsutstviisudimosti-v-mfc.html#i-2

4

How to apply in
country

In person at the branches of MВД and МФЦ offices listed in Section 3.
The application form can be obtained from any of these locations or
from МФЦ website. 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.
Applications can also be submitted online. See www.gosuslugi.
ru/pgu/service/10000006704_425.html#_description

5

Where to apply
in the UK

Consular Section of the Embassy of
the Russian Federation, 5
Kensington Palace Gardens, London,
W8 4QP
Tel: +44 (0)20 36687474
Email: info@rusemb.org.uk
Web: www.rusemb.org.uk

6

How to apply in
the UK

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:
•
•
•
•

Name
Date and place of birth
Addresses when resident in Russia
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

•
•
•

Cost
•

Individuals
Third party with official power of attorney (in country only)
If the individual is under 18 years old, a parent/guardian may
apply on their behalf. The parent/guardian must present
papers confirming their status.
There is no charge for an application for a Notice of
Conviction.

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.

9

How results
are presented
and security
features

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.

10

Languages

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, St Petersburg, Ekaterinburg.
The address of the Embassy in
Moscow is: British Embassy,
Smolenskaya Naberezhnaya 10,
Moscow 121099,
Russia.
Tel: +7 495 956 7200
Email: RussiaConsular@fco.gov.uk
ukinrussia@fco.gov.uk
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11

Criminal
convictions
listed on
certificate

The following categories of conviction all exist in Russia:
•
•
•
•
•

•
•
•

Violence against the person (преступление против
жизни и здоровья)
Sexual offences (преступление против половой
свободы и половой неприкосновенности личности)
Burglary (ограбление)
Robbery (кража)
Theft and handling of stolen goods (приобретение или
сбыт имущества, заведомо добытого преступным
путем)
Fraud (мошенничество)
Criminal damage (умышленное уничтожение или
повреждение имущества)
Drug offences (незаконное приобретение, хранение,
перевозка, изготовление, переработка наркотических
средств, психотропных веществ и их аналогов)

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)
Period and place of imprisonment (if applicable)
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.
12

Confirming
authenticity

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

13

Official bodies
providing
advice on
interpretation
of criminal
records

None
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14

Legislation

07.11.2011 приказ МВД России от № 1121
MVD legislation № 1121 from 07/11/2011

15

Pending
changes

None

16

Sources of
information

• In Country Legal Resource
• CPNI Guidance Document 2014
• Russian Embassy – London
• Hague Conference On Private International Law www.hcch.net/
index_en.php?act=authorities.details&aid=341

17

Sample
documents

Sample application form
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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/£24
Certificate issued in Serbian
Turnaround 15 days if born in Serbia/1–3 months if born abroad
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Serbia
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Criminal Record Certificate (Uverenje o nekaznjavanju)

2

Department
responsible for
criminal records

Ministry of Interior of the Republic of Serbia (Ministarstvo unutrašnjih
poslova),
Biro za medjunarodnu saradnju,
Bulevar M. Pupina 2,
11070 Beograd,
Serbia.
Tel: +381 (0) 11 306 2000
Email: info@mup.gov.rs
Web: www.mup.gov.rs/

3

Where to apply
in country

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:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Bor +381 (0)30 422 444
Valevo +381 (0)14 294 300
Vrane +381 (0)17 421 151
Zajechar +381 (0)19 422 788
Zrenanin +381 (0)23 64 112
Jagodina +381 (0)35 221 602
Kikinda +381 (0)230 23 510
Kragujevac +381 (0)34 335 013
Kralevo +381 (0)36 231 777
Krusevac - not available
Leskovac Telephone: +381 (0)16 250 554
Nis Telephone: +381 (0)18 511 222
Novi Pazar +381 (0)20 314 744
Novi Sad +381 (0)21 488 4000
Pancevo +381 (0)13 311 780
Pirot +381 (0)10 332 122
Pozarevac +381 (0)12 222 199
Prijepole +381 (0)33 711 946
Prokuple +381 (0)27 324 499
Sombor +381 (0)25 466 539
Smederevo +381 (0)26 224 112
Sremska Mitrovoca +381 (0)22 610 270
Subotoca +381 (0)24 552 933
Uzice +381 (0)31 513 688
Cacak +381 (0)32 222 701
Sabac +381 (0)15 326 332

The contact details of the relevant department in Belgrade are:
Police Administration,
Bulevar Despota Stefana 107,
Belgrade,
Serbia.
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4

How to apply in
country

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
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.
5

Where to apply
in the UK

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

6

How to apply in
the UK

In person to the address in Section 5 with the following:
•
•
•

Completed application form (can be obtained from the
Embassy); see Section 17 for a sample
Valid Serbian passport or ID
Relevant fee

Employers and third parties cannot apply at the Embassy. Nonnationals 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.
7

Who can apply

•
•

Individuals
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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8

Cost, payment
and turnaround

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 £24 (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.
9

How results
are presented
and security
features

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 lefthand corner of the document.
A Certificate of No Conviction will contain the following personal
information:
•
•
•
•

Full name
Personal identity number
Date and place of birth
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.
10

Languages

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.

11

Criminal
convictions
listed on
certificate

All “spent” and “unspent” convictions are listed and remain
indefinitely on an individual’s record.
The main categories of criminal conviction in Serbia are:
•
•
•
•
•
•
•

Violence against the person (Prinuda)
Sexual offences (Silovanje)
Burglary or robbery (Kradja)
Fraud (Prevara)
Criminal damage (Šteta nastala izvršenjem krivičnog dela)
Drug offences (Neovlašćena proizvodnja, držanje i
stavljanje u promet opojnih droga)
Motoring offences (Ugrožavanje javnog saobraćaja)
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In Serbia, criminal records will become “spent” after the following
periods of time have elapsed:
•
•
•
•
12

Confirming
authenticity

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
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.

