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Lodging a Child Passport Application  
 

This guide provides an overview of how a Child Welfare or Protective Agency should 

complete a Child Passport Application when applying for the passport of a child in the 

care of the Minister, Chief Executive or Director-General of that Agency. It does not 

provide an outline of the legislative regime or considerations behind the issuance of a 

passport.  

 

Who may complete and lodge an application? 

¶ Ideally the delegate of the Minister, Chief Executive or Director-General 

responsible for that child would complete and lodge the Child Passport 

Application.  

¶ Where the delegate is unable to complete and lodge the application, the 

delegate must complete Question 5 on Form B-10, nominating who is lodging 

(this includes caseworkers, carers or NGOs). 

¶ Individuals granted guardianship or parental responsibility by a court may also 

sign the B-10.    

 

Points to note 

¶ Child applicants aged 16 or 17 must accompany the person lodging the childôs 

passport application to attend the passport interview. 

¶ Due to the unusual nature of this type of application, where possible, 

applications should be lodged in a State or Territory Passport Office. 

¶ The Australian Passport Office works directly with State and Territory Child 

Welfare or Protective Agencies to resolve any issues that may arise when 

lodging a Child Passport Application for a child in the care of the Minister, 

Chief Executive or Director-General.  Case workers are therefore encouraged 

to approach their Head Office for guidance should they have any concerns.  

¶ While we will endeavour to process applications as quickly as possible, 

generally an additional three to four weeks on top of normal processing times 

is required.  
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Who may sign Form B-10? 

No. Day-to-

day carers are 

not the named 

guardian for 

the purposes of 

a passport 

application. 

Yes. Currently 

Child Welfare 

or Protective 

Agencies, 

specifically the 

Ministerôs 

delegate, are the 

only 

organisation 

recognised with 

the capacity to 

sign form B-10. 

Child 

Welfare or 

Protective 

Agencies 

Organisations 

named in 

óplacement 

agreementsô 

No. Currently 

organisations named in 

óplacement agreementsô 

may not sign form B-10.  

Day-to-day 

carers/  

foster parents 

Is there a current Court Order ? 

Where a child is 

in the care of the 

Minister/ 

Chief Executive/ 

Director-General 

there must 

always be a 

current Order. 

The original Court 

Order must be 

presented with the 

passport 

application.  

 

Preferably the 

Order should be 

signed and sealed. 

No Yes 

Yes. Individuals 

granted guardianship or 

parental responsibility 

by a court may sign the 

B-10. 

Individuals 

granted 

guardianship 

or parental 

responsibility 

by a court 

Passports for children subject to child welfare or protection 

legislation are ordinarily considered under the special 

circumstances outlined in the Australian Passports 

Determination 2015.  Where Australian Court action is 

pending that may affect who has parental responsibility for 

the child, or the childôs right to hold an Australia travel 

document or travel internationally, the delegate is prevented 

from considering these special circumstances. In this 

circumstance the only way to guarantee the issue of a 

passport is with the consent of all persons with parental 

responsibility or an Australian court order that permits the 

child to have an Australian travel document, travel 

internationally or live or spend time with a person outside 

Australia. 

 

Court Proceedings Pending 

Copies of Orders 

will be accepted 

where they are 

being presented 

by child welfare 

agencies that have 

not been provided 

with the original 

order.  
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Who has Parental Responsibility ? 
For the purposes of the Australian Passports Act 2005 there may be a number 

of parties with parental responsibility. 

Yes. For cases where the child is in the care of the 

Minister/CEO/Director-General, the relevant Child Welfare or 

Protective Agency will have been given parental responsibility by 

a Court Order and delegation. The relevant delegate must 

therefore, consent to the issue of a passport. The delegateôs 

consent is given by the declaration contained on Form B-10. 

 

Where a child has been transferred between Child Welfare or 

Protective Agencies the órecord of transferô must be provided with 

the application. 

 

Note: Signed declarations will only be accepted where the 

supporting legislative authority/legislation is also provided. 

Yes. Court orders made under an act other than the Family Law Act 1975 or 

the Family Court Act 1997 (WA) will not extinguish parental responsibility 

for the purposes of a passport application. Parents therefore retain parental 

responsibility. 

 

Any form of parental responsibility granted by a Court Order (e.g. care over 

the childôs cultural heritage) is also recognised by the Australian Passports 

Act 2005.  

