
The below is a guide for all Sub-Contractors as to the process which needs to be followed in 
order to complete ASIC applications online. For further information relating to ASIC online please 
visit our website www.melbourneairport.com.au/asic

 Company Registration Process
All companies (Primary Contractors & Sub-Contractors) are to be 
registered before any applications can be processed online. Registration 
forms are available on our website: www.melbourneairport.com.au/asic 
under ASIC Information for Companies.   

 Employer/Sub-Contractor Requirement
To ensure that the application process is as smooth as possible, the 
Subcontractor should issue a letter of operational need for all ASIC 
applicants to their On-Airport company (Primary Contractor) prior to an 
ASIC application commencing, the letter should contain at a minimum:

  Names of Employee/s seeking to hold an ASIC

  Operational Need of applicants to work in Legislated Security Areas either 
Landside or Airside Security Zones.

Failure to issue this letter to the Primary Contractor before commencing/
completing an ASIC Application may result in the Primary Contractor rejecting the 
application. An application cannot be approved without this letter being attached 
by the Primary Contractor during the approval process.

 ASIC Application
When the employer has received confirmation 
that the company is registered online, the ASIC 
applicant can proceed with the application 
process. ASIC Applicants will need to register 
to use ASIC Online prior to being able to 
commence an application.

ASIC ONLINE APPROVER 
CONTRACTOR OVERVIEW

For further inquiries, contact Security Services: access@melair.com.au

This document is used to register a new company and/or add authorised signatories to approve 

Aviation Security Identification Card (ASIC) applications or other identification card applications 

on behalf of your company.

New company registrations must be approved by a sponsor company who verifies and oversees 

the operational need for employees to have access to workplaces in an airside or landside 

security zone within Melbourne Airport. Sponsoring Companies must be approved as an 

“On Airport” provider. 

Company Signatories in authorised card applications must:

 Verify that their employee has an operational need to be in an Airside or Landside 

security zone within Melbourne Airport. ASIC applications can be submitted up to 

4-weeks prior to commencing employment with your company.

 Ensure that the applicant has sufficient training in safety and the use of safety 

equipment relevant to their specific role. 

 Ensure APAM Security Services is immediately notified of any changes to the 

application particulars, changes in circumstances of the applicant and if the 

company signatories are no longer with the company or if new signatories need to 

be included. 

 Endures the return of the ASIC prior to the applicant leaving employment or 

upon transfer of the applicant to a position that does not have an operational 

requirement to hold an ASIC.

 Understand that APAM is not responsible or liable for any loss or damage suffered 

by the applicant as a result of any delay caused by the AusCheck background 

checking process.

 Review the process using 1) the Overview Guide and 2) the Application Approver 

Guide documents, prior to attempting the online ASIC approval process.

 Understand the Privacy Policy and how it’s applied to card applications 

http://melbourneairport.com.au/privacy-policy

 Understand that at the time of approval, invoices will be issued and are GST 

inclusive to companies with a credit account. Any and all payments made are non-

refundable. Payments must be made for the application to move forward in the 

process. 

ASIC APPLICATION APPROVER 

COMPANY REGISTRATION AND SIGNATORIES

For further inquiries, contact Security Services: access@melair.com.au
Page 1/4



 Primary Contractor Approval
The Primary Contractor will be the first level approver within ASIC Online for all Sub-
Contractor Applications. The Primary Contractor will need to complete the following 
actions to progress an ASIC application to the next level. Once all of the steps below 
are completed, the application can be approved and progress.

  Review the application to ensure all details are accurate

  Confirm attached identification is valid and upload documents are of good quality

  Complete Approvals section of application such as operational need, ensuring 
that the letter contains the name of the applicant 

For further inquiries, contact Security Services: access@melair.com.au

A QUICK SNAPSHOT

If you require further assistance before moving forward in this process as a sub-contractor, 
please contact the Security Services Office via access@melair.com.au We are located at: 
B219, 5-9 Francis Briggs Rd, Melbourne Airport VIC 3045.

We are open Monday to Friday, 8am to 3pm. We are closed on Public Holidays. 
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Primary Contractor A primary contractor is the Company that has a direct 
relationship with Melbourne Airport, typically in the form of a contract or an 
official agreement.

Sub-Contractor Any subsequent contracted Companies that have an indirect 
relationship with Melbourne Airport (via the Primary Contractor). This includes: 
Labour Hire, Delivery Drivers, Specialist Consultants to name just a few.


