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CHANGE LOG

Green highlights throughout this document indicate changes since last version.

DATE

DESCRIPTION OF CHANGE

September
2013

Throughout — Modified: Absolute and Conditional Discharges released for only 1 year
and 3 years, respectively for PIC and PVSC. May release from another police service’s
local file with permission for the same time period.

Throughout — Modified: PIC and PVSC will NOT include Diversions and no reference
to the occurrence is permitted (cc s. 717.4)

Throughout — Modified: Police Involvement...a timeframe of five years from the date
reported ...

Throughout — Modified: Pardon amended to Record Suspension throughout document.

Throughout — Modified: Definition of Vulnerable Sector amended for consistency
throughout document.

Throughout — Modified: “Shall” to be used for circumstances when information
disclosed/non disclosed in accordance with Policy, Directive or Legislation.

Throughout — Modified: “Should” to be used for circumstances when information is
disclosed/non disclosed upon discretion.

Throughout — Modified: Self-Declaration changed to (Self) Declaration of Criminal
Record to maintain consistency with RCMP.

Throughout — Modified: Extrajudicial Measures are not to be released per YCJA
119(4).

Page 3 — Added: Police Services do not have the authority to run a query of the
Investigative databank (10-29) for a PCRC.

Page 14 s. 15 — Modified: Absolute and Conditional Discharge Prior to July 24, 1992.
Combined Absolute and Conditional Discharges in one section. Dispositions of
Absolute or Conditional Discharge (Adult and Youth) issued prior to July 24, 1992,
should NOT be released on any record check.

Section 2 — Modified: put in alphabetical order for ease of reference.

Section 4 — Modified: replaced with text from RCMP policy.

Section 8 — Modified: replaced with more comprehensive instructions.

Section 9 — Added: Definitions for Quashed and Record Suspension.

Appendix A — Modified: Summary Convictions — all released from local files or with
permission from other service.

Appendix A — Modified: Convictions — separate Summary and Indictable Convictions.

Appendix A (Record Type) — Modified: put in alphabetical order for ease of reference.

Appendix A (Dispositions) — Modified: put in alphabetical order for ease of reference.

Appendix | — Added: Declaration of Criminal Record Form.

Appendix J — Added: RCMP Form 2.

Appendix K — Added Reconsideration Request Form.

Appendix L — Added: Frequently Asked Questions.

March 2011

Guideline first published

Law Enforcement & Records (Managers) Network I




GUIDELINE For Police Record Checks

Contents
INTRODUGCTION ..ottt ettt b e bbbttt et bbbt b b et e e 1
1: THREE LEVELS OF POLICE RECORD CHECKS ........cccoiiiiiiiiiieieie e 2
Level 1: Police Criminal Record Check (PCRC) ......cccoiiiiiiiiiieieeeseeee s 2
Level 2: Police Information Check (PIC) ......coouiiieiieeciece e 3
Level 3: Police Vulnerable Sector CheCk (PVSC) .....cviiiiiieieiiece e 4
2: RECORD CHECKS RELEASE CRITERIA ..ottt 5
Absolute Discharge — AFTER July 24, 1992..........coi i 5
Absolute and Conditional Discharge — PRIOR TO July 24, 1992 ........c.ccccooeiiieiieeieseese e 5
ACGUITEAT / INOT GUITLY ... ettt st sbe e nreas 5
Conditional Discharge AFTER JUlY 24, 1992 .........c.oooiiieie e 6
Conviction, Suspended Sentence or Finding of GUIlL............c.ccoeiiiie i, 6
CUITeNt JUAICIAL OFUEIS ...ttt sttt sre et e naesreenae e 7
D] 0T SEST o [P SPO TP PR PRURORPRRPRPIN 8
11 00 LY 1€ ] SR 8
EXIraJUAICIA] IMIBASUIES. ... eeivieieeiie ittt st ettt et ane e nreenbennes 9
Family Court ReStraiNiNg OFUEIS.......ccviiiiieieeiecie e ettt e e sae e sreeneenes 9
Finding of Guilt With REPriMand...........cccoeieiiiie e 9
Firearms INtereSt POICE (FIP) .......oo i e 10
INTERPOL ..ottt ettt et s e st et e e b sbeebe et e eneaneeneeee s 10
Ministry of Transportation, Police Automated Registration Information System (PARIS).... 10
Not Criminally Responsible (NCR).......cuoiiiiiiieiieie e 10
Other Police Service INVOIVEMENT ..........ccooiiiiiiieiee e 11
Outstanding Criminal Charges & WarTantS...........cccvevvvieriieeresie e 11
Police INformation POrtal (PIP) ........ooiiiiiiiie e 11
POLICE INVOIVEMENT ...ttt et enbe e nneas 12
PrONIDITION OFAEIS. .....iuiiieiei ettt 13
PrOVINCIAI OFFENCES ... .ottt b et e et esbe e nneas 13
R Too] (0 T 1< 0] o] o PPN 14
Record Suspensions — Sexual OffENCES........ccviveiiie e 14
Special INterest POIICE (SIP) ....oouiiiieiiiie et s 14
RS-\ Y10 FE USRS PRR 14

Law Enforcement & Records (Managers) Network ii



GUIDELINE For Police Record Checks

WVIENATAWIN. ...t b bbbt b et e b et st e bbbttt n e 15
Withdrawn — Diversion (Alternative Measures) (Adult) ..o, 15
Withdrawn — DiIvVersion (YOULN) .......ooiiiei et 15
Withdrawn — Extrajudicial Sanction (YOULN) ......ccoooeiiiiiicciee e 15
Withdrawn — PEaCE BONG..........coiiiiiiie ittt ne e 15

3: VULNERABLE SECTOR CPIC QUERY ..ottt 17

4: (SELF) DECLARATION OF CRIMINAL RECORD.......ccotiiiiniiiiiene s 20

5: NON-JURISDICTIONAL RESIDENTS ....ooiiiiiiiieiiesie sttt 23

6: PIP POLICE INFORMATION PORTAL ...ttt 24

7: ONTARIO HUMAN RIGHTS CONSIDERATIONS ..ot 25

8: RECONSIDERATION PROCESS .......ooiiiiiiiiie ettt 27

0. GLOSSARY .ottt bbb Rt bbb bbbttt n s 29

Appendix A: RECORDS CHECK RELEASE CHART

Appendix B: POLICE RECORD CHECK APPLICANT FACT SHEET

Appendix C: POLICE RECORD CHECK AGENCY FACT SHEET

Appendix D: POLICE CRIMINAL RECORD CHECK APPLICATION

Appendix E: PIC & PVSC APPLICATION

Appendix F: POLICE CRIMINAL RECORD CHECK RESPONSE

Appendix G: POLICE INFORMATION CHECK RESPONSE

Appendix H: POLICE VULNERABLE SECTOR RESPONSE

Appendix I: DECLARATION OF CRIMINAL RECORD FORM

Appendix K: RECONSIDERATION REQUEST FORM

Appendix L: FREQUENTLY ASKED QUESTIONS

Law Enforcement & Records (Managers) Network v



GUIDELINE For Police Record Checks

INTRODUCTION

The LEARN Guideline for Police Record Checks is intended to assist police services understand and
apply relevant legislation, policies, procedures and directives to the processing of Police Record Checks.
It is also intended to promote consistency in processing methods as well as terminology used throughout
the Province of Ontario.

Note this Guideline does not address third party, for profit or not-for-profit companies. For further
information refer to the RCMP Policy.

All decisions relating to Police Record Checks must also be consistent with internal policies and Board
By-laws of the respective police service.

This quideline incorporates provisions of the:

 Criminal Records Act

CPIC Reference Manual

Freedom of Information and Protection of Privacy Act (FIPPA)

Municipal Freedom of Information and Protection of Privacy Act (MFIPPA)
Youth Criminal Justice Act

Ministerial Directive on the Release of Criminal Records (2010)

In preparing this quideline, the Sub-Committee conducted extensive consultation with stakeholders
including:

Royal Canadian Mounted Police

Canadian Criminal Real Time Identification Services (CCRTIS)
The Ontario Human Rights Commission

The Information and Privacy Commission
Volunteer Toronto

Justice for Children and Youth

Ontario Association of Patient Councils
Community and Legal Aid Services Program
Canadian Mental Health Association Ontario
. Psychiatric Patient Advocate Office

. Police Record Check Coalition

Law Enforcement & Records (Managers) Network 1
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1: THREE LEVELS OF
POLICE RECORD CHECKS

Level 1: Police Criminal Record Check (PCRC)

This check is intended for applicants who are involved as a volunteer, employee or in any
situation where a basic PCRC is requested (i.e., retail or immigration). This check is NOT
intended for applicants who are seeking volunteer and/or employment with vulnerable persons.

If the applicant has a criminal conviction, this check can only be provided by the local police
service where the applicant resides. If the applicant does NOT have criminal convictions any
police service may provide a negative PCRC (also known as a Clearance Letter), regardless of
residency.

NOTE: Police Services do not have the authority to run a query of the investigative databank
(10-29) for this level of check.