13

Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

Law on Criminal Records 1979
Criminal Code 2005

15

Pending
changes

None

16

Sources of
information

In Country Legal Resource CPNI
Guidance Document 2014
Embassy of Serbia, London

17

Sample
documents

Sample application form
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Sample Certificate

353

Sample Certificate Translation
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Singapore

How to obtain a criminal record check - detailed guidance
Individual/third party may apply online using the website relevant to
their circumstances
Applications from UK online via the eCOC portal only
Fingerprints required
Cost 55 SGD/60 SGD if posted abroad
Certificate issued in English
Turnaround 10 working days/fast-track may be available
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Singapore
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Certificate of Clearance (COC)

2

Department
responsible for
criminal records

Criminal Investigation Department of the Singapore Police Force

3

Where to apply
in country

Criminal Investigation Department
Blk D, #02-07/08
Police Cantonment Complex,
391 New Bridge Road,
Singapore 088762.
Email: SPF_CID_COC@spf.gov.sg
Web: www.spf.gov.sg/epc/cert_issued.htm

4

How to apply in
country

Applicants who have met the eligibility criteria may apply for COC using
one of the links below.
Once your application is accepted, you will receive an email/SMS
notification to book an appointment to have your fingerprint
impressions taken at Police Cantonment Complex. The COC will be
issued to you after verification of your fingerprint impressions.
For Singapore residents logging in using SingPass, please click here.
Non- Singapore Residents should click here to login via FIN.
Applicants should prepare the following documents beforehand, with
all such documents translated to the English language, if written in
any other languages.
• SingPass and/or Foreign Identification Number (FIN)
• Scanned documentary proof indicating that a COC is required
and for what purpose in pdf format of not more than 2MB in
size, e.g. letter from embassy, overseas offer letter for
employment/education, etc.
• Scanned biometric page of applicant’s valid passport in pdf
format not more than 2MB in size. Provide front page with
photo and particulars only.
• Scanned Identification Document (ID), front and back in pdf
format not more than 2MB in size, e.g NRIC, Work Permit,
etc.
• Scanned or digital passport-sized photograph in JPEG format
of not more than 60kb in size, preferably with the dimensions
of 400 by 514 pixels. This image should have been taken
within the last 3 months. The image should have a formal
facial expression on a white borderless background,
displaying the full face without any obstructing headgear
(headgear worn due racial or religious customs are
acceptable but must not hide facial features).
• Valid Credit/Debit Card (VISA/MASTERCARD) or i-Banking
account for online payment.
• Original hardcopy fingerprint impressions (Optional) This is
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only applicable only for applicants residing overseas who are
required to mail the hardcopy fingerprints with their eCOC
Acknowledgement Slip. Fingerprint impressions refer to
fingerprints of right and left thumbs, and the 4 fingers of both
the right and left hands, and fingerprints must be taken by a
certified/registered fingerprint taker, and not to be self-taken
by the applicant.
5

Where to apply
in the UK

Online via the eCOC online portal only.

6

How to apply in
the UK

Applicants residing overseas can apply and pay for COC via the eCOC
webpage. Upon successful submission of the application, the
Acknowledgment Slip must then be printed out and mailed to COC
office, along with the applicant’s hardcopy fingerprint impressions
taken by an authorised institution at the country of residence.
Below is a walk-through of the process:
1. Apply for COC at the SPF eServices webpage
2. Complete the online forms & make payment via Credit/Debit
Card or I-Banking
3. Print the Acknowledgement Slip
4. Take fingerprint impressions at an authorised institution
5. Mail the Acknowledgement Slip and hardcopy fingerprint
impression to COC office:
Criminal Records Office, CID (COC),
Block D Police Cantonment Complex,
#02-07/08,
391 New Bridge Road,
Singapore 088762
6. COC office will mail the COC upon receipt of the
Acknowledgement Slip and hardcopy fingerprint impression

7

Who can apply

•
•
•

Individuals (Singaporean citizens only)
Third parties (with consent)
Non-Singapore Citizens can still apply for the police clearance.
Applicants who are Non-Singapore Citizens are no longer
required to submit a hardcopy appeal. Such applicants are
now required to submit an online appeal via the COC eService
webpage at http://www.police.gov.sg/eservices/apply/certificate-of-clearance/apply-for-certificateof-clearance.
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8

Cost, payment
and turnaround

Cost
The processing fee of each COC application is SGD 55.00, if the
certificate is to be collected locally, in person or by a proxy; and SGD
60.00 for the certificate to be mailed to an overseas address. No refund
is applicable if the applicant fails to provide fingerprint impressions for
verification within 6 months from the date of COC application, or if the
COC application is rejected for incomplete / fraudulent submission of
documents.
Payment
Payments can be made by credit/debit cards (VISA/MASTERCARD) as
well as internet banking at the end of the online application. Other
modes of payment such as cash, cheque and bank draft are not
acceptable.
Turnaround
•
•

9

The turnaround time is approximately 10 working days.
Fast-track can be requested when submitting an
application. All requests are determined on a case-bycase basis.

How results
are presented
and security
features

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.

10

Languages

The certificate is available in English.

11

Criminal
convictions
listed on
certificate

No prescriptive guidance on specific convictions available.

12

Confirming
authenticity

No prescriptive guidance on confirming authenticity available.

13

Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

Singapore Penal Code (Chapter 224) 30th November 2008

15

Pending
changes

None

Applicants residing overseas will have the COC sent by registered mail
through ‘SingPost’ to the overseas address indicated in the COC eService
webpage. Applicants may track the mail via ‘SingPost’ at
www.singpost.com. Please note that our office will not be able to track
the location of mails out of Singapore.

359

16

Sources of
information

Singapore High Commission London http://www.mfa.gov.sg/content/
mfa/overseasmission/london.html
Singapore Police Force www.spf.gov.sg/epc

17

Sample
documents

Example of correctly completed fingerprint form
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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 same day
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Slovakia
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Extract from the Criminal Record (Výpis z registra
trestov)
Full Copy of Criminal Record (Odpis registra trestov)

2

Department
responsible for
criminal records

Criminal Register of General Prosecutor´s Office of the Slovak Republic
(Register trestov Generálnej prokuratúry Slovenskej republiky)

3

Where to apply
in country

Headquarters of the criminal register: Register trestov Generálnej
prokuratúry Slovenskej republiky
Kvetná 13, 814 23 Bratislava, Slovak Republic
tel.: +421(2)55425649, +421(2)208 37129, +421(2)20837133
Office Hours: https://www.genpro.gov.sk/register-trestov/kontakt-auradne-hodiny-1ded.html
- Every local municipality
- More than 300 post offices in Slovakia:
https://www.posta.sk/sluzby/sluzby-statu-na-poste

4

How to apply in
country

NOT BY POST
Application must be submitted personally (or via the authorised
person - signature must be verified by a public notary)
- at the criminal register Headquarters (see address in the section 3)
- at the post office (the list of post offices can be found at the link in
section 3)
- at the local municipality
Individual must provide the following:
- valid Slovak ID card or passport and birth certificate;
All documents (incl. authorisation of a third person if applicable)
must be submitted in Slovak language. If they are in a different
language, they must be officially translated for submission (official
translators can be found at the website of the Ministry of Justice of
Slovakia
http://jaspi.justice.gov.sk/jaspiw1/htm_reg/jaspiw_mini_regt_vy
ber_hl1.asp?clear=Y&cball=Y&oddiel=tl).
Only original documents will be accepted.