 

In both of these situations, when appropriate the relevant parent/family 

memberôs consent should be sought, or a statement outlining why it was not 

obtained must be provided on Form B-10. 

 

 

Parents/Family 

Placement Agreements 

No. Organisations operating under a óplacement 

agreementô do not have parental responsibility. 

The Minister/Chief Executive/Director-

General/Officer 

Individuals granted guardianship or parental responsibility by a court 

Yes. The court order must be provided and a 

Form B-10 completed. 



 

Page 6 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Does the child have evidence of Australian citizenship?  
Evidence of Australian citizenship can be either parentôs full Birth Certificate 
(where the parent was born before 20 August 1986), either parentôs Australian 

passport (valid for at least two years at the time of the childôs birth) or an Australian 

Citizenship Certificate issued to either parent (before the childôs birth) or to the 

child.  
 

If the childôs parent was born in Australia after 20 August 1986 evidence of one of 

their parentôs (the childôs grandparent) Australian citizenship will need to be 
presented. 

 

Please see the Child Passport Application for more detail. 

This must be provided as per the passport application. 

No 

Where the child and the relevant Child Welfare 

or Protective Agency do not have access to the 
parentôs documents, or obtaining evidence of 

citizenship is complex, a request can be made 

to the Department of Immigration and Border 
Protection (DIBP) for evidence of the childôs 

citizenship using DIBP form 119 (Application 

for evidence of Australian citizenship), 

available from the DIBP website. A statutory 
declaration is often required when the parentôs 

documents are not available.  

 
Please allow ample time for DIBP to process 

this request.  

Yes 

Please contact the 
Passport Office in 

your State or 

Territory.  

Is the child Indigenous?  

Yes 
No 
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Preventing the issue of a passport  
A person with parental responsibility for a child may raise a Child 

Alert which warns DFAT there may be circumstances that need to be 
considered before a passport can be issued to a child. 

 

An alert may be raised by submitting a Child Alert Request (Form 
PC9). Forms are available at passport offices, from our website 

www.passports.gov.au or by phoning APIS on 131 232. 

Does the child already have an 
Australian passport or a travel 

document issued by another country?  

A child alert will not stop a child from travelling if they already 

have an Australian passport or a travel document issued by 

another country. You may seek to have the childôs name placed 

on the Family Law Watch List by the Australian Federal Police. 

Further information on this can be found at 

https://www.afp.gov.au/what-we-do/crime-types/family-law-kit. 

Yes 

http://www.passports.gov.au/
https://www.afp.gov.au/what-we-do/crime-types/family-law-kit
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Completing the Application  Form 
Below is a breakdown of how to complete the Child Passport Application. Particular 

attention has been paid to areas known to cause confusion.  A sample of the PC4 form 

has been provided at Attachment A (Page 12) 

 

 

Child Passport Application (PC4) 
 

Question 1 ï Date of travel 

¶ Complete as normal. 

 

Question 2 ï Personal details 

¶ Complete as normal. 

 

Question 3 ï Confirming the childôs citizenship 

¶ Where any of the documents listed in Question 3a can be presented complete 

as normal. 

¶ Where the child or the child welfare agency does not have access to, and 

cannot gain access to, any of the documents listed in Question 3a, an 

application must be made to the Department of Immigration and Border 

Protection (DIBP) to obtain óevidence of citizenshipô. At the time of this 

guidelineôs publication this could be applied for using Form 119 available on 

the DIBP website. 

¶ If the child identifies as Indigenous and does not have evidence of their 

Australian citizenship, further advice should be sought by contacting the 

passport office in your state or territory. 

 

Question 4 ï Name changes 

¶ All documentation regarding a change to the childôs name must be provided 

with the application. 

 

Question 5 ï Security question 

¶ Complete all details known. 

 

Question 6 ï Passport type 

¶ Complete as normal. 

 

Question 7 ï Contact details of the person lodging and emergency contact 

¶ In addition to the set questions please indicate your organisation and position. 

 

Question 8 ï Address 

¶ Complete as normal. 

¶ Please note that this will be the address the passport is delivered to. If the 

passport is to be delivered to a different address, the delivery address is to be 

provided in a form B-11 General Declaration. 
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Question 9 ï Previous Australian passport or travel document 

¶ Complete all details known. 

 

Question 10 ï Loss or theft of Australian passport 

¶ Complete all details known. 