The Police Criminal Record Check will include the following information:

@) Criminal convictions (summary and indictable) from CPIC and/or local databases.
NOTE: See section on (Self) Declaration of Criminal Record

The Police Criminal Record Check WILL NOT include:

@) Outstanding entries, such as charges and warrants.

(b) Absolute and conditional discharges.

(c) Current judicial orders, including Peace Bonds, Probation and Prohibition orders under
the Criminal Code of Canada.

(d) Convictions where a record suspension has been granted.

(e) Convictions under provincial statutes.

() Local police contact.

9) Ministry of Transportation information (PARIS).

(h) Special Interest Police (SIP) category of CPIC.

Q) Family Court Restraining Orders.

() Foreign information.

(K) A Vulnerable Sector (VS) Query of pardoned sex offenders to ascertain if the applicant
has been convicted of and granted a record suspension for any of the sexual offences that
are listed in the schedule to the Criminal Records Act (CRA).

() Any reference to incidents involving mental health contact that did not result in a
conviction.

(m) Charged and processed by other means such as Diversion.
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Level 2: Police Information Check (PIC)

A collection of offence information, including convictions, non-convictions and other relevant
police contact information available from a local police agency’s records management system and
other systems/records where authorized.

This check is intended for applicants who are seeking volunteer and/or employment with agencies
who require a criminal record check along with local police involvement. The agency has
determined that a search of pardoned sex offenders, or contacts relating to mental health
apprehensions is NOT required (i.e., border crossing or visa) therefore this check is NOT
intended for applicants who are seeking volunteer and/or employment with vulnerable persons.

The Police Information Check will include the following information; released as either a
criminal record or police contact information. Refer to (Self) Declaration of Criminal
Record requirements, Records Check Release Chart and Criteria.

@) Criminal convictions (summary and indictable) from CPIC and/or local databases.

(b) Outstanding entries, such as charges and warrants, judicial orders, Peace Bonds,
Probation and Prohibition Orders. As per CPIC policy, information obtained from the
Investigative Databank must be confirmed and authorized for release by the contributing
agency.

(©) Absolute and conditional discharges. (Release as a criminal record only until the 1 or 3
year expiry date.)

(d) Family Court Restraining Orders.

(e) Dispositions including, but not limited to, Withdrawn, Dismissed, and cases of Not
Criminally Responsible by Reason of Mental Disorder.
(f A review of all available police contacts including but not limited to theft, weapons, sex

offences, or violent, harmful and threatening behaviour.

The Police Information Check WILL NOT include:

@) Convictions where a record suspension has been granted.

(b) Convictions under provincial statutes.

(©) Diversions will not be released as police contact and no reference to the occurrence is
permitted (CC S. 717.4).

(d) Ministry of Transportation information (PARIS).

(e) Suspect information that would hinder an ongoing investigation or where the suspect has
not been spoken to.

U] Youth Criminal Justice Act (YCJA) information beyond applicable disclosure period.

(9) Special Interest Police (SIP) category of CPIC.

(h) Information gathered outside formal occurrence reports ( i.e., street checks, CAD) should
not be released unless under exceptional circumstances.

(1) Any reference to contagious diseases.

() Victim/Complainant/Witness information should not be released unless under exceptional

circumstances.

(K) Foreign information.

() A VS query of pardoned sex offenders to ascertain if the applicant has been convicted of
and granted a record suspension for any of the sexual offences that are listed in the
schedule to the CRA.

(m) Any reference to incidents involving mental health contact that did not result in a
criminal charge.
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Level 3: Police Vulnerable Sector Check (PVSC)

This check is restricted to applicants seeking employment and/or volunteering in a position of
authority or trust relative to vulnerable persons. It is a collection of offence information, including
convictions, non-convictions and other relevant police contact information available from a local
police agency’s records management system and other systems/records where authorized. This
check will include sexual offence convictions for which the individual has received a record
suspension where authorized by the Minister of Public Safety and Emergency Preparedness.

The Police Vulnerable Sector Check will include the following information (refer to (Self)
Declaration of Criminal Record requirements, Records Check Release Chart and Criteria,
Ontario Human Rights Considerations):

@) Criminal convictions (summary and indictable) from CPIC and/or local databases.

(b) Outstanding entries, such as charges and warrants, judicial orders, Peace Bonds,
Probation and Prohibition Orders. As per CPIC policy, information obtained from the
Investigative Databank must be confirmed and authorized for release by the contributing
agency.

(©) Absolute and conditional discharges. (Release as a criminal record only until the 1 or 3
year expiry date.)

(d) Family Court Restraining Orders.

(e) Dispositions including, but not limited to, Withdrawn, Dismissed, and cases of Not
Criminally Responsible by Reason of Mental Disorder.
(f A review of all available police contacts including but not limited to theft, weapons, sex

offences, or violent, harmful or threatening behavior which may or may not have
involved a mental health incident.
(9) All record suspensions as authorized for release by the Minister of Public Safety.

The Police Vulnerable Sector Check WILL NOT include:

@ Convictions under provincial statutes.

(b) Diversions will not be released as police contact and no reference to the occurrence is
permitted (CC S. 717.4).

(c) Ministry of Transportation information (PARIS).

(d) Suspect information that would hinder an ongoing investigation or where the suspect has
not been spoken to.

(e) Youth Criminal Justice Act (YCJA) information beyond the applicable disclosure period.

( Special Interest Police (SIP) category of CPIC.

(o) Information gathered outside formal occurrence reports (i.e., street checks, CAD) should
not be released unless under exceptional circumstances.

(h) Any reference to contagious diseases.

(i) Victim/Complaint/Witness information should not be released unless under exceptional
circumstances.
() Foreign information.

(K) Mental Health Act terminology (refer to Ontario Human Rights Considerations).
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2: RECORD CHECKS
RELEASE CRITERIA

Absolute Discharge — AFTER July 24, 1992

ADULT:

Dispositions of Absolute Discharge issued after July 24, 1992 shall NOT be released on a PCRC.
Dispositions of Absolute Discharge do not meet the (self) declaration qualifications and therefore
shall not be released from the CRII; however, the relating information may be released from your
own local files without a (self) declaration on a PIC or PVSC. The information may be released
from another police service’s local file with permission, using the role of “subject”. After one
year, no reference to the occurrence shall be released.

YOUTH:
Dispositions of Absolute Discharge issued after July 24, 1992 shall not be released on a PCRC.

Dispositions of Absolute Discharge do not meet the (self) declaration qualifications and therefore
shall not be released from the CRII; however, the information may be released for one year after
the guilty verdict from your own local files on a PIC or PVSC. After one year, no information
shall be released.

See Section 119 (2) (e) of the YCJA.

Absolute and Conditional Discharge — PRIOR TO July 24, 1992

Prior to July 24, 1992 discharges were considered a conviction which changed to a non-
conviction disposition after this date. It may still appear on the CRII. Applicants must write to
the RCMP and request this to be removed from their record as the record suspension process does

not apply.

ADULT:
Dispositions of Absolute or Conditional Discharge issued prior to July 24, 1992 should NOT be
released on any record check.

YOUTH:
Dispositions of Absolute or Conditional Discharge issued prior to July 24, 1992 shall not be
released on any record check.

Acquittal / Not Guilty

An Acquittal or finding of Not Guilty is a disposition rendered by a judge. Non-convictions do
not meet the (self) declaration qualifications.

ADULT:
Information relating to these court dispositions should be released on a PIC or PVVSC for a period
of two months following the 30-day appeal period or if an appeal is taken, the period ending three
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months after all proceeds of the appeal have been completed. If an appeal has been launched, the
relating CPIC entry reverts back to an Accused entry within the Investigative Databank and may
be released on a PIC or PVSC with the confirmation and permission of the originating agency
(the onus is on the releasing agency to confirm if an appeal has been launched).

Note: This information shall not be included on a PCRC.

YOUTH:
If a young person is Acquitted of an offence other than by reason of Not Criminally Responsible,
the information should be released on a PIC or PVSC for a period of two months following the 30
day appeal period or, if an appeal is taken, the period ending three months after all proceedings of
the appeal have been completed. The information shall not be included on a PCRC.

See Section 119 (2) (b) of the YCJA.

Conditional Discharge AFTER July 24, 1992

ADULT:

Dispositions of Conditional Discharge issued after July 24, 1992 shall NOT be released on a
PCRC. Dispositions of Conditional Discharge do not meet the (self) declaration qualifications
and therefore shall not be released from the CRII; however, the relating information may be
released from your own local files on a PIC or PVSC. The information may be released from
another police service’s local file with permission, using the role of “subject”. After three years,
no reference to the occurrence shall be released.

YOUTH:
Dispositions of Conditional Discharge issued after July 24, 1992 shall not be released on a PCRC.

Dispositions of Conditional Discharge do not meet the (self) declaration qualifications and
therefore shall not be released from the CRII; however, the information may be released for three
years after the guilty verdict from your own local files on a PIC or PVSC. After three years, no
information shall be released.

See Section 119 (2) (f) of the YCJA.

Conviction, Suspended Sentence or Finding of Guilt

Criminal convictions, Suspended Sentence or Findings of Guilt that are included on the CRII
shall be released on the PCRC, PIC and PVSC.