5

Where to apply
in the UK

The Embassy of the Slovak Republic,
25 Kensington Palace Gardens,
London,
W8 4QY
Tel: +44 (0)207 313 6470
Email: cons.london@mzv.sk
Web: www.mzv.sk/londyn
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6

How to apply in
the UK

In person, after filling in the electronic application and booking an
appointment
Online application for an extract from the Criminal Record:
https://www.mzv.sk/web/londyn/konzularne_informacie/vypis_z_r
egistra_trestov.
The relevant fee must be paid. If an Apostille is not required, the
extract from the Criminal Record is issued usually in the same day. If
an Apostille is required, the document will be verified by the Ministry
of Foreign and European Affairs of the Slovak Republic and afterwards
sent to the Slovak Embassy in London. This procedure usually takes
about 1 month.

7

Who can apply

Individuals and personas authorised by the individual. Please note that a
Full Copy of a Criminal Record (Odpis z registra trestov) can be issued
only to persons entitled by the law and only for the purpose stipulated
by the law.

8

Cost, payment
and turnaround

Cost
•
•

In Slovakia, the cost is €4
At the Embassy, the cost is £9 (however, this varies monthly
due to currency fluctuations)

Payment
•
•

Cash
Cash via special machine (at the headquarters, local
municipalities and post offices)

•

Turnaround
In the same day usually (if no Apostille is required)
There is no system in place for fast track cases

•
9

How results
are presented
and security
features

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:
•

Name

•

Current surname

•

Birth/maiden surname

•

Date of birth

•

Gender

•

Address

•

Place of birth

•

Municipality of birth in Slovak republic or state of birth

•

Nationality

•

Personal ID number

•

First name and last name of father

•

First name, last name and maiden name of mother

•

Signature of applicant

See samples in Section 17 - only the samples when an Extract from the
Criminal Register is issued at the Embassy.
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10

Languages

The certificate is available in Slovak only.
There is no translation service.

11

12

Criminal
convictions
listed on
certificate
Confirming
authenticity

•
•

The Extract from Criminal Record shows all current convictions
which are existing and valid
The Full Copy of Criminal Record shows all convictions, even if
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_docume
nts
The Apostille can be managed by the Embassy, an applicant must ask
for it at the time of an application submission.

13

Official bodies
providing
advice on
interpretation
of criminal
records

14

Legislation

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

•

Act 305/2013 Coll. On E-Government

15

Pending
changes

None

16

Sources of
information

Post offices: https://www.posta.sk/sluzby/sluzby-statu-na-poste
Criminal Register: https://www.genpro.gov.sk/register-trestov12ad.html
Embassy of Slovakia in London:
https://www.mzv.sk/web/londyn/konzularne_informacie/vypis_z_reg
istra_trestov

17

Sample
documents

Sample Criminal Record Certificate
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367

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 up to 2 weeks
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Slovenia
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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.

369

1

Name of
certificate

Criminal Record Certificate (Potrdilo o nekaznovanosti)

2

Department
responsible for
criminal records

Ministry of Justice (Ministrstvo za pravosodje)

3

Where to apply
in country

Ministrstvo za pravosodje (Ministry of Justice),
Župančičeva 3,
1000 Ljubljana,
Slovenia.
Tel: +386 (0)1 369 5342
Email: ke.mp@gov.si (general information)
Web: www.mp.gov.si

4

How to apply in
country

The application can be sent via post or secured
email(evidence.mp@vep.si)
When sending the form to secure email it must be electronically signed
by using SIGEN-CA (see www.sigen-ca.si/ for details).
The application form can be found at:
http://www.mp.gov.si/fileadmin/mp.gov.si/pageuploads/mp.gov.si/P
DF/obrazci/180127_zahtevek_cke_fizicne.pdf
When filing in the application form it is important to encircle the record
from which you wish to obtain the information (Criminal Record, The
Special Record of Educational Measures or Special Record for criminal
offenders, convicted for criminal acts referred to in Articles 170. to
173.a, paragraph two of Article 174, paragraph two of Article 175 for
criminal offences committed against juveniles, and criminal offences
referred to in Article 176 of the Slovenian Criminal Code).

5

Where to apply
in the UK

Applications must be sent to the address, detailed in Section 3 or
email address, detailed in Section 4.

6

How to apply in
the UK

The Embassy/Consulate does not issue certificates; applications must
be sent to the Ministry of Justice as outlined in Section 4 by post or
secured email.

7

Who can apply

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.

8

Cost, payment
and turnaround

The Criminal Record certificate is free of charge.
The turnaround time is a maximum of 15 days.
No fast-track available.

370

9

How results
are presented
and security
features

The certificate is issued on a prescribed form that has an official stamp
of the Ministry of Justice.
Results are sent to the individual to the address stated on the
application form.
The information contained in a Criminal Record Certificate is:
•

Name and surname of applicant

•

Previous surname (where relevant)

•

Unique personal identification number (if applicable)

•

Reason for request

•

Date

and additionally, if an individual is registered in the Criminal Record
•

Date of birth

•

Place of birth

•

Municipality of birth

•

Country of birth

•

Address details

•

Convictions (containing information about the court that issued
the conviction, information about the criminal offence and
information about criminal sanctions imposed)

No sample certificate is available.
10

Languages

The Criminal Record Certificate is available in Slovenian.
There is no official translation service offered.

11

Criminal
convictions
listed on
certificate

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 expiry of the term of suspension if the sentence
was suspended

•

3 years for a fine, accessory sentence, or a prison sentence not
exceeding one year

•

5 years for a prison sentence above 1 year to 3 years

•

8 years for a prison sentence above 3 years to 5 years

•

10 years for a prison sentence above 5 years to 10 years

•

15 years for a prison sentence above 10 to 15 years

•

a prison sentence of over 15 years shall not be removed from the
criminal record

•

• the conviction may not be removed from the criminal record as
long as safety measures apply to the offender
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12

Confirming
authenticity

Slovenia 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

13

Official bodies
providing
advice on
interpretation
of criminal
records

Ministry of Justice of the Republic of Slovenia.

