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PART 1 for Declarants:  
Completing and submitting a SEPID 

Step Action 

1 Click on the link below to open the DCJ Senior Executive Private Interest Declaration (SEPID) 
Form: 

Link: Senior Executive Private Interest Declaration (SEPID)  
 

2 Please read the overview in the yellow box and then tick the box at the bottom to confirm you 
have read the information. Click on the ‘Next’ button to continue.  

 
 

3 You will be required to enter your details: Full Name, Email Address, Substantive Role Title 
also your Substantive Position Number and Employee Number etc.  

 
 
 
 
  

https://sepid.facs.nsw.gov.au/
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4 From the radio button please choose (Yes/No) to the question “Are you moving to a different 
role?” 

 

E.g. your substantive position is non-executive and you are taking a Temporary Acting Assignment (TAA) 
OR if you are already a Senior Executive and you are moving into a different senior executive role 
(temporarily relieving a colleague etc.)  

4a You must also answer (Yes/No) to the question “Is this Position a TAA?”  

If you answer Yes, you will be prompted with further Mandatory questions that you must answer,  

E.g. Future Role Title, Future Role Position Number, Start Date. 

 
 
The       icon indicates a mandatory field. 
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5 From the radio button please choose (Yes/No) if you “Are you currently in a TAA role?” 

If you answer Yes, you will be prompted with further Mandatory questions that you must answer,  

E.g. Current TAA Role Title, Current TAA Position Number. 

 

 

6 Complete all the remaining fields e.g. Contact number, Entity, District/ Division, as well as 
typing in your Directorate and Branch (where Applicable) and your Employment Status. 

 

7 

 

 

 

 

 

 

Please read the “Declaration”. You MUST tick all (5) the boxes on the “Declaration” section to 
indicate that you knowledge and understand the requirements of the SEPID. 

 

Note* if you do not tick all the boxes, you will not be able to submit the declaration.  

However you can still save it as a DRAFT and come back to it at a later stage/time. 
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8 

 

 

 
 

 

 

To nominate a delegated officer; type their details in the Delegated Officer section.  

(Must be your supervisor/manager) e.g. full name, role title, email address, contact number. 

 

Note: for non-senior executives (e.g. headleasing staff), the Delegated Officer is the director in 
your business area (Director level and above). 
 

9 You must answer ALL the required questions from 1-10. 

If you have nothing to declare, click ‘No’ and proceed to the next question. 

 

10 

 

 

 

 

 

 

 

If you have something to declare for questions 1-10, you must answer each of the fields prior to 
submitting your declaration.  

 

If you do not complete each of the mandatory fields, you will not be able to submit your 
declaration.  

11 If you have more than one interest to declare (e.g. more than one shareholding), you can click on 
the ‘ADD ROW’ button to declare additional interests. 
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12 To remove additional fields by clicking on the      icon.  

 

13 

 

 

 

 

 

 

 

 

 

 

If you answer “YES” to proposing to undertake any paid secondary employment, you will be 
required to enter your Secondary Employment and Unpaid Work (SEUW) I.D. # before you can 
submit your SEPID declaration.  

 

If you do not have a SEUW I.D. and have not completed a SEUW, please go to the DCJ intranet 
to complete a SEUW. You can still save your SEPID as a DRAFT and than come back to 
complete your declaration at a later stage/time after your SEUW has been approved. 

*YOU WILL NOT BE ABLE TO COMPLETE THE SEPID UNTIL YOUR SEUW IS APPROVED. 

14 

 

 

 

 

 

 

 

If you answer “YES” to Do you need to make a Conflicts of Interest (COI) declaration?  

You will be required to enter the COI ID # before you can submit your SEPID declaration. 

 

If you do not have a COI I.D. and have not completed a COI, please go to the DCJ intranet to 
complete a COI. You can still save your SEPID as a DRAFT and than come back to complete 
your declaration at a later stage/time after your SEUW has been approved. 

*YOU WILL NOT BE ABLE TO COMPLETE UNTIL YOUR COI IS APPROVED. 

  

file://///BIZLINK/DHS/FACS/FCS/CL4/UNITS/COMPLIANCE/11.%20SEPID/Quick%20Reference%20Guides/Archive/completed%20a%20SEUW
https://intranet.dcj.nsw.gov.au/employee-resources/my-ethics-and-compliance/conflict-of-interest
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15 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After completing ALL the required questions.  

Tick the box to indicate you are not a robot, and select the correct “Captcha” square image. 

You can “SUBMIT DECLARATION” or “SAVE DRAFT” and return to complete it at a later 
stage/date.  

 

 

 

 

 

 

 

 

 

 

*IT IS NOT CONSIDERED COMPLETED UNTIL IT HAS BEEN REVIEWED AND APPROVED 
BY YOUR NOMINATED DELEGATED OFFICER. 

16 Once you submit your SEPID. You will receive an email confirmation with a PDF copy confirming 
it has been submitted to your supervisor for review and confirmation. 

 

 
Hi John Smith,  

 

This is to advise that your Senior Executive Private Interest Declaration (SEPID) has been submitted to Mary 

Jones for review and confirmation. 

 

Regards,  

Business Ethics & Compliance Unit 

 

NB: You can view all Business Ethics and Compliance Unit forms submitted by or assigned to you on the Business 

Ethics & Compliance Unit Dashboard. 

To access the Business Ethics & Compliance Unit Dashboard, click here. 

You will need to use your email address and BECU Forms Password to access the dashboard. 