Information may only be released from the Identification Databank through the submission of
fingerprints or if the police service is satisfied the applicant’s (self) declaration of a criminal
record matches the information from the CRII (See (Self) Declaration of Criminal Record
section) or confirmation can be made through your local in-house records.

If the applicant’s (self) declaration of a criminal record does not match the information found on
the CRII the applicant must submit fingerprints. Dispositions may be released from your local in-
house records if you’re satisfied with the identity of the applicant.

When information relating to these dispositions no longer appears on the CRII, the relating
information should be released from your local database as a police contact, referring to the
applicant as “Subject”, on a PIC or PVSC.
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YOUTH:

Criminal dispositions may not be (self) declared by a young person and therefore any information
identified by way of a CRII query may not be included on a PCRC, PIC or PVSC without the
submission of fingerprints; however, if the information is confirmed through your own local
database, the information may be released on a PCRC, PIC or PVSC as follows:

If a young person has been found guilty of a summary offence, the information
should be released from your own local database on a PCRC, PIC or PVSC for a
period of three years after the youth sentence has been completed.

See Section 119 (2) (g) of the YCJA.

If a young person has been found guilty of an indictable offence, the information
should be released from your own local database on a PCRC, PIC or PVSC for a
period of five years after the youth sentence has been completed.

See Section 119(2) (h) of the YCJA.

NOTE: If the young person is subsequently convicted with committing another criminal offence
during the disclosure period of a preceding offence, the disclosure period for the prior offence
becomes equal to that of the current offence/disposition. Additionally, if the subject commits a
criminal offence as an adult during the disclosure period of any previous charges under the
YCJA, the youth record becomes a part of a permanent adult record.

See Section 119(9) of the YCJA.

Current Judicial Orders

A query of the Investigative Databank of the Canadian Police Information Centre (CPIC) should
be conducted, for PIC and PVSC| to identify any current Judicial Orders (i.e., Firearm Prohibition
Orders, Probation Orders, Peace Bonds, etc.) held by any Canadian Police Service.

As per the CPIC Reference Manual, hit confirmation MUST be conducted on all hits and
permission to include the information must be obtained from the originator.

Note: This information shall not be included on a PCRC.

In Section 7.2, Release of Investigative and Ancillary Databank Information, the CPIC
Reference Manual states:

CPIC Information from the Investigative Databank may be released for security
and reliability clearances or for private employment purposes; however, no CPIC
information shall be released for this purpose unless:

1. confirmation and verification with the record owner (originating agency)
has been carried out; and,

2. the originating agency has been notified of the reason for the check and
has consented to the release; and,

3. personal visual identification by the law enforcement agency of the

subject of the check has taken place; and,
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4. the results of the checks are communicated directly to the subject of the
check. The applicable information may be released verbally or in writing.
However, printouts shall not be released.

Dismissed

ADULT:

Dispositions of Dismissed shall NOT be released on a PCRC. Dispositions of Dismissed do not
meet the (self) declaration qualifications and therefore shall not be released from the CRII;
however, the information may be released from your own local files on a PIC or PVSC. The
information may be released from another police service’s local file with permission, using the
role of “subject”.

YOUTH:
Dispositions of Dismissed shall not be released on a PCRC. Dispositions of Dismissed do not
meet the (self) declaration qualifications and therefore shall not be released from the CRII;
however, the information may be released for two months after the disposition date from your
own local files on a PIC or PVSC. After two months, no information shall be released.

See Section 119 (2) (c) of the YCJA.

Dispositions

A query of the Identification Databank of the Canadian Police Information Centre (CPIC) must
be conducted to identify court dispositions (i.e., convictions, suspended sentence, conditional
discharge, etc.). These queries are generally referred to as a CNI and a CRII. Dispositions may
also be found within local in-house records.

NOTE: When foreign dispositions are included on a CRII they must not be
included on any level of police record checks as per Section 3.1 of the
INTERPOL Charter. The exception is entries on the conviction part of the CRII
identified as international transfer of offenders may be disclosed.

Information may only be released from the Identification Databank through fingerprint
confirmation or if the police service is satisfied the applicant’s (self) declaration matches the
information from the CRII (See (Self) Declaration of Criminal Record section).

Information relating to Summary Conviction offences for which fingerprints were not taken will
only be available through local police databases. Where available, this information should be
included on a PCRC, PIC and PVSC. If this information originates with another police service,
hit confirmation and permission to release must be obtained.

Querying the Firearms Interest Police (FIP) database, the Police Information Portal (PIP) and
your local occurrence database may also reveal criminal dispositions.

When information obtained from the Identification Databank is being released on any level of
police record checks without having the applicant submit fingerprints, the following caution must
be included:
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CAUTION: Based solely on the name(s) and date of birth provided and the
criminal record information declared by the applicant, a search of the RCMP
National Repository of Criminal Records has resulted in a POSSIBLE match to a
registered a criminal record. Positive identification that a criminal record does or
does not exist at the RCMP National Repository of Criminal Records can only be
confirmed by FINGERPRINT comparison. As such, the criminal record
information declared by the applicant does NOT constitute a Certified Criminal
Record by the RCMP. Delays do exist between a conviction being rendered in
court, and the details being accessible on the RCMP National Repository of
Criminal Records. Not all offences are reported to the RCMP National
Repository of Criminal Records.

Extrajudicial Measures

YOUTH:
Extrajudicial Measures refers to actions other than judicial proceedings under the Youth Criminal
Justice Act. See Section 2(1) of the YCJA.

Extrajudicial Measures include:

- no further action

- warning

- police caution (not formally used in Ontario)

- Crown caution (post-charge the Crown may establish caution program)
- referral to community program or agency with consent of young person.

Where an occurrence was dealt with by way of an Extrajudicial Measure, including “no further
action”, the information must not be included on a PCRC, PIC or PVSC.
See Section 9 of the YCJA.

Family Court Restraining Orders

Family Court Restraining Orders shall not be released on a PCRC; however, they should be
released on a PIC or PVSC.

Finding of Guilt with Reprimand

YOUTH:
Where the applicant received a finding of guilt and was issued a reprimand from the court, this
disposition shall not be released on a PCRC.

A Finding of Guilt with a Reprimand does not meet the (self) declaration qualification and
therefore shall not be released from the CRII; however, the information may be released for 2
months after the disposition date from your own local files on a PIC or PVSC.

See Section 119 (2) (c) of the YCJA.
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Firearms Interest Police (FIP)

A query of the Firearms Interest Police (FIP) databank should be done through a Canadian Police
Information Centre (CPIC) query. A FIP query can be used as a tool to identify reports held by
other police services. Hit confirmation MUST be conducted on all hits and permission to include
the information (not the FIP entry) on a PIC or PVSC must be obtained from the originator. If
criminal convictions are identified, they may also be released on a PCRC.

INTERPOL

INTERPOL must not be queried for any level of police record checks as per Section 3.1 of the
INTERPOL Charter.

Ministry of Transportation, Police Automated Registration Information
System (PARIS)

Vehicle and driver information has been made available by the Ministry of Transportation to
Category | Police Services through the Ancillary Databank to CPIC for investigative purposes
only. The owner of the information has the authority to restrict both access and further
dissemination. PARIS must not be queried for any level of police record checks.

Not Criminally Responsible (NCR)

ADULT:

CPIC entries relating to an applicant who has been found Not Guilty by Reason of Insanity (prior
to February 1992) or Not Criminally Responsible on Account of a Mental Disorder (after
February 1992) and is awaiting disposition from a Review Board will be found in the CPIC
Investigative Databank under the Accused or SIP category. Once confirmed by the originating
agency and permission to release is granted, this information should be released on a PIC or
PVSC as police contact; however, since this is not a conviction it shall not be included on a
PCRC.

A disposition or a disposition order is a determination by the Court of the Ontario Review Board
regarding a person who has been found not criminally responsible due to mental disorder of
committing an offence or who has been found unfit to stand trial. There are three types of final
dispositions: Absolute Discharge, Conditional Discharge and Custodial.

YOUTH:
The only reference to disposition of Not Criminally Responsible within the YCJA can be found
in Section 119(2) (b) which states:

"The period of access referred to in subsection (1) is: if the young person is acquitted of
the offence otherwise than by reason of a verdict of not criminally responsible on account
of mental disorder, the period ending two months after the expiry of the time allowed for
the taking of an appeal or, if an appeal is taken, the period ending three months after all
proceedings in respect of the appeal have been completed".

The YCJA is silent on a period of access for dispositions of NCR. Without a specified period of
access restriction, the information could be accessed at any time by the youth/counsel. As a result,
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and as the information would only be provided to the applicant (youth), the NCR disposition
should be released on a PIC or PVSC; however, since this is not a conviction it shall not be
included on a PCRC.

Other Police Service Involvement

The applicant should be asked to provide a five-year address history. Contact should be made
with each police service having jurisdiction over previous address(es) to request a search for any
negative police contacts as well as permission to release any information provided. This
information should be released on a PIC or PVSC. If criminal convictions are identified, they
may also be released on a PCRC.