14

Legislation

e-mail address:
gp.mp@gov.si
ke.mp@gov.si
The Criminal Code 2009 can be found at:
www.policija.si/eng/images/stories/Legislation/pdf/CriminalCode20
09.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

15

Pending
changes

None

16

Sources of
information

Slovenian Consul in London
CPNI Guidance Document 2014
Hague Conference on Private International Law website:
www.hcch.net/index_en.php?act=authorities.details&aid=344

17

Sample
documents

Sample application form
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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 R114 plus fingerprints cost
Certificate issued in English
Turnaround 14 days (longer if previous convictions identified)
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South Africa
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Name of certificate

2

Department responsible for criminal records

3

Where to apply in country

4

How to apply in country
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Where to apply in the UK

6

How to apply in the UK

7

Who can apply
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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

Police Clearance Certificate (PCC)

2

Department
responsible for
criminal
records

South African Police Service (SAPS)

3

Where to
apply in
country

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: crc-nameclear@saps.org.za/crc.clientserv.sec@saps.org.za/
Web: https://www.saps.gov.za/index.php
In person
A list of regional police stations can be found at
https://www.saps.gov.za/index.php
By post
The Head of the South African Criminal Record and Crime Scene
Management,
(For attention: Police Clearance Certificates), Private
Bag X308,
0001 Pretoria,
South Africa
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4

How to apply
in country

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:
•
•
•
•
•
•
•
•
•
•
•
•

Surname
Maiden name (proof should be provided if you would like
your maiden name to appear on the certificate)
Forenames
Date of birth
Place of birth
South African ID number (if applicable)
Date
Signature
Mailing address in the country of application
Zip/postal code
Telephone/mobile number (if the mobile number is South
African, update texts will be sent)
Specify how the results should be issued, i.e. courier, selfaddressed 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”.
5

Where to
apply in the UK

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

6

How to apply
in the UK

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.
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7

Who can apply

•
•

8

Cost, payment
and
turnaround

Cost

Individuals over the age of 14 years
Third parties (with consent)

R114 by bank guaranteed cheque, bankers draft or electronic
payment into the South Africa Police Service account:
•
•
•
•

ABSA cheque account number 4054522787
Branch code 632005
Swift code ABSA ZAJJ
Payable to the National Commissioner of the South African
Police Service

In the case of an electronic payment, the letters “PCC” must be added
together with the initials and surname of the applicant.
Turnaround
•

•
9

How results
are
presented
and security
features

14 working days from receipt of the application at the
Criminal Record Centre. Where previous convictions are
identified, the processing time is longer
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:
•
•
•
•
•
•
•
•
•

Enquiry number
Transaction number (for office use)
Country of birth
Title
Surname/s
Maiden name/s (if proof is provided)
Name/s
Signature by authorised commissioned officer (in blue)
SAPS date stamp of issue

Security features
•
•

•

10

Languages

The Police Clearance Certificates (SAPS 365) is issued on
unique paper with water markings on it
All individuals applying for a Police Clearance Certificate
receive a unique reference number relevant only to their
Police Clearance Certificate
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.
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11

12

Criminal
convictions
listed on
certificate

Confirming
authenticity

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.
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.

13

Official
bodies
providing
advice on
interpretatio
n of criminal
records

None

14

Legislation

Access to Information Act 2000 (Act No 2 of 2000)

15

Pending
changes

None

16

Sources of
information

South African Police Service (SAPS)

17

Sample
documents

None
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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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South Korea (Republic of Korea)
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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

National Police Clearance Certificate

2

Department
responsible for
criminal records

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

3

4

Where to apply
in country

Local Korean Police Stations. A list can be found at:

How to apply in
country

Individuals must visit the local police station in Korea (contact details
can be found in Section 3).

•
•

www.police.go.kr/eng/main.do
By calling +82 (0) 2 3150 1960 Extn 1.

Complete an application form (a sample form can be found in Section
17).
Required documents:
•
•

•
5

Where to apply
in the UK

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 they
lived in Korea)
A list of all addresses lived at in Korea.

Embassy of the Republic of Korea,
60 Buckingham Gate,
London,
SW1 6AJ
Tel: +44 (0) 207 227 5505
Fax: +44 020 7227 5504
E-mail: koreaneminuk@mofat.go.kr

6

How to apply in
the UK

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:
•
•

•
7

Who can apply

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)
A list of all addresses lived at in Korea

Individuals only
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8

Cost, payment
and turnaround

There is no charge to obtain a certificate.
Turnaround times are:
•
•

9

In country – 1 week
From UK – approximately 3 months

How results
are presented
and security
features

Certificates are returned:

10

Languages

The certificate is only issued in Korean.

11

Criminal
convictions
listed on
certificate

No prescriptive guidance on specific convictions available.

12

Confirming
authenticity

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

13

Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

Personal Information Protection Act 2011

15

Pending
changes

None

16

Sources of
information

Embassy of the Republic of Korea

In 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.
•

Korean National Police Agency: www.police.go.kr/eng/main.do
Hague Conference on Private International Law: www.hcch.net

17

Sample
documents

Sample application form
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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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1

Name of
certificate

Certificate of Convictions (Certificado de Antecedentes
Penales)

2

Department
responsible for
criminal records

Central Office of Citizens Advice, Ministry of Justice

3

Where to apply
in country

Central Office of Citizens Advice,
Ministry of Justice,
Calle Bolsa,
8. 28012,
Madrid,
Spain.
Tel: +34 (0) 918372295
Web: www.mjusticia.gob.es
List of regional offices of the Ministry of Justice: www.mjusticia.gob.
es/cs/Satellite/en/1288779908060/MuestraInformacion.html

4

How to apply in
country

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:
•

•
•

Original ID (eg. DNI [Documento Nacional de Identidad],
residency card, passport, driver’s licence or EU identity
document)
Application form
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/tramites/certific
ado-antecedentes
The individual must have a National ID (DNIe) or other cryptographic
card to apply online.
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5

Where to apply
in the UK

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

6

How to apply in
the UK

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
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
• The appropriate fee by cash or postal order
– For non-British passport holders, £2.45 per page
– For British passport holders, £10.00 per page
• 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.
7

Who can apply

•
•

Individuals
Third parties with notarised written consent

Individuals under the age of 18 cannot apply.
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8

Cost, payment
and turnaround

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:
For online applications, the fee must be paid at
https://sede.mjusticia.gob.es/cs/Satellite/Sede/en/tramites
/certificado-antecedentes
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
(Número de Justificante) in the Tasas Administrativas
790 field of your online banking system. If there is an option
called Código 006 Tasas Administrativas Ministerio de Justicia,
complete this also
In person to a Tax Agency authorised bank
Bank transfer (for accounts open in banks located outside of
Spanish territory) to the following account:
o BANK: BBVA
o ACCOUNT HOLDER: Ministerio de Justicia – Cuenta
Restringida Recaudación Tasas Extranjero (Ministry
of Justice – Blocked Account for the Collection of
Fees from Abroad)
o Tax Identification Number of the Account Holder: S2813610-I
o IBAN or International Bank Account number: IBAN
ES62 0182 2370 4202 0800 0060
o 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.
9

How results
are presented
and security
features

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
Date of application
Place of birth
Date of birth
Identity number
Criminal history of the individual (if applicable)
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10

Languages

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.

