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SLSQ Procedure 

Subject: Completing Blue Card Applications and 
Submission to Blue Card Services 

Department: Administration and Compliance 

Procedure No: ADM006  Version No: 1 

Effective Date: 07.08.2020 Approved Date:  04.08.2020

Revision Date: 31.07.2021 Approved by: Membership Services 

Purpose 

To provide direction on which form a member should complete, assist clubs to check accuracy of the 

completed blue card application and uploading the application to Blue Card Services directly to their 

website. 

Scope 

For the attention and action of affiliated Clubs and Branches. 

Definitions 

BCS – Blue Card Services 
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Background 

To ensure that our volunteers can continue within their roles, it is extremely important to ensure the 

applications are completed correctly the first time to prevent delays and requests for further 

information from BCS. 

Procedure 
 

Which form to complete 
 

Please distribute this flow chart to members directing them to complete the appropriate form and 

confirm members have completed the correct form. 

All current Blue Cards forms can be found at SLSQ App - Blue Card Forms 

Please see Appendix A. 

SLSQ Organisation details 
 

The following fields in any Blue Card application must be completed with these details as these are 

registered with Blue Card Services for Surf Life Saving Queensland and affiliated clubs. 

 

Organisation details 
 
Name of organisation: Surf Life Saving Queensland 

Organisation ID number: 85968 

Postal address: PO Box 3747 
SOUTH BRISBANE QLD 4101 
 

Contact person’s name: Kerrie Barnes 

Contact person’s position: SM Business Process Improvement 

Telephone: 07 3846 8000 

Email: bluecards@lifesaving.com.au 

  

Category of child related activity: Churches, clubs and associations 

 SLSQ and clubs come under this category 

  

https://slsqcm.entegyapp.com.au/Page/61/2597
mailto:bluecards@lifesaving.com.au
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Blue card application 
This form is to be completed for new or renewal applications for both volunteers and paid 

employees. 

Please ensure applicants have read through and understand the application and applicant’s 

declaration. 

Applications for paid employees at the club are to be paid by the club prior to submitting the 
application. Ensure you have completed Part G on page 5 of the application. 

 

PLEASE SELECT ONE 

PLEASE SELECT ONE 

PLEASE SELECT ONE 

Please ensure this section is completed with these details 

only as they are registered for SLSQ with Blue Card Services. 
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Please ensure applicant has signed and dated this section. 

This signature is scanned and copied to the blue card. It 

cannot be scanned correctly if it touches or goes through 

the line of the box. MUST BE HANDWRITTEN. 

Please ensure 

applicant has 

completed all 

their personal 

details correctly. 
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Please sight applicant’s two forms of identification, 

either both from List 1 or one from List 1 and one from 

List 2. Please ensure these are indicated on the 

application. 

Please ensure an authorised person has signed and dated this section before application submission.  

Must be signed and dated on the same day or later than the date of the applicant, must not be earlier. 

Please ensure all sections of the application are completed correctly and details match identification 

and signature of applicant. 
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Link an applicant 
 

To link an applicant/cardholder to this organisation who has a current blue card with their employer 

or another organisation they volunteer with. 

Please sight current blue card. 

Please ensure applicants have read through and understand the application and applicant’s 

declaration. 

 

 

Please ensure this section is completed with these details only as they are registered for SLSQ 

with Blue Card Services. 

Please ensure all sections of the application are completed correctly and details match 

identification and signature of applicant. 

PLEASE SELECT ONE 

This refers to the role 

they will be in within 

the club/SLSQ 

regardless of the role 

they received the card 

through as a paid 

employee or as a 

volunteer with 

another organisation. 

Please ensure 

applicant has 

completed all their 

personal details 

correctly. 

Please sight 

current blue card. 
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Please ensure applicant has signed and dated this 

section. 

Please ensure an authorised person has signed and dated this section 

before application submission.  Must be signed and dated on the 

same day or later than the date of the applicant, must not be earlier. 
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Exemption card application 
 

Only for Queensland registered teachers and Queensland police officers. 

Please ensure applicants have read through and understand the application and applicant’s 

declaration. 

 

 

PLEASE SELECT ONE 

PLEASE SELECT ONE 

PLEASE SELECT ONE 

Please ensure this section is completed with these details 

only as they are registered for SLSQ with Blue Card Services. 
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Please ensure applicant has signed and dated this section. 

This signature is scanned and copied to the blue card. It 

cannot be scanned correctly if it touches or goes through 

the line of the box. MUST BE HANDWRITTEN. 

Please ensure 

applicant has 

completed all 

their personal 

details correctly. 
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Please sight applicant’s two forms of 

identification, either both from List 1 or one from 

List 1 and one from List 2. Please ensure these 

are indicated on the application. 

Please ensure an authorised person has signed and dated this section before application submission.  