Outstanding Criminal Charges & Warrants

A query of the Investigative Databank of the Canadian Police Information Centre (CPIC) should
be conducted, for PIC and PVSC, to identify outstanding criminal charges and warrants held by
any Canadian Police Service.

As per the CPIC Reference Manual, hit confirmation MUST be conducted on all hits and
permission to include the information must be obtained from the originator.

NOTE: Outstanding criminal charges and warrants shall not be included on a PCRC.
Police Services do not have the authority to run a query of the investigative databank (10-
29) for this level of check.

In Section 7.2, Release of Investigative and Ancillary Databank Information, the CPIC Reference
Manual states:

CPIC Information from the Investigative Data Bank may be released for security
and reliability clearances or for private employment purposes; however, no CPIC
information shall be released for this purpose unless:

1. confirmation and verification with the record owner (originating agency)
has been carried out; and,

2. the originating agency has been notified of the reason for the check and
has consented to the release; and,

3. personal visual identification by the law enforcement agency of the
subject of the check has taken place; and,

4. the results of the checks are communicated directly to the subject of the

check. The applicable information may be released verbally or in
writing; however, printouts shall not be released.

Police Information Portal (PIP)

A query of the Police Information Portal (PIP) database should be conducted. A PIP query can be
used as a tool to identify reports held by other police services. Hit confirmation MUST be
conducted on all hits and permission to include the information on a PIC or PVSC must be
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obtained from the originator. If criminal convictions are identified, they may also be released on a
PCRC. (See PIP section)

Police Involvement

When processing a PIC or PVSC, occurrence databases should be reviewed for a timeframe of
five years from the date reported, to identify if the applicant has had any negative contact with
police. The time frame may be extended if a pattern of behaviour has been established. Contact
may include events relating, but not limited to, theft, weapons, sex offences or violent, harmful or
threatening behaviour.

Events which involve mental health incidents may only be included in a PVSC. Involvement
roles to review may include: Arrested, Accused, Charged, Wanted, Warned, Cautioned, Subject
and Suspect. Suspect information should NOT be released when it may hinder an ongoing
investigation and/or the suspect has not been contacted by police.

Any information deemed relevant for release on a PIC or PVSC should refer to the
applicant’s role as “Subject”.

Police involvement may include Summary Conviction offences. These are criminal offences
where there is no requirement under the Identification of Criminals Act for fingerprints to be
taken and as such, neither the offence nor the disposition may appear in the ldentification
Databank of CPIC (unless attached to an indictable offence and supported by fingerprints).
Where available, this information should be included on a PCRC, PIC and PVSC.

Victim/Complainant information should NOT be released unless there are exceptional
circumstances where there is a demonstrated risk to the vulnerable sector (i.e., pattern of domestic
violence in a home daycare situation).

Witness information should NOT be released.

Generally speaking, street checks and computer aided dispatch (CAD) incidents where there is no
formal report generated should NOT be included unless there are exceptional circumstances
where there is a demonstrated risk to the vulnerable sector.

When considering whether to release police mental health contact information on a PVSC,
consideration must be given to:

- whether the event put the applicant or others at risk;
- caused harm to the applicant or others;

- aweapon was used by the applicant;

- how long ago the event occurred.

If a determination is made to release the information on PVSC, the applicant should be referred to
as “subject” of the event with no reference to the Mental Health Act or health related descriptors.

Incidents where the applicant attempted suicide and in so doing caused harm to self or placed
others at risk of harm should be considered for release on a PVSC as follows:
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- if there is more than one incident in the previous five years, all incidents
should be released.

- if there is only one incident and that incident is less than one year old the
information should be released.

- verbal threats to commit suicide where there was no action taken by the
applicant should not be released.

Incident is listed as ‘violent/threatening behaviour’ referencing the applicant as “subject” on a
PVSC only.

See Ontario Human Rights Considerations section.

YOUTH:

See above paragraphs with the following exceptions: Where a criminal occurrence has been
cleared by way of an Extrajudicial Measure (i.e., warning, caution, referral or no further action)
the information must not be released.

The YCJA states that Extrajudicial Measures includes “no further action” and so where the
investigating officer takes no action whatsoever on a non-violent incident, the involvement must
not be released.

See Section 9 of the YCJA.

Prohibition Orders

(Criminal Code)
Prohibition orders will be identified through a query of the CPIC Investigative Databank.
Criminal Code Prohibition Orders will include liquor, firearms, vehicle/driving (including boat
operation), hunting or any other court or statute-imposed prohibition such as those under the
Aeronautics Act.

Prohibition Orders shall not be included on PCRC.

Once confirmed and permission from the originator is obtained, all Criminal Code Prohibition
Orders should be released on PIC or PVSC.

NOTE: Non-criminal driving suspensions shall NOT be included on a PCRC,
PIC or PVSC.

Provincial Offences

Information relating to Provincial Offences (i.e., Speeding, Intoxicated in Public, Bylaw offences)
will be available through in-house records management systems; however, they shall not be
released on a PCRC, PIC or PVSC. Information relating to the final court disposition is not
readily available to police and therefore the information may not be current or appropriate for
release.
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Record Suspension

Unless written permission has been granted by the Minister of Public Safety, information relating
to an offence and disposition for which a Record suspension has been granted shall not be
released on a PCRC, PIC or PVSC. (See Record suspensions — Sexual Offences)

Record Suspensions — Sexual Offences

(Bill C7, Criminal Records Act 2000)

As a result of Bill C7 passed on August 1, 2000, the CRA was amended to permit the flagging of
pardoned sex offenders. CPIC system changes were made to permit CPIC agencies with law
enforcement authority (Category | Agencies) to conduct queries using the CNI format screen and
the “VS” keyword (Vulnerable Sector). This query searches the CPIC system for any flagged
pardoned sex offenders for the purpose of conducting any level of police record checks for
persons wanting to work or volunteer in a position of authority or trust with the vulnerable sector.

Police Services are encouraged to work with organizations in their jurisdiction to educate them on
the legislation and the applicable processes. The organizations are responsible for advising the
police service when a “VS” query is required. Police should not make this determination;
however, they must satisfy themselves in some manner that the position being applied for is one
that will be dealing with the vulnerable sector as defined in the CRA.

For instructions see Section 3 - Vulnerable Sector CPIC Query.

Special Interest Police (SIP)

A query of the Canadian Police Information Centre (CPIC) Investigative Databank may reveal a
Special Interest Police (SIP) hit. This information may be used as a tool to identify reports held
by a police service. Hit confirmation MUST be conducted on all hits and permission to include
the relating information (not the SIP entry) on a PIC or PVSC must be obtained from the
originator.

NOTE: When foreign information is entered in the SIP category (i.e., foreign
warrants) the information must not be included on any level of police record
checks as per Section 3.1 of the INTERPOL Charter.

Stayed

ADULT:

Dispositions of Stayed shall NOT be released on a PCRC. Dispositions of Stayed do not meet the
(self) declaration qualifications and therefore shall not be released from the CRII; however, the
relating information may be released from your own local files on a PIC or PVSC.

YOUTH:
Dispositions of Stayed shall not be released on a PCRC.

Dispositions of Stayed do not meet the (self) declaration qualifications and therefore shall not be
released from the CRII; however, the information may be released for one year after the
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disposition date from your own local files on a PIC or PVSC. After one year, no information shall
be released.
See Section 119 (2) (d) of the YCJA.

Withdrawn

ADULT:

Dispositions of Withdrawn shall NOT be released on a PCRC. Dispositions of Withdrawn do not
meet the (self) declaration qualifications and therefore shall not be released from the CRII;
however, the relating information may be released from your own local files on a PIC or PVSC.
The information may be released from another police service’s local file with permission, using
the role of “subject”.

YOUTH:
Dispositions of Withdrawn shall not be released on a PCRC.

Dispositions of Withdrawn do not meet the (self) declaration qualifications and therefore shall not
be released from the CRII; however, the information may be released for two months after the
disposition date from your own local files on a PIC or PVSC. After two months, no information
shall be released.

See Section 119 (2) (c) of the YCJA.

Withdrawn — Diversion (Alternative Measures) (Adult)

Dispositions of Withdrawn — Diversion shall not be released from local files in any manner (CC S
717.4).

Withdrawn — Diversion (Youth)
Dispositions of Withdrawn — Diversion shall NOT be released on a PCRC, PIC or PVSC.

Withdrawn — Extrajudicial Sanction (Youth)

YOUTH:
Information relating to an Extrajudicial Sanction shall NOT be released on a PCRC. Extrajudicial
Sanctions do not meet the (self) declaration qualifications and therefore shall not be released from
the CRII; however, the information may be released from your own local files on a PIC or PVSC
for two years after the youth consents to the sanction.

See Section 119 (2) (a) of the YCJA.

Withdrawn — Peace Bond

ADULT:

Where a charge has been Withdrawn and a Peace Bond issued, the disposition shall NOT be
released on a PCRC. Dispositions of Withdrawn do not meet the (self) declaration qualifications
and therefore shall not be released from the CRII; however, the information may be released from
your own local files on a PIC or PVSC. The information may be released from another police
service’s local file with permission, using the role of “subject”.
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While the Peace Bond is in effect, that information should be released on a PIC or PVSC as a
current judicial order.