11

12

Criminal
convictions
listed on
certificate

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.

Confirming
authenticity

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.

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.

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
13

Official bodies
providing
advice on
interpretation
of criminal
records

14

Legislation

None

•

•

•
•

•
•
•
•
•
•

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
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
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
Ministerial Orders of 6 April and 3 June 1993, on the issuing
of the certificate by the Ministry of Justice
Law 30/92, dated 26 November, on the Judicial Regime of the
390

Public Administrations and Common Administrative
Procedure. (Art. 35 f and 37.6 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
changes

None

16

Sources of
information

Spanish Consulate General (Consulado General de España)
www.mjusticia.gob.es/cs/Satellite/en/1200666550200/
Tramite_C/1215326258560/Detalle.html
Hague Conference on Private International Law: www.hcch.net

17

Sample
documents

Sample certificate
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Sri Lanka

How to obtain a criminal record check - detailed guidance
Individual/third party (with written authorisation) applies online or in
person to Sri Lanka Police Service Headquarters/some local police
stations
Applications from the UK online or in person/by post to High
Commission Cost 1500 LKR/£15 from UK
Certificate issued in English
Turnaround 14 working days
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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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information
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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
certificate

Police Clearance Certificate

2

Department
responsible for
criminal records

Sri Lanka Police Service

3

Where to apply
in country

Sri Lanka Police Service,
Police Headquarters,
Colombo – 01,
Sri Lanka.
Tel: +94 (0) 11 2439185 or +94 (0) 11 2421111
Fax: +94 (0) 11 2439186 or +94 (0) 112439188
Email: clear@police.lk
Web:
https://www.police.lk/index.php/component/content/article/91

4

How to apply in
country

In person to the address in Section 3 with the following:
•

•
•
•
•
•
•
•
•
•
•

Completed application form (A blank application form can be
found at
https://www.police.lk/images/clearence/clearance_applicati
on.pdf or obtained from any police station in Sri Lanka (see
Section 17 for a sample)
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
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
Signature of the individual

Via the online portal found here:
https://eservices.police.lk/ClearanceCertificate/home.action
5

Where to apply
in the UK

High Commission of Sri Lanka,
13 Hyde Park Gardens,
London,
W2 2LU
Tel: +44 (0) 20 7262 1841
Fax: +44 (0) 20 7262 7970
Email: consular@srilankahighcommission.co.uk
Web: https://srilankahc.uk/

394

6

How to apply in
the UK

In person or by post to the address in Section 5 with the following:
•

Completed application form (A blank application form can be
found at
https://www.police.lk/images/clearence/clearance_applicatio
n.pdf (see Section 17 for a sample)

•

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

•

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

•

Signature of the individual

All original documents must be shown together with photocopies for
review at the time of application.
Via the online portal found here:
https://eservices.police.lk/ClearanceCertificate/home.action
7

Who can apply

8

Cost, payment
and turnaround

•
•

Individuals
Third parties with authorisation. A valid reason must be
provided for the third-party request, including the
relationship between the parties

Cost
•
•

In country: LKR 1500 paid using VISA/Master/American
Express/Ecash via the online portal
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.
9

How results
are presented
and security
features

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)
Results of check (if applicable)

See Section 17 for a sample certificate.
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10

Languages

The certificate is issued in English.

11

Criminal
convictions
listed on
certificate

The following categories for conviction exist in Sri Lanka:
Violence against the person
Sexual offences
Burglary
Robbery
Theft and handling of stolen goods
Fraud and forgery
Criminal damage
Drug offences
Motoring offences
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.
12

Confirming
authenticity

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.

13

Official bodies
providing
advice on
interpretation
of criminal
records

There are 3 bodies that provide advice on the interpretation of criminal
record information in Sri Lanka:

Legislation

Internal Police Department Orders and Police Ordinance No 16 of 1956

14

•
•
•

The Attorney General’s Department
The Prison’s Department
Ministry of Defence, Public Security, Law and Order

Penal Code of Sri Lanka Ordinance No 2 of 1956
Section 303 of the Criminal Procedure Code No 15 of 1956, as
amended
15

Pending
changes

None

16

Sources of
information

CPNI Guidance Document 2014
Sri Lankan Police:
https://www.police.lk/index.ph
p/component/content/article/9
1
Sri Lankan High Commission: https://srilankahc.uk/wpnew/policeclearance-certificate/

17

Sample
documents

Sample application form
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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
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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

Extract from the Criminal Records Registry

2

Department
responsible for
criminal records

Swedish National Police Board (Rikspolisstyrelsen)

3

Where to apply
in country

Police Office
International
Exhibition
Box 740
981 27 Kiruna
Web: www.polisen.se

4

How to apply in
country

Fill in the form 422.4 found at https://polisen.se/tjanstertillstand/blanketter/ (example provided in section 17):
•

Fill in all the information on the application clearly.

•

Your signature is required for the application to be complete.
Print the form and enter the application with a pen. A digital
signature is not accepted.

•

If you do not have a Swedish social security number, you must
also submit a copy of your passport or personal certificate.

•

Remember, you can only request registry extracts about
yourself. A proxy for another person cannot not apply.

Submit your application
•

Submit your application either by regular mail:
Police Office
International Exhibition
Box 740
981 27 Kiruna

•

Or scan all documents, attach and send via e-mail to:
utlandsutdrag@polisen.se

If you choose to submit the form by e-mail, it must be scanned. Send the
form as attached PDF, JPEG, or TIFF file, which is max 2 MB. We cannot
open files that are linked to the Internet or the like.
Online

5

Where to apply
in the UK

6

How to apply in
the UK

Online using the process detailed in section 4.

7

Who can apply

Individuals over the age of 15 years.
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8

Cost, payment
and turnaround

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
Details of postage costs can be found on the application form

Payment
Information about payment and fees is provided on the application
form. An invoice with payment information will be sent to the address
stated under fee within a week of receiving the completed application.
The invoice will be sent via e-mail if an e-mail address is provided
otherwise it will be sent by regular mail.
Turnaround
•
•

The extract within a week after receiving full payment.
In accordance with Swedish law, the faxing or emailing of
extracts is not permitted.