 

The content of this email has been identified as sensitive. This information should only be shared with parties who 

have a genuine need to know. 

 
 

16 a) If you save your SEPID as a DRAFT, You will receive an auto email containing a link, your email 
address and password attached with a PDF copy advising your declaration is in draft.  

You can return to complete your declaration at a later stage/date. 

 

http://becu-uat/dashboard.aspx
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Hi John Smith, 

 

This is to advise that your Senior Executive Private Interest Declaration (SEPID) is in DRAFT. Please complete and 

submit your declaration for review and approval by a delegated officer. 

 

Please click here to complete your declaration request. 

 

You will need to use your email address and the following BECU Forms Password to access the declaration 

 

Email address: john.smith@example.nsw.gov.au 

BECU Forms Password: abc123 

 

Regards, 

Business Ethics & Compliance Unit 

 

NB: You can view all Business Ethics & Compliance Unit forms submitted by or assigned to you on the Business 

Ethics & Compliance Unit Dashboard. 

To access the Business Ethics & Compliance Unit Dashboard, click here. 

You will need to use your email address and BECU Forms Password (see above) to access the dashboard. 

 

The content of this email has been identified as sensitive. This information should only be shared with parties who have a genuine need to know. 

 

17 Once your SEPID has been reviewed and confirmed by your supervisor. You will receive an auto 
email with the complete PDF for your copy. 

Your SEPID is now COMPLETE. 

 
Hi John Smith,  

 

This is to advise that your Senior Executive Private Interest Declaration (SEPID) has been certified by 

Mary Jones. 

 

Regards,  

Business Ethics & Compliance Unit 

 

NB: You can view all Business Ethics and Compliance Unit forms submitted by or assigned to you on the 

Business Ethics & Compliance Unit Dashboard. 

To access the Business Ethics & Compliance Unit Dashboard, click here. 

You will need to use your email address and BECU Forms Password to access the dashboard. 

 

The content of this email has been identified as sensitive. This information should only be shared with parties who have a genuine 

need to know. 

 

  

http://sepid-uat/?sepidid=FEe7SbkbQFc%253d
mailto:john.smith@example.nsw.gov.au
http://becu-uat/dashboard.aspx
http://becu-uat/dashboard.aspx
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PART 2 for Supervisors: 
Reviewing and approving a SEPID 
Step Action

B1 Once your employee submits a declaration for review and approval, you will receive the following 
email.  

The email will contain a PDF version of the declaration together with a link (‘CLICK HERE’) to the 
employee’s online declaration for you to review and approve.  

Hi Mary Jones, 

This is to advise that John Smith has submitted a Senior Executive Private Interest Declaration (SEPID) for your 

review and confirmation. 

As the delegated officer, please click here to review and confirm this declaration. 

You will need to use your email address and the following BECU Forms Password to access the declaration 

Email address: mary.jones@dcj.nsw.gov.au 

BECU Forms Password: Pa55w0RD

Regards, 

Business Ethics & Compliance Unit 

NB: You can view all Business Ethics & Compliance Unit forms submitted by or assigned to you on the Business 

Ethics & Compliance Unit Dashboard. 

To access the Business Ethics & Compliance Unit Dashboard, click here. 

You will need to use your email address and BECU Forms Password (see above) to access the dashboard. 

The content of this email has been identified as sensitive. This information should only be shared with parties who have a genuine need to know. 

B2 You will have to type in your email address and password. 

http://sepid-uat/form2.aspx?sepidid=eygD8jIFwFQ%253d
mailto:mary.jones@facs.nsw.gov.au
http://becu-uat/dashboard.aspx
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B3 
 

Please review the SEPID declaration.  
You will need to scroll down to complete the supervisors’ process 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

B4 You need to select (Yes/No) to indicate whether you approve the SEPID or not. 

 

B5 If you select “No” you will be required to: 

a) Provide a reason why you are NOT approving the SEPID, and  

b) Whether you require the declarant to submit a new SEPID. 
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B6 If you APPROVE the SEPID select “Yes”, then you must tick all the (5) boxes in the Delegate’s 
Agreement and click on “FINISH/END”. 

B7 After clicking “CONFIRM DECLARATION”, you will receive an email confirmation advising you 
have approved the SEPID of the declarant.  

Hi Mary Jones, 

This email is to confirm that you have SUCCESSFULLY APPROVED John Smith’s Senior Executive Private Interest 

Declaration (SEPID). 

Regards,  

Business Ethics & Compliance Unit 

NB: You can view all Business Ethics & Compliance Unit forms submitted by or assigned to you on the Business 

Ethics & Compliance Unit Dashboard. 

To access the Business Ethics & Compliance Unit Dashboard, click here. 

You will need to use your email address and BECU Forms Password (see above) to access the dashboard. 

The content of this email has been identified as sensitive. This information should only be shared with parties who have a genuine need to know. 

If you have any questions about the SEPID Program please visit the Senior Executive Private Interest 
Declaration intranet page. 

If you experience any problems or issues in approving the employee’s declaration, please contact 
the Business Ethics and Compliance Unit (BECU) via the PrivateInterestDeclarations@dcj.nsw.gov.au 
inbox. 

http://becu-uat/dashboard.aspx
https://intranet.dcj.nsw.gov.au/employee-resources/my-ethics-and-compliance/senior-executive-private-interest-declaration
https://intranet.dcj.nsw.gov.au/employee-resources/my-ethics-and-compliance/senior-executive-private-interest-declaration
mailto:PrivateInterestDeclarations@dcj.nsw.gov.au