YOUTH:
Where a charge has been Withdrawn and a Peace Bond issued, the disposition shall not be
released on a PCRC.

Dispositions of Withdrawn do not meet the (self) declaration qualifications and therefore shall not
be released from the CRII; however, the information may be released for two months after the
disposition date from your own local files on a PIC or PVSC. After two months, no information
shall be released. While the Peace Bond is in effect, the information should be released on a PIC
or PVSC as a current judicial order.

See Section 119 (2) (c) of the YCJA.
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3: VULNERABLE SECTOR
CPIC QUERY

As part of the Police Vulnerable Sector Check (PVSC), a vulnerable sector (VS) CPIC query must be
conducted. This query is used to determine if an individual seeking employment and/or volunteering in a
position of authority or trust relative to vulnerable persons has any convictions for a sexual offence listed
in the Criminal Records Act (CRA) for which a record suspension was granted.

Section 6.3(3) of the CRA places the responsibility on the employer (whether that be an individual or an
organization) or volunteer agency to determine the need for a PVSC. However, police services are
prohibited from conducting VS checks if they do not feel the positions meet the requirements for a VS
check (CRA 6.3(4). In compliance with the CRA, the applicant or agency must be responsible for the
well-being of vulnerable persons.

6.3(3) At the request of any person or organization responsible for the well-being of a
child or vulnerable person and to whom or to which an application is made for a
paid or volunteer position, a member of a police force or other authorized body
shall verify whether the applicant is the subject of a notation made in accordance
with subsection (2) if:

(2) the position is one of trust or authority towards that child or vulnerable
person; and

(b) the applicant has consented in writing to the verification.

Vulnerable Persons are described in the CRA as:

A person who, because of his or her age, a disability or other circumstances, whether temporary or
permanent,

(a) is in a position of dependency on others; or

(b) is otherwise at a greater risk than the general population of being harmed by a person in a position of
trust or authority towards them.

Therefore, a query of Pardoned Sex Offenders will be conducted through CPIC if:

1. The person or organization has determined that the applicant will be responsible
for the wellbeing of one or more vulnerable persons; and
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2. The applicant is a resident of the local police service’s jursdiction (as per the

RCMP Dissemination of Criminal Record Information Policy); and

The applicant provides identification; and

4. The applicant completes the RCMP Vulnerable Sector Consent FORM 1 or the
police service’s application with equivalent wording incorporated into the form.

w

IMPORTANT NOTE: Possible matches are based on name, gender and date of birth.
When the VS flag is set on a CNI query, the computer application first does an initial or
standard CNI surname query. The computer uses a find code for the surname in the
search so that similar surnames as well as exact matches will be a hit. It also includes a
search of a date of birth range of 10 years before and 10 years after the date of birth
specified on the query. If the vulnerable sector flag was set and one or more records were
returned, and the score was zero or more the VS message will appear and the process
ends. If no possible hits were returned from the initial surname query, a subsequent query
(the enhancement from July 2010) will search for an exact match on sex (male, female or
unknown) and date of birth only. If the VS flag was set and one or more records were
returned, the VS message is returned.

A possible match on a query will respond with the following pre-formatted message: “For screening of
applicants applying for positions working with vulnerable persons, submit fingerprints on Form C216-C
and consent forms to the RCMP Identification Services in Ottawa. Any records returned may or may not
pertain to the subject of your enquiry. Positive identification can only be confirmed through the
submission of fingerprints. No information relating to this message may be disclosed.”

If the above message is received, fingerprints are mandatory to complete a PVSC.
NOTE: There will be no name associated to this pre-formatted message. The hits
returned from this CNI VS query may also include CNI information on other possible hits
which may or may not pertain to the applicant.

Refusal to submit fingerprints

If the applicant refuses to submit fingerprints the PVSC application process must be discontinued.

Fingerprinting for a possible VS match

If the applicant elects to continue the process, the police service must submit the following package to
Canadian Criminal Real time Identification Service (CCRTIS):

@) Ensure that the mandatory fields are complete on the C-216 Form (paper or electronic).

» Clearly identify that the fingerprints are being submitted for the purpose of a VS
check, the position applied for and the return address of the Police Service.

(b) The mandatory signed RCMP Vulnerable Sector Consent FORM 1.

* The completed FORM 1 must indicate if the VS check is required for employment or
volunteer purposes (not both), the position applied for, a description of how the
position relates to vulnerable persons, and the name of the organization that
determined the requirement for a VS check.
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(c) For volunteers, a letter on letterhead from the volunteer organization confirming that a VS check
is a requirement. A letter is required only for the submission of volunteer VS fingerprints.

(d) For non-volunteer PVSC checks the RCMP charges a fee. For applicable fees and mailing
address see the RCMP website at http://www.rcmp-grc.gc.ca/cr-cj/vulner/index-eng.htm

If the RCMP returns the fingerprints with no disclosed sexual offence convictions for which a record
suspension was granted, the police service will complete the search using the PVSC guidelines.

If the RCMP confirms that the applicant has a pardoned sex offence, the information will be forwarded to
the Minister of Public Safety to authorize disclosure of the information contained in the file.

NOTE: If the applicant chooses not to sign RCMP Form 2, the police service will contact
the requesting person (employer) or volunteer agency in writing indicating that the police
service was unable to complete the PVSC.

Fingerprinting for an Adoption Application

Although a VS search for adoption does not fall within the CRA requirements, it is recommended that
fingerprints be submitted to the RCMP for all adoption record checks. If fingerprints are submitted for
adoption purposes Canadian Criminal Real Time Identification Services (CCRTIS) will conduct a query
of pardoned sex offender records.

NOTE: Returned fingerprints will NOT indicate that a VS search was completed.

Disclosure of Information

When the information is authorized for disclosure by the Minister of Public Safety, any pardoned sex
offence and criminal records associated with the fingerprints will be returned to the submitting police
service. If CCRTIS returns the opened criminal record and pardoned sex offender record do not
transcribe the record, release the RCMP product as authorized by the Minister.

If CCRTIS returns the opened criminal record and pardoned sex offender record the police service will
then obtain the applicants consent in writing for disclosure on RCMP FORM 2.

Once the applicant has signed FORM 2 giving consent for the release of the record(s) the police service
must forward the result to the person (employer) or volunteer agency. Under Section 6.3(7) of the CRA,
“a police force or other authorized body shall disclose the information referred to in subsection (6) to the
person or organization that requested verification, if the applicant for a position has consented in writing
to the disclosure”.

The RCMP does not retain any fingerprints submitted for a VS query. Therefore, if the employer or
volunteer organization requires future VS checks, the applicant must submit fingerprints.

If the information is not authorized for disclosure, no reference is to be made to the information.

NOTE: Fingerprints returned from CCTRIS should be returned to the applicant.
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4: (SELF) DECLARATION OF
CRIMINAL RECORD

(Self) Declaration of a Criminal Record is a process whereby the Applicant declares their adult criminal
convictions to the Police Service in accordance with the CCRTIS Dissemination of Criminal Record
Information policy.

Declaration MUST include:

a) All convictions for offences under Federal Law.

Declaration must NOT include:

(@ A conviction for which the applicant has received a Record Suspension in accordance with
the Criminal Records Act.

(b) A conviction where the applicant was a “young person” under the Youth Criminal Justice
Act.

(c) An Absolute or Conditional Discharge, pursuant to section 730 of the Criminal Code.

(d) An offence for which the applicant was not convicted.

(e) Any Provincial or Municipal offences.

(f)  Any charges dealt with outside of Canada.

In order to release criminal convictions identified through a name based query, the Police Service must be
satisfied that the applicant’s declared criminal record information is a match to their registered criminal
record held at the RCMP National Repository of Criminal Records.

NAME-BASED CRIMINAL RECORD CHECK RESPONSES

NEGATIVE - Standard Response

When the CNI/CRS query does not identify any possible criminal record associated to the applicant the
following standard response is to be used:

Based solely on the name(s) and date of birth provided, a search of the RCMP National Repository of
Criminal Records did NOT identify any records with the name(s) and date of birth of the applicant.
Positive identification that a criminal record does or does not exist at the RCMP National
Repository of Criminal Records can only be confirmed by FINGERPRINT comparison. Delays do
exist between a conviction being rendered in court, and the details being accessible on the RCMP
National Repository of Criminal Records. Not all offences are reported to the RCMP National Repository
of Criminal Records.
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CONFIRMATION OF A CRIMINAL RECORD - Standard Response

When the CNI/CRS query identifies a criminal record that matches to the criminal record information
declared by the applicant, the results of a name based query may be released using the following standard
response:

Based solely on the name(s) and date of birth provided and the criminal record information
declared by the applicant, a search of the RCMP National Repository of Criminal Records has resulted
in a POSSIBLE match to a registered criminal record. Positive identification that a criminal record
does or does not exist at the RCMP National Repository of Criminal Records can only be confirmed
by FINGERPRINT comparison. As such, the criminal record information declared by the
applicant does NOT constitute a Certified Criminal Record by the RCMP. Delays do exist between a
conviction being rendered in court, and the details being accessible on the RCMP National Repository of
Criminal Records. Not all offences are reported to the RCMP National Repository of Criminal Records.