9

How results
are presented
and security
features

The certificate is sent by post on watermarked paper and signed by an
administrator.

10

Languages

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.

11

Criminal
convictions
listed on
certificate

Judgments, decisions and summary punishments are included in
the extract. Normal fines are not included. Sentences are included,
depending on the crime, for example:
•
•
•
•
•
•

Assault
Duress
Theft crimes
Fraud crimes
Blackmail
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”.
12

Confirming
authenticity

The Swedish provincial government, Länsstyrelsen, can notarise a
certificate. For further information about this procedure, please
contact Länsstyrelsen at www.lansstyrelsen.se
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13

Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

Personuppgiftslag (1998: 204);
Law in lag (1998: 620) om belastningsregister;
Förordning (1999: 1134) om belastningsregister; and
Offentlighets – och sekretesslag (2009: 400). 35 Chapter, paragraph 3.

15

Pending
changes

None

16

Sources of
information

Department of Legal Affairs
www.polisen.se

17

Sample
documents

Sample application form
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Switzerland

How to obtain a criminal record check - detailed guidance

Individual/third party (with written consent) applies by post/online (if
SuisseID holder)
Cost CHF20
Certificate issued in German, French, Italian (English if no convictions)
Turnaround 1 - 10 working days (fast-track available)
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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

Extract from the Criminal Records

2

Department
responsible for
criminal records

The Federal Office of Justice

3

Where to apply
in country

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

4

How to apply in
country

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)
If the recipient is a foreign authority, whether an
attestation is required

Electronically
If the individual is applying with a SuisseID, this can be submitted
online at www.e-service.admin.ch/crex/cms/content/digital_in/
suisseid_intro_en.
The following is required:
•
•
•
•

SuisseID
Name of parents
If the recipient is a foreign authority, whether an
attestation is required
Acrobat-Reader installed to show the receipt for the order

407

A register extract on paper, ordered with a SuisseID, 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.
5

Where to apply
in the UK

Applications can be made to the contacts detailed in Section 3.

6

How to apply in
the UK

The application process is the same as that for in country as detailed
in Section 4.

7

Who can apply

•
•
•

•

8

Cost, payment
and turnaround

Individuals
Parents can apply for a child under the age of 18 years old
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
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
The payment methods are:
o

o

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
Postal applications – 10 working days.
Applications made online using SuisseID 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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9

How results
are presented
and security
features

•
•
•
•

10

Languages

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 SuisseID, can
only be delivered to the home address of the applicant
Digital results are sent by email, accessible only using a
password or SuisseID
A sample certificate is available at: https://www.eservice.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.

11

Criminal
convictions
listed on
certificate

•

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
Over 5 years
1 to 5 years
Less than 1 year

20 years
15 years
10 years
+ duration of sentence as
per conviction + duration of
custodial sentence already
entered

All other sentences: suspended
and partially suspended custodial
sentences, monetary sanctions,
community service, fines

10 years

Special ruling in the case of
inpatient treatment

10 to 15 years

Special ruling in cases where
outpatient treatment only
is ordered

10 years

Special ruling in the case of
individuals being bound over to
keep the peace, banned from
exercising specific professions,
banned from driving or excluded
from the armed forces

10 years
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12

Confirming
authenticity

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

13

Official bodies
providing
advice on
interpretation
of criminal
records

For general information, the office of the Swiss Criminal Records
(see Section 3 for contact details) can be contacted.

14

Legislation

The Swiss Penal Code applies and can be found at www.admin.ch/
opc/de/classified-compilation/31.html#311

15

Pending
changes

None

16

Sources of
information

Federal Office of Justice: www.records.admin.ch
Eidgenössisches Justiz- und Polizeidepartement EJPD
Bundesamt für Justiz
Schweizerisches Strafregister

17

Sample
documents

Sample application form
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Thailand

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
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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

Police Clearance Certificate (Certificate of Conduct)

2

Department
responsible for
criminal records

Criminal Records Division within the Royal Thailand Police

3

Where to apply
in country

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

4

How to apply in
country

In person to the address in Section 3 with the following:
•
•
•
•
•
•

•
•

•
•

•
•

Valid passport and a certified photocopy
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)
Letter explaining the purpose of request and which
country it is required for
For employment, a copy of a hire contract/work
permit/job offer from the employer or a letter of
guarantee from the employer
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
Self-addressed and stamped envelope if the results are
required by post.

5

Where to apply
in the UK

By post to the address in Section 3.

6

How to apply in
the UK

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.
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7

Who can apply

8

Cost, payment
and turnaround

•
•
•

Individuals
Prospective employers (with written consent)
Third parties (with written consent)

Cost
The cost of a criminal record check is 100 THB.
Payment
•

This can be paid by bank transfer to the following
bank:
o Bank Name/Branch: UOB Bank/Siam
Square
o Branch Bank Code: 024 Branch Code: 772
o Swift Code: UOVBTHBK
o Bank Address: 410–410/1 Siam Square Soi
6,
o Rama I Road, Patumwan Sub-District,
Patumwan
o District, Bangkok, Thailand A/C Name:
Police
o Clearance Service Center
o A/C No.: 772-163-299-0
o A/C Type: Saving

•

If 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.
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
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9

How results
are presented
and security
features

Certificates are available in hard copy only.
For overseas applications, the certificate will be returned in the selfaddressed 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:
•

Case number

•

Charges

•

Court outcome of the charges (together with the dates and
court)

•

Any sentence imposed

10

Languages

The criminal record certificate is available in English.

11

Criminal
convictions
listed on
certificate

The categories of criminal conviction listed on a criminal record
certificate in Thailand:
ิ และร่างกาย);
• Violence against the person (คดีประทุษร้ายต่อชีวต
• Sexual offences (คดีอาชญากรรมทางเพศ);
่ งเบา);
• Burglary (คดียอ
• Robbery (คดีปล้นทรัพย์);
• Theft and handling of stolen goods (คดีโจรกรรมและรับของโจร);
• Fraud and forgery (คดีฉ้อโกงประชาชนและปลอมแปลงเอกสาร);
ิ );
• Criminal damage (คดีประทุษร้ายต่อทรัพย์สน
• Drug offences (คดียาเสพติด); and
ิ กฎจราจร).
• Motoring offences (คดีผด
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.

12

Confirming
authenticity

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.

13

Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

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.