Must be signed and dated on the same day or later than the date of the applicant, must not be earlier. 

Please ensure all sections of the application are completed correctly and details match identification 

and signature of applicant. 
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Uploading applications to Blue Card Services 
 

1. Scan application and ensure document includes all pages and is legible (able to be clearly 

read on the screen). Each scanned document must only be one application. 

2. In your web browser go to the below link: 

https://www.qld.gov.au/law/laws-regulated-industries-and-accountability/queensland-laws-and-

regulations/regulated-industries-and-licensing/blue-card/contacting/submit-scanned-form 

 

 

  

SELECT TO GO TO PAYMENT PAGE 

SELECT FOR VOLUNTEER APPLICATIONS 

SELECT FOR PAID APPLICATIONS 

https://www.qld.gov.au/law/laws-regulated-industries-and-accountability/queensland-laws-and-regulations/regulated-industries-and-licensing/blue-card/contacting/submit-scanned-form
https://www.qld.gov.au/law/laws-regulated-industries-and-accountability/queensland-laws-and-regulations/regulated-industries-and-licensing/blue-card/contacting/submit-scanned-form
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A. Volunteer, does not require a payment of a fee 

 

3. Once submitted and confirmation email is received from BCS please forward the following to 

bluecards@lifesaving.com.au: 

a. confirmation of submission email; and 

b. scanned application labelled as “Member Name-Member Club” 

4. SLSQ will save the application and record the date of submission in Surfguard. 

5. Confirmations of blue cards will be received and entered into Surfguard by SLSQ. 

  

Click dropdown arrow and select: 

For new/renewal applications 

Blue card application (BC)-Volunteers, under Applications heading 

For exemption card applications 

Exemption card application (E), under Applications heading 

For link forms 

Link an applicant/cardholder to this organisation (Authorisation), under Link to Organisation heading 

Upload the member’s 

scanned application 

PLEASE CHECK BOX 

Enter your club admin email 

address to receive the email 

confirmation of submission. 

mailto:bluecards@lifesaving.com.au
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B. Paid staff, requires payment of a fee, that has been paid online already 

If the applicant is a paid employee this needs to be paid for prior to uploading as the receipt 

number is required when submitting the application. 

1. Pay for paid employee blue card application. Select ‘Pay for your application’ to be taken to 

payment screen. 

Payment Screen 1 

 

Payment Screen 2 

1. Fill in Applicant’s name, date of birth and email address. Then select ‘NEXT’. 

 

SELECT TO GO TO PAYMENT SCREEN 2 

Employee’s first and last names 

Employee’s date of birth, see their application form 

Employee’s personal email address, see their application form 
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Payment Screen 3 

2. Enter correct payment amount according to the relevant application that is being submitted. 

Then select ‘NEXT’. 

 

  

Type in the relevant fee amount here for the application that is being submitted 
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Payment Screen 4 

3. Enter your payment method details. Then select ‘NEXT’. 

 

4. A Review Details pop up will appear. Confirm details are correct then select ‘PAY’. 

5. The next screen will tell you your payment was successful and provide you with a receipt 

number. Record this receipt number into Part G of the employee’s application. 

6. Enter your club administration email address into the box after the payment details and 

select ‘EMAIL RECEIPT’. 

7. Select Print Receipt to print and save a pdf for credit card reconciliation and staff records. 
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8. Scan and submit application. 

 

  

Click dropdown arrow and select: 

For new/renewal applications 

Blue card application (BC), under Applications heading 

For link forms 

Link an applicant/cardholder to this organisation (Authorisation),  

under Link to Organisation heading 

Upload the member’s 

scanned application 

PLEASE CHECK BOX 

Enter your club admin email 

address to receive the email 

confirmation of submission. 
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Surfguard and Blue card data 
 

To ensure data accuracy please do not remove any entered data except when updating the 

application submission date for a new form. 

   

 

 

  

 

CLUB TO ENTER    Date uploaded & sent to SLSQ 

SLSQ TO ENTER (All in blue) 

Please do not remove or 

change data in these fields 

to ensure data accuracy 

Card number 

Card expiry date 

Date of Positive Notice 

letter/confirmation 

Date sent to Blue Card 

Services/processed at SLSQ 

 
Volunteer / Paid / Exemption 



Do you hold a 

current Blue Card? 
No Yes 

Are you a 

registered teacher 

or police officer? 

Yes 

Please complete 

an Exemption Card 

Application 

No 

Please complete a 

New/Renewal Blue 

Card Application 

Please complete a 

Link an applicant/

cardholder form 

Was this obtained with 

your employer or as a 

volunteer with another 

organisation? 

Yes No 

Will your card 

expire within the 

next 3 months? Will your card 

expire within the 

next 3 months? Yes 

No 

Which Blue Card form should I complete? 

Sit tight you’re 

right! 
No Yes 

A
p

p
e

n
d
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