INCOMPLETE - Standard Response

If a police service is not satisfied the applicant’s declared criminal record information is a match to their
registered criminal record held at the RCMP National Repository of Criminal Records, the following
response must be used, advising fingerprints are required:

Based solely on the name(s) and date of birth provided and any criminal record information
declared by the applicant, a search of the RCMP National Repository of Criminal Records could NOT
be completed. Positive identification that a criminal record does or does not exist requires the
applicant to SUBMIT FINGERPRINTS to the RCMP National Repository of Criminal Records by
an authorized police service or accredited private fingerprinting company. Delays do exist between a
conviction being rendered in court, and the details being accessible on the RCMP National Repository of
Criminal Records. Not all offences are reported to the RCMP National Repository of Criminal Records.

NAME-BASED VULNERABLE SECTOR CHECK RESPONSES

NEGATIVE - Standard Response

When the CNI/CRS query does not identify any possible criminal record associated to the applicant the
AND the scoring criteria have not been met for Flagged Suspended Sex Offender Records (VS:Y), the
following standard response is to be used:

Based solely on the name(s) and date of birth provided, a search of the RCMP National Repository of
Criminal Records, including suspended sex offender records, did NOT identify any records with the
name(s) and date of birth of the applicant. Positive identification that a criminal record does or does
not exist at the RCMP National Repository of Criminal Records can only be confirmed by
FINGERPRINT comparison. Delays do exist between a conviction being rendered in court, and the
details being accessible on the RCMP National Repository of Criminal Records. Not all offences are
reported to the RCMP National Repository of Criminal Records.

CONFIRMATION OF A CRIMINAL RECORD (Active criminal record only) — Standard
Response
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When the CNI/CRS query identifies a criminal record that matches to the criminal record information
declared by the applicant AND the filtering criteria have not been met for Flagged Suspended Sex
Offender Records (VS:Y), the results of a name based query may be released using the following standard
response:

Based solely on the name(s) and date of birth provided and the criminal record information
declared by the applicant, a search of the RCMP National Repository of Criminal Records, including
suspended sex offender records, has resulted in a POSSIBLE match to a registered criminal record,
but not to a suspended sex offender record. Positive identification that a criminal record does or
does not exist at the RCMP National Repository of Criminal Records can only be confirmed by
FINGERPRINT comparison. As such, the criminal record information declared by the applicant
does NOT constitute a Certified Criminal Record by the RCMP. Delays do exist between a
conviction being rendered in court, and the details being accessible on the RCMP National Repository of
Criminal Records. Not all offences are reported to the RCMP National Repository of Criminal Records.

INCOMPLETE - Standard Response

When the CNI/CRS query identifies any criminal record of possible association to the applicant that does
not match to the criminal record information declared by the applicant AND/OR the filtering criteria have
been met for Flagged Suspended Sex Offender Records (VS:Y), the following response must be used,
advising fingerprints are required:

Based solely on the name(s) and date of birth provided and any criminal record information
declared by the applicant, a search of the RCMP National Repository of Criminal Records, including
suspended sex offender records, could NOT be completed. Positive identification that a criminal
record does or does not exist requires the applicant to SUBMIT FINGERPRINTS to the RCMP
National Repository of Criminal Records by an authorized police service or accredited private
fingerprinting company. Delays do exist between a conviction being rendered in court, and the details
being accessible on the RCMP National Repository of Criminal Records. Not all offences are reported to
the RCMP National Repository of Criminal Records.
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5: NON-JURISDICTIONAL
RESIDENTS

The Ministerial Directive Concerning the Release of Criminal Record Information by the Royal Canadian
Mounted Police defines the basic authorities for doing criminal record checks using the Identification
Data Bank. The CCRTIS Policy on the Dissemination of Criminal Record Information provides the
detailed policies for implementing the ministerial directive.

The Ministerial Directive Concerning the Release of Criminal Record Information by the Royal Canadian
Mounted Police states under Section 1 of ‘Reporting with respect to Criminal Records’:

Where a Confirmation of a Criminal Record has been sought by an applicant, a police
service of local jurisdiction where the applicant resides may release to the applicant a
report, in a form to be established by the RCMP, of the applicant’s adult convictions and
associated criminal record information from the RCMP National Repository of Criminal
Records.

This paragraph prohibits the release of criminal record (CRII) information by a Police Service outside
of the jurisdiction where the applicant lives. It permits the release of criminal record (CRII) conviction
information inside the jurisdiction where the applicant lives.

For individuals residing outside of the police service’s jurisdiction in accordance with the Ministerial
Directive and CPIC Policy, a Police Service can only verify the information claimed on the (self)
declaration.

To clarify, when dealing with an applicant who resides outside of the Service’s jurisdiction, the Service
responds using one of the three standard responses (Negative, Incomplete, or Confirmation of a Criminal
Record).

If the applicant HAS (self) declared:

If the police service is satisfied that the declared criminal record information is a match to the registered
(CRI) information, Confirmation of a Criminal Record standard response is checked and the (Self)
Declaration of Criminal Record form is included.

If the police service is not satisfied then the Incomplete standard response should be checked, and the
(Self) Declaration of Criminal Record form not included.

If the applicant HAS NOT (self) declared:

If no Criminal Record exists, reply using the standard Negative response.

If a Criminal Record does exist, respond using the Incomplete standard response requiring the applicant to
submit fingerprints. Fingerprint results will be mailed directly to the applicant from the RCMP. Again, no
information is to be released by the Police Service.
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6: PIP
POLICE INFORMATION PORTAL

The Police Information Portal (PIP) may be used to process a Police Information Check or Police
Vulnerable Sector Check. The PIP Policy and Procedure Manual was designed to include this function. A
direct quote from Section 7.42 of the manual follows:

Queries for Non-Criminal Purposes

7.42 If the request for release of any PIP information is for security and reliability clearances,
the requester must have documented written consent of the subject of the query. The
subject must agree to the release of information identifiable to that person that may be on
the PIP System.

7.43  Victim Services workers shall not have direct access to PIP and all requests for indices
checks shall be performed by CPIC Category | Agency personnel. Information obtained
from the PIP, where the victim's consent has been obtained, will be vetted to ensure that
only Information directly related to the victim is released.

7.44  PIP Information will not be shared with or made available to any third party.
Proper use of information must be observed. For example, Extra Judicial Measures under the YCJA may
be used for police investigative purposes but shall not be used for non-investigative purposes such as
background checks. All information must be confirmed and authorized for release by the contributing
agency.

List of Services Currently Publishing to PIP

Only Category 1, Law Enforcement agencies can obtain a copy of the police services currently
publishing to PIP by sending an email to PIP@rcmp-grc.gc.ca and requesting a copy. This email address
can be used for any PIP questions.
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/7: ONTARIO HUMAN RIGHTS
CONSIDERATIONS

It is the responsibility of the agency, not the police service, to determine whether an applicant requires a
Police Criminal Record Check (PCRC), a Police Information Check (PIC) or a Police Vulnerable Sector
Check (PVSC). Because of the potential for discrimination under Ontario’s Human Rights Code, the
agency should have the applicant obtain any police check as one of the last steps involved in the hiring
process only after a conditional offer has been made.

Prior to having an applicant apply for a police check an agency should determine if it is a bona fide
requirement for the job in question. The Supreme Court of Canada has set out a three step test which
states such a requirement must be:

1. For a purpose or goal that is rationally connected to the function being performed.

2. Made in good faith, in the belief that it is necessary for the fulfillment of the purpose
or goal.

3. Reasonably necessary to accomplish its purpose or goal, in the sense that there is no
other alternative to accomplish the goal and it is impossible to accommodate the
claimant without undue hardship (i.e., the health and safety of others is put at risk, or
cost.).

In determining what information should be included on a police record check, this guideline strives to
balance the privacy and human rights of the applicant against the safety of the public and in particular
vulnerable individuals with whom the applicant would be interacting. This is particularly the case because
of the potential discriminatory effect the release of information can have on persons with mental health
illness and addictions who come into contact with police.

If the incident resulted in a criminal charge being laid, the charge(s) and status/disposition of each
charge is to be listed on a PIC/PVSC. It should be included on a PCRC if the charge resulted in a criminal
conviction.

If an investigation resulted in a criminal charge not being laid, the applicant is listed only as a “subject”,
along with the incident type on a PIC and PVSC (mental health contact information shall only be
disclosed on a PVSC). The following factors should be considered by the police service in deciding
whether to release this information:

1. The report indicates the applicant’s involvement as, but not limited to, suspect,
accused, warned, cautioned.

2. Whether any actions made by the applicant placed themselves or a member of the

public at risk or harm.

Whether any weapon or force was used by the applicant.