 

Question 11 ï Guarantor  

¶ Where a child is placed into care and the guarantor requirements cannot be 

met ï the date the child was place into care will be taken into account when 

deciding whether the guarantor provided by the applicant has known the child 

for a suitable time frame. If this occurs, a Form B-11 outlining why the 

requirement could not be met must be provided with the application. 

¶ If the child has been placed into care within the last 12 months, a suitable 

guarantor should have known the child for the majority of that time.  

 

Question 12 ï The child 

¶ Complete as normal. 

 

Question 13 ï Mother 

¶ Complete all details known. 

 

Question 14 ï Father 

¶ Complete all details known. 

 

Question 15 ï Declaration 

¶ Where appropriate Child Welfare Agencies must seek the consent of the 

childôs biological parents. The childôs biological parents will retain óparental 

responsibilityô for the purposes of a passport application regardless of an order 

intending to extinguish it made under State/Territory legislation (ie; a 

óChildren and Young Personsô Act).  

¶ If parental consent cannot be obtained, Question 4 on Form B-10 must outline 

why the requirement could not be met. Record as much detail as possible as 

simply completing this form will not guarantee that the application is 

successful. 

 

Question 16 ï Childôs photograph and signature 

¶ Complete as normal. 

 

Question 17 ï Declaration by parent 

¶ This section should be completed by the person submitting the application. 

¶ Position details of the person signing Section 17 must also be provided under 

the signature.  
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Document Checklist  
 

Below is a list of documents generally required when submitting a passport 

application for a child in the care of the Minister or Chief Executive Officer. The list 

is not comprehensive and other documents may be required depending on the 

application. 

 

Ǐ  Completed child passport application form  

Ǐ  Birth certificate 

Ǐ  Proof of citizenship (see óDoes the child have evidence of citizenship?ô above) 

Ǐ  Form B-10 (see óWho may complete Form B-10ô above) 

Ǐ  Court orders 

Ǐ  Colour photographs signed by appropriate guarantor 

Ǐ  óRecord or transferô between Child Welfare Agencies (if applicable) 

Ǐ  Documentation regarding name changes (if applicable) 

Ǐ  Current passport (if one is held) 

Ǐ  Form B-11 (if additional information has to be provided) 

Ǐ  Child applicants aged 16 or 17 must accompany the person lodging the childôs 

passport application to attend the passport interview. 

 

 

Note: No other B Form should be required. 
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Passport Office Locations  

 Adelaide Passport Office  
Address: 

Level 5, Allianz House  

55 Currie St 

ADELAIDE   SA  5000  

 

Passport counter hours:  

8.30am ï 4.00pm, Monday to Friday  

Passport application interviews are by 

appointment only. 

Brisbane Passport Office  
Address: 

Level 17 

150 Charlotte Street  

BRISBANE  QLD  4000 

 

Passport counter hours:  

8:30am ï 4:00pm, Monday to Friday  

Canberra  Passport Office 
Address: 
R G Casey Building 

Sydney Avenue 

BARTON  ACT  0221 

 

Passport counter hours: 
8.30am ï 4.00pm, Monday to Friday  

Passport application interviews are by 
appointment only. 

Darwin Passport Office  
Address: 
Level 5, Northern Territory House 

22 Mitchell Street 

DARWIN   NT  0800 

 

Passport counter hours: 
8.30am ï 4.00pm, Monday to Friday  

Passport application interviews are by 
appointment only. 

Hobart Passport Office  
Address: 

Level 1  

111 Macquarie Street 

HOBART  TAS  7000  

 

Passport counter hours:  
8.30am ï 4.00pm, Monday to Friday  

 

Melbourne Passport Office  
Address: 

Level 2 

747 Collins St 

DOCKLANDS  VIC  3000 

 

Passport counter hours: 
08:30am ï 4:00pm, Monday to Friday 

Sydney Passport Office 
Address:  
Level 7 

26 Lee Street (near Central Station)  

SYDNEY  NSW  2000  

 

Passport counter hours:  

8:30am ï 4:00pm, Monday to Friday. 

Perth Passport Office  
Address: 

Level 17, Exchange Plaza 

Sherwood Court 

PERTH  WA  6001 

 

Passport counter hours: 

08:30am ï 4:00pm, Monday to Friday 

 

All passport offices should be contacted by calling 131 232 
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