15

Pending
changes

None
417

16

Sources of
information

CPNI Guidance Document 2014
Royal Thai Police
www.pcscenter.sb.police.go.th/

17

Sample
documents

Sample application form
Sample certificate
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Sample application form page 2

419

Sample certificate
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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 or
online if in possession of an e-Government password
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

421

Turkey
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Judicial Record Certificate (Adli Sicil Kaydı or Sabıka
Kaydı)

2

Department
responsible for
criminal records

Ministry of Justice, Department of Judicial Records and Statistics

3

Where to apply
in country

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 İstatistik Genel Müdürlüğü)
provides a list of these cities at: www.adlisicil.adalet.gov.tr/

4

How to apply in
country

In person to either the address or offices detailed in Section 3.
The individual must provide:
•
•
•
•
•

Passport or a Turkish photo identity card (nüfus cüzdani)
Individual’s Citizenship Number (Kimlik Numerası) if applicable
Personal details
Relevant fee
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
5

Where to apply
in the UK

The Consulate General for the Republic of Turkey,
Rutland Lodge,
Rutland Gardens,
London,
SW7 1BW
Tel: +44 (0)20 7591 6900
Fax: +44 (0)20 7591 6911
Internet: http://www.turkishconsulate.org.uk/en/default.asp

6

How to apply in
the UK

In person to the address in Section 5.
The individual must:
• Arrange an appointment with the Notary Section of the Consulate
General online at www.turkishconsulate.org.uk/tr/noter/default.
asp;
• 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.
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7

Who can apply

8

Cost, payment
and turnaround

•
•

Individuals
Third parties with consent (usually a close friend/relative)

Cost
•

In country: 5 TRY to be paid in cash

•

From the UK: £6 to be paid by postal
order

Turnaround
•

In country – immediately

•

From the UK – 7–8
weeks.

There is no fast-track system in place.
9

How results
are presented
and security
features

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:
•
•
•
•
•
•

Conviction
Date of conviction
Court
Reference
Criminal act
Type of punishment

A sample certificate can be seen in Section 17.
10

Languages

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).

11

Criminal
convictions
listed on
certificate

The categories of criminal conviction listed on a criminal record
certificate in Turkey are:
•
•
•
•
•
•
•
•
•

Violence against the person (Kişilere Karşı Suçlar)
Sexual offences (Cinse Dokunulmazlığa Karşı Suçlar)
Burglary (Haneye Tecavüz)
Robbery (Soygun)
Theft and handling of stolen goods (Gasp)
Fraud and forgery (Dolandırılıcık ve Sahtecilik)
Criminal damage (Mücrim Zarar)
Drug offences (Uyuşturucu Suçları)
Motoring offences (Trafik Güvenliğini Tehlikeye Sokma)

Convictions are removed from an individual’s criminal record when:
•
•

The offence is no longer a crime
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.
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12

Confirming
authenticity

Employers can apply to the Ministry of Justice to confirm the validity of
criminal record disclosures. See Section 3 for contact details.

13

Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

Judicial Records Law No: 5352 (Adli Sicil Kanunu) 2005 – www.adlisicil.
adalet.gov.tr/

15

Pending
changes

None

16

Sources of
information

CPNI Guidance Document 2014
Ministry of Justice https://www.turkiye.gov.tr/adli-sicil-kaydi
General Directorate of Judicial Records and Statistics www.adlisicil.
adalet.gov.tr/

17

Sample
documents

Sample application form (from UK only)
Sample certificate
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Sample certificate

427

United Arab Emirates
How to obtain a criminal record check - detailed guidance

Individual applies online or via the Dubai Police smartphone app
Applications from the UK in person to Embassy or online
Cost varies depending on residential status
Certificate issued in Arabic or English
Same day turnaround
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United Arab Emirates
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How to apply in country
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6
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8

Cost, payment and turnaround

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Certificate of Good Conduct/Police Clearance Certificate
•

Police stations

•

General Directorate of Criminal Investigation and Investigation

3

Where to apply
in country

Certificates can be applied for either through the Dubai Police
website or through its smartphone app, available on Google Play and
the Apple Store.

4

How to apply in
country

To apply through the website, you need to access your user profile
through MYID link or apply directly by completing the form.
The confirmation screen will send you an activation code through as
an SMS message. You must enter the activation code in the code box.
After this, you will be directed to the payment screen, through which
you can evaluate the service then follow up on the payment process
by clicking on the payment button. You will then be directed to the
Smart Government Payment Screen to complete the payment
process.
When applying, you will need the following documents:
•

A valid Emirates ID

•

An active email address

•

2 recent passport-size photographs

•

A copy of your passport

5

Where to apply
in the UK

Online using the Dubai Police GHQ website.

6

How to apply in
the UK

Those applying from another country will need:
•

A fingerprint card approved by the UAE or any GCC council

•

2 recent passport-sized photographs

•

Valid passport copy

•

UAE visa copy, if possible

•

Purpose for applying.

This can be done online through the Dubai Police GHQ website, found
here or at the UAE embassy in the country of residence.
For those outside the country, you will have to get fingerprints taken
at any police station within the country of residence. After this, you
will have to attest the fingerprint card by the UAE embassy in the
country of residence.
Once the attestation has been done, you can send the application
along with the required documents to the General Directorate of Abu
Dhabi Police.
7

Who can apply

UAE nationals and residents
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8

Cost, payment
and turnaround

Cost
•

Certificate - UAE national: 100 Dirhams

•

Certificate – Resident: 200 Dirhams

•

Certificate – From outside country: 300 Dirhams

•

Knowledge Fee: 10 Dirhams

•

Innovation Fee: 10 Dirhams

Turnaround

9

How results
are presented
and security
features

10

Languages

•

5 minutes for Dubai Police Website

•

5 minutes for smartphone app

•

15 minutes for applications made in person at a police station

•

working days for applications made at external points of police
stations

Certificates are issued electronically

•

Arabic

•

English

11

Criminal
convictions
listed on
certificate

12

Confirming
authenticity

To verify the authenticity of a certificate, visit the e-Document Inquiry
Service website, found here:
https://www.dubaipolice.gov.ae/wps/portal/home/services/institutio
nsservices/documentinquiryservice?firstView=true

13

Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

No prescriptive guidance on specific
legislation available.