4. How long ago the incident occurred.

w
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If a determination is made to disclose a non criminal incident based on the above criteria, only the
following information shall be released on a PVSC:

- Date of contact

- The incident involved “violent/threatening behaviour” (should the incident involve
mental health illness it may only be included on a PVSC with no reference to the
Mental Health Act or other Mental Health Act descriptors)

- Applicant’s involvement is listed as “subject”

Incidents where the applicant attempted suicide and in so doing caused harm to self or placed others at
risk of harm should be considered for release on a PVSC as follows:

- If there is more than one incident in the previous five years, all incidents should be

released.
- If there is only one report and that report is less than one year old the information

should be released.
- Verbal threats to commit suicide where there was no action taken by the applicant

should not be released.
- Incident is listed as ‘violent/threatening behaviour’ referencing the applicant as

“subject” on a PVSC only.
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38: RECONSIDERATION
PROCESS

An applicant who has had a Police Information Check (PIC) or Police Vulnerable Sector Check (PVSC)
completed, may wish to have information excluded from the results. This process is not suitable for the
Police Criminal Record Check (PCRC) because the process is for the purposes of non-convictions or
police contact only. Individuals wishing to have information removed from their PCRC can utilize the
Record Suspension process through the Parole Board of Canada.

It is recommended that each police service have a process in place to provide reconsideration of police
contact and non-conviction information.

When processing a reconsideration request the police service should take the following criteria into
consideration:

Date of incident.

Age of the applicant at the time of the incident.

All information available to the police service that relates to the applicant including Crown notes.
Details of the incident including any written information provided by the applicant or others who
had contact with the individual at the time of the incident if available.

o E

The reconsideration process should be clear, transparent and available to the public in areas such as the
front counters of police divisions, web-site, etc.

The applicant should be informed in writing of the final decision of the police service and be provided a
general reason if denied.

Requests for reconsideration should be made within 60 days of the completion of the applicant’s
PIC/PVSC. Reconsideration requests should be processed within 30 days.

The reconsideration request panel should consist of at least three members. An uneven and manageable
number of members are required to ensure reconsideration requests are reviewed on a regular and timely
basis. An example of a reconsideration panel would be:

¢ Records Unit Manager or designate;
e Operations Superintendent or designate; and
e Major Crime Staff Sergeant or designate.

Police services may also wish to invite Legal Counsel to the panel meetings in order to ensure that the
legal interests of the police service are protected; however, this individual should not be involved in the
final decision as it could be construed to be a conflict of interest should Legal need to become involved in
the matter at a future date.
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Below are some further considerations when developing a reconsideration procedure.

To qualify for the reconsideration process:

Process is only available for PIC and PVSC.

Appeal must be made within 60 days upon receipt.

Can only appeal entries that appear on the record check.

Convictions will not be eligible for reconsideration.

Outstanding judicial orders or cases that are before the courts are not eligible for reconsideration
Youth Criminal Justice Act entries are not eligible for reconsideration.

Note: If any of the above qualifications are not met, the application will be rejected upon receipt
and the applicant will be notified in writing.

To apply for reconsideration:

Applicant submits letter or form designed by police service for reconsideration.
Applicant must include a copy of their current record check.

Applicant may include any documents they feel may support their request.

Police services may wish to limit the length of written representation to one or two pages.

The reconsideration panel:

Panel reviews submissions and responds in writing to the applicant.

Considerations during the review:

More serious incidents will not be considered within five years of the date of the charge.

More serious incidents include, but are not limited to, violence, threatening, sexual and
Controlled Drugs and Substance Act offences.

Less serious incidents may be considered within five years unless a pattern of behaviour has been
established. Pattern of behaviour is defined as more than one incident of police contact.
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9: GLOSSARY

Absolute Discharge
Adult

A court disposition where the accused is not convicted, but is found
guilty of an offence and is discharged with no conditions.

Absolute Discharge

A court disposition where the accused youth is not convicted, but is

Youth found guilty of an offence and is discharged with no conditions.
Accused A person against whom legal proceedings have commenced.
. A court disposition where the accused has been found not guilty of the
Acquittal
charges presented before the court.
Adenc An organization, company, bureau or in some cases an individual that
gency would require an applicant to obtain a Police Record Check.
A lighter court disposition regarding an adult accused of a criminal
charge who would be prepared to plead guilty or at minimum,
Alternative acknowledge guilt. The result is a mild penalty such as community
Measures service, an apology to the victim or counseling. May also be referred to
as Diversion.
The Ancillary Data Bank is one of four data banks of operational
information within the CPIC system. It contains diverse files of
information on subjects such as vehicle registered owners, driver's
. licences, wandering persons and penitentiary inmates. The information
Ancillary . AN ’ e X . .
in the files is contributed and maintained by either non-police agencies
Data Bank . . - ! . .
(i.e., Correctional Services of Canada for inmate data) or police agencies
(i.e., the RCMP for Restricted Weapon Registration System (RWRS)
data). Only the owner of the information may grant access to the data.
Applicant An individual undergoing a Police Record Check.
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Best A procedural document researched and prepared by the Law
Practice Enforcement and Records Managers Network (LEARN). Also referred
to as a LEARN Guideline.
Bill C7 Proclaimed August 1, 2000 to amend the Criminal Records Act to permit
(1999) the flagging of pardoned sex offenders.

Canadian Charter of Rights
and Freedoms

Enacted in 1982, the Charter contains provisions protecting the rights of
an individual.

Canadian Criminal Real
Time ldentification
Services

CCRTIS

Canadian Criminal Real Time Identification Services (CCRTIS)
maintains the national repository of fingerprint and criminal record
information and is mandated to provide direct operational support to the
Canadian law enforcement, criminal justice and public security
communities, as well as international partners such as the Federal
Bureau of Investigation (FBI) and INTERPOL for criminal, civil and
immigration purposes. CCRTIS is the national provider of biometric-
based criminal record verifications for civil and criminal court purposes
as well as the security screening environment for all levels of
government and the general public.

Canadian Police
Information Centre — CPIC

The Canadian Police Information Centre (CPIC) is a computerized
national repository of information that facilitates the sharing of
information among authorized agencies.

Certified Criminal Record
Product

A collection of an individual’s offence convictions and non-convictions
(where authorized) that are releasable in accordance with federal laws.
Based on the results of a Fingerprint-based Criminal Record
Verification.

Conditional Discharge
Adult

A court disposition where the accused is not convicted but found guilty
of an offence and is discharged with conditions.

Conditional Discharge
Youth

A court disposition where the accused youth is not convicted but found
guilty of an offence and is discharged with conditions.

Consent Form 1

A form to be signed by the applicant that allows police services to
conduct a query for pardoned sex offences for the purpose of vulnerable
sector screening.

Criminal Name Index

CNI

CPIC query function based on name, gender and date of birth. This
query is used to match names against possible criminal records or to
identify potential hits to a pardoned sex offence.
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CRII

CPIC query function based on a fingerprint section 1D number (FPS
number). This query provides a listing of criminal dispositions found in
the Identification Data Bank of the CPIC system.

Declaration of
Criminal Record

A process whereby the Applicant declares all offence convictions to the
CPIC Agency in accordance with CPIC policy requirements and federal
laws. Based on the declared criminal record information, the CPIC
Agency may confirm that the Applicant’s declared criminal record
information possibly matches to a registered criminal record held at the
RCMP National Repository of Criminal Records, pursuant to CPIC
policy requirements.

A court disposition where the court stops or interrupts criminal

Dismissed proceedings against the accused.
A lighter disposition of a criminal charge regarding an adult accused
who would be prepared to plead guilty or at minimum, acknowledge
Diversion guilt. The result is a mild penalty such as community service, an apology

to the victim or counseling. May also be referred to as Alternative
Measures.

Dual-Procedure
Offence

An offence that can be prosecuted either as a summary conviction
offence or an indictable offence. The Crown Attorney chooses the mode
of prosecution. Examples include but are not limited to: Impaired
Driving, Assault, Theft Under.

Also referred to as Hybrid Offences.

Extra-Judicial
Measures

EIM

Extrajudicial Measures are actions other than judicial proceedings under
the Youth Criminal Justice Act (YCJA) used to deal with a young person
alleged to have committed an offence.

Extrajudicial Measures include: Warning, Caution, Referral, No Further
Action

Extra-Judicial
Sanctions

Extrajudicial Sanctions may be used to deal with a young person alleged
to have committed an offence only if the young person cannot be
adequately dealt with by a warning, caution or referral because of the
seriousness of the offence, the nature and number of previous offences
committed by the young person or any other aggravating circumstances.
Extrajudicial Sanctions are dealt with and managed by the Ministry of
the Attorney General thereby being outside of police control.

Finding of Guilt

A court disposition where the accused is either convicted or discharged
of an offence.
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Firearms Interest Police

FIP

Firearms Interest Police (FIP) is a category within the CPIC system. This
category is used to record data on persons who, in the last five years,
have been involved in incidents such as, but not limited to: violence,
harassment and drug related events.

See CPIC Reference Manual for further details.

Foreign Information

Information obtained via CPIC contributed by foreign countries.

Forensic Science and
Identification Services

Forensic Science and Identification Services (FS&IS) is an integral part
of NPS with a mandate to provide quality investigative support services
for front line policing. FS&IS provides a wide range of forensic
programs and services to clients in Canada and internationally through
forensic science services.

Hit A response to a CPIC query.
An offence that can be prosecuted either as a summary conviction
offence or an indictable offence. The Crown Attorney chooses the mode
Hybrid Offences of prosecution. Examples include but are not limited to: Impaired

Driving, Assault, Theft Under.
Also referred to as Dual Procedure Offences.

Identification

The Identification Data Bank within the CPIC system contains criminal
record information. The RCMP Information and Identification Services

Data Bank maintain the information on behalf of police agencies who contribute the
records
Identit A document, in accordance with CPIC policy requirements and
Documeﬁts applicable privacy laws that may be used to authenticate an Applicant’s
identity in support of a Criminal Record Check .
An indictable offence is a serious crime that has sufficient evidence
Indictable where the judge/jury can formally charge a person with committing the
Offence crime. Such crime can range from rape, kidnapping, murder, robbery etc.

Informed Consent

Informed consent is generally an agreement to do something or to allow
something to happen only after all the relevant facts are disclosed.

An informed consent can be said to have been given based upon a clear
appreciation and understanding of the facts, implications, and future
consequences of an action.

In order for informed consent to be considered valid, the subject must be
competent and the consent must be given voluntarily.
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The Intelligence Data Bank within the CPIC system contains criminal

Intelligence intelligence information. The information is contributed and maintained

Data Bank by members of the police community responsible for gathering and
analyzing criminal intelligence. Access to this data bank is restricted.
INTERPOL is an international police organization, with 187 member

INTERPOL countries. Created in 1923, it facilitates cross-border police co-operation,

and supports and assists all organizations, authorities and services whose
mission is to prevent or combat international crime.

Investigative
Databank

The Investigative Data Bank within the CPIC system contains
information, grouped into files, on cases under investigation and
includes details on wanted and missing persons, stolen vehicles, stolen
boats and other items of stolen or lost property. The information in this
data bank is contributed and maintained by police agencies.

Juvenile Delinquents Act

JDA

Introduced in 1908 as Canada’s first legislation to govern young persons
in conflict with the law. In 1984, Canada replaced the JDA with the
Young Offenders Act.

Law Enforcement and
Records (Managers)
Network

LEARN

Law Enforcement and Records (Managers) Network (LEARN), a sub-
committee of the Ontario Association of Chiefs’ of Police (OACP).

LEARN Guideline

A procedural document, researched and prepared by the Law
Enforcement and Records Managers Network (LEARN). Also referred
to as a LEARN Best Practice.

Local
Criminal Record

Criminal dispositions held by individual police services, including those
not supported by fingerprints.

Mental Health Act

The Mental Health Act in Ontario is a law that governs how people are
admitted to psychiatric facilities, how their mental health records are
kept and accessed, their financial affairs are handled, and their release

MHA into the community.
National Police Services (NPS) supports Canada’s law enforcement
National community through service lines that provide: forensic analyses of

Police Services

criminal evidence; criminal records information; identification services;
technological support; and enhanced learning opportunities and
coordination of criminal information and intelligence.
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Not Criminally No person is criminally responsible for an act committed or an omission
Responsible made while suffering from a mental disorder that rendered the person
incapable of appreciating the nature and quality of the act or omission or
NCR of knowing that it was wrong.
This court disposition simply means the accused has not been found
Not Guilty gui_lty; howeve_r, it_does not necessarily equate to innocepcg. .
It is a determination by the court that the evidence is insufficient to
convict the accused.
Provide individuals with notice of the scope of police records check
Notice and practices and serve to limit necessary and authorized disclosures to those

Acknowledgement Forms

circumstances where an individual acknowledges his or her intention to
pursue an application or accept a conditional offer for a particular
position with a service provider.

Ontario Association of
Chiefs’ of Police

The mandate of the Ontario Association of Chiefs’ of Police (OACP) is
to promote competent administration of policing services; to co-ordinate
police training and education; to provide a timely and efficient flow of
information to its members; and to address membership concerns and
priorities through a unified voice to government.

OACP The OACP is the governing body of the Law Enforcement and Records
Managers Network (LEARN) and many other sub-committees.
0 A report generated as a result of an incident or event investigated by
ccurrence .
police.
Offender A person who had been determined by a court to be guilty of an offence,

whether on acceptance of a plea of guilty or a finding of guilt.

Ontario Human Rights

OHR

Ontario's Human Rights Code, the first in Canada, was enacted in 1962.
The Code protects people in Ontario against discrimination in
employment, accommodation, goods, services and facilities, and
membership in vocational associations and trade unions.

Organization

An agency, company or bureau that would require the individual to
obtain a Police Record Check.

Pardon

See Record Suspension
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Police Automated
Registration Information

The Police Automated Registration Information System (PARIS) is an
Ancillary Data Bank within the CPIC system. It contains information

System regarding vehicle registration and driver information through the
PARIS Ministry of Transportation
A Court Order that requires a person to keep the peace and be of good
Peace Bond behaviour especially toward another person. It may also include a no
contact condition.
Physical A process whereby the identity of an applicant is physically
Verification authenticated in support of a Police Record Check.
Police This level of screening is intended for applicants who are involved as a
Criminal Record volunteer, employee or in any situation where a basic PCRC is requested
Check (i.e., retail or immigration). This check is NOT intended for applicants
who are seeking volunteer and/or employment with vulnerable persons.
PCRC
This level of screening is intended for applicants who are seeking
Police volunteer and/or employment with agencies who require a criminal

Information Check

PIC

records check along with local police involvement. The agency has
determined that a search of pardoned sex offenders, or contacts relating
to mental health apprehensions is NOT required (i.e., border crossing or
visa) therefore this check is NOT intended for applicants who are
seeking volunteer and/or employment with vulnerable persons.

Police Information Portal

PIP

A nationally integrated master name indexing and records management
gateway, allowing participant agencies to access certain information
contained in each other’s law enforcement databases.

Policing Support Services

Policing Support Services (PSS) is responsible for providing support
services to front line police officers, including: service lines that interact
with units internal to the RCMP; and service lines that provide services
to external RCMP partners.

Police
Vulnerable Sector Check

PVSC

This level of screening is restricted to applicants seeking employment
and/or volunteering with vulnerable individuals. It is a collection of
offence information, including convictions, non-convictions and other
relevant police contact information available from a local police
agency’s records management system and other systems/records where
authorized. This check will include sexual offence convictions for which
the individual has received a record suspension where authorized by the
Minister of Public Safety and Emergency Preparedness.
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Private Information

Anyone who has reasonable grounds to believe that a person has
committed an offence may lay an information in writing and under oath
before a Justice of the Peace.

When a private citizen presents the information to the court, it is then
referred to either a provincial court judge or a designated justice of the
peace, who holds a special hearing. The purpose of the hearing is to
determine whether a summons or warrant should be issued to compel the
person to attend court and answer to the charge.

Police may refer a person accused of committing a minor offence to a
pre-charge diversion program. The accused must attend an interview

Pre-Charge where they agree to complete a program such as community service,
Diversion restitution, donation, letter of apology, etc. in order to avoid a court
proceeding.
Prohibition A Court Order that prohibits the subject from certain rights or behaviour.
Orders (Examples: driving, hunting, firearms, parks, etc.)

Provincial Offences Act

POA

The provincial legislation governing the prosecution of provincial
offences, and municipal by-law infractions. (Examples: the Highway
Traffic Act, the Occupational Health and Safety Act, and the
Environmental Protection Act.).

Quashed

A court disposition that generally means to reject as invalid, especially
by legal procedure or “put an end to” or suppress.

Record Suspension

A record suspension allows people who were convicted of a criminal
offence to have their criminal record kept separate and apart from other
criminal records. Under the Criminal Records Act, the National Parole
Board may issue, grant, deny or revoke record suspensions for
convictions under federal acts or regulations of Canada.

Real Time lIdentification

The RTID system is part of a major Crown project designed to improve
the efficiency of Canada’s national fingerprint and criminal record

System . .
repository. It will replace outdated paper processes and legacy systems
with re-engineered workflows and automation. Electronically accessed
RTID : . - . o
by authorized agencies based on fingerprint submissions.
. A youth found guilty receives a lecture or warning from the judge.
Reprimand Section 42.2.(a) YCJA
Restraining A Court Order that prohibits the subject from having direct or indirect
Order contact with identified person(s).
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RCMP National Repository
of Criminal Records

Canada’s repository of criminal records relating to individuals that have
been charged with indictable and/or hybrid offences. Since the
Identification of Criminals Act only allows the taking of fingerprints in
relation to indictable or hybrid offences and the RCMP National
Repository of Criminal Records is fingerprint-based, the National
Repository only contains information relating to these two categories of
offences. Summary conviction offences are only included in the National
Repository if submitted to the RCMP as part of an occurrence involving
an indictable or hybrid offence. With the exception of “young person”
indictable or hybrid offence convictions, police agencies are not required
by law to report offences to the RCMP. A search of local police records
may reveal criminal record information that has not been reported to the
RCMP

Special Interest