15

Pending
changes

None

16

Sources of
information

Dubai police

17

Sample
documents

Sample certificate
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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/£64 at Embassy
Certificate issued in Ukrainian/English if applied through Embassy
Turnaround up to 10 working days
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Ukraine
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

9

How results are presented and security features

10

Languages

11

Criminal convictions listed on certificate

12

Confirming authenticity

13

Official bodies providing advice on interpretation
of criminal records

14

Legislation

15

Pending changes

16

Sources of information

17

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

Certificate of Conviction or No Conviction

2

Department
responsible for
criminal records

Administration of Operational Information, Ministry of Interior
34T Shevchenko Avenue
Kiev 01030
Ukraine

3

Where to apply
in country

Police certificates are available from the regional militia division
(Rayonne Viddilennya) of the region of your residence permit Propyska).
Police certificates may also be obtained by all Ukraine residents at the
centralized office in Kyiv at:
10 Bogomoltsya street, Kyiv
Tel: +38044 256 0333
Website:

4

How to apply in
country

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:
•
•
•

Completed application form (application forms can be obtained
from any of the offices in Section 3)
The individual’s original passport
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.
5

Where to apply
in the UK

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
Email: gc_gb@mfa.gov.ua
Website: http://mfa.gov.ua.en

6

How to apply in
the UK

In order to get the criminal record check certificate from Ukraine an
applicant should address the Consular Section in person and fill in
relevant forms (Note: the forms are to be completed in Ukrainian).
A valid passport is required as an ID proof and should be presented on
the day of application.
Also, the applicants are expected to provide the Consular Section with
the exact address of the applicant’s former residence address in
Ukraine.
The Consular Section will be in position to issue respective document
after the required data has been received from Ukraine’s competent
authorities.
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7

Who can apply

•
•

Individuals
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.
8

Cost, payment
and turnaround

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 £64.00 to be paid by
credit/ debit card or bank order.
Turnaround
The turnaround time is up to ten working days
There is no fast-track system available.

9

How results
are presented
and security
features

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
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.
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)
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)
Period and place of imprisonment (if applicable)
Date of release (if applicable)
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10

Languages

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

11

Criminal
convictions
listed on
certificate

The main categories of criminal conviction listed on a criminal record
certificate are:
•
•
•
•
•

•
•
•

•

Violence against the person (Злочин проти життя та
здоров’я особи)
Sexual offences (Злочин проти статевої свободи та
статевої недоторканості)
Burglary (Грабіж)
Robbery (Крадіжка)
Theft and handling of stolen goods (Придбання,
отримання, зберігання чи збут майна одержаного
злочинним шляхом);
Fraud (Шахрайство)
Criminal damage (Умисне знищення або пошкодження майна)
Drug offences (Злочини у сфері обігу наркотичних
засобів, психотропних речовин, їх аналогів або
прекурсорів)
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.
12

Confirming
authenticity

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:
https://www.hcch.net/en/states/authorities/details3/?aid=351
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13

Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

Decree (no 795) of the Cabinet of Ministers of Ukraine dated 4 July
2004

15

Pending
changes

None

16

Sources of
information

CPNI Guidance Document 2014
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

17

Sample
documents

Application form
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United States of America
How to obtain a criminal record check - detailed guidance
Individual applies online/by post/through authorised FBI-approved
channeler to Federal Bureau of Investigation (FBI) Criminal Justice
Information Services (CJIS) Division
Cost $18 plus fingerprints cost/varies through channeler
Certificate issued in English
Turnaround 5–6 weeks (varies through channeler)
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United States of America
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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

Criminal History Summary (Rap Sheet)

2

Department
responsible for
criminal records

Federal Bureau of Investigation (FBI) – Criminal Justice Information
Services (CJIS) Division

3

Where to apply
in country

FBI CJIS Division – Summary Request,
1000 Custer Hollow Road,
Clarksburg,
WV 26306,
USA.
Tel: +1 (0) 304 625 5590
Email: liaison@leo.gov
Web: https://www.fbi.gov/services/cjis/identity-history-summarychecks
List of FBI Approved Channelers:
https://www.fbi.gov/services/cjis/identity-history-summarychecks/list-of-fbi-approved-channelers-for-departmental-ordersubmissions

4

How to apply in
country

Online
The FBI has implemented a new option to electronically submit requests
and receive responses for Identity History Summary Checks and Identity
History Summary Challenges. The new eDO option allows for faster
processing of requests. Visit https://www.edo.cjis.gov
By post
Complete the application form from
https://forms.fbi.gov/identity-history-summary-checksreview/q384893984839334.pdf A sample can be seen in
Section 17
Obtain a set of current fingerprints. The original fingerprint card
must include the individual’s name and date of birth. A standard
fingerprint form can be found at: https://www.fbi.gov/filerepository/standard-fingerprint-form-fd-258-1.pdf/view. A
local, county, or state law enforcement agency can take
fingerprints for a fee
Include payment or proof of payment
Post the signed applicant information form, fingerprint card,
and payment to the address in Section 3

•

•

•
•

Through an authorised FBI Channeller
•

•
•

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)
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5

Where to apply
in the UK

Applications are made through the same contacts as detailed in
Section 3.

6

How to apply in
the UK

The process is the same as detailed in Section 4.

7

Who can apply

Individuals only

8

Cost, payment
and turnaround

Cost
•
•

$18 per application
Fees may vary through an FBI-Approved Channeler

Payment
By credit card, using the form at
https://www.fbi.gov/file-repository/idhsc-credit-cardpayment-form.pdf/view
Money order
Certified cheque made payable to the Treasury of the United
States.

•

•
•

Turnaround
• 5–6 weeks
Fast-track
•
•
9

How results
are presented
and security
features

There is no official fast-track service
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
Arrest charge
Disposition of the arrest, if known to the FBI

The results are presented on standard white paper.
10

Languages

The certificate is available in English only.

11

Criminal
convictions
listed on
certificate

All instances of arrest and fingerprinting where the information is
submitted to the FBI will appear on an individual’s record.

Confirming
authenticity

The FBI will authenticate all U.S. Department of Justice Order 556-73
fingerprint search results by placing the FBI seal and the signature of a
division official on the results at the time of submission.

12

Convictions stay on an individual’s record for 110 years, unless the
arresting agency or State Bureau request that it is removed.

Note: The FBI seal is no longer a raised seal. Documents authenticated
by the FBI may then be sent to the U.S. Department of State by the
requestor to obtain an apostille if necessary. Requests to authenticate
previously processed results will not be accepted.
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13

Official bodies
providing
advice on
interpretation
of criminal
records

None

14

Legislation

US Department of Justice Order 556-73 1973
Public Law 92-544 2013
The Privacy Act of 1974

15

Pending
changes

None

16

Sources of
information

www.fbi.gov
CPNI Document 2014

17

Sample
documents

Sample application form
Sample fingerprint form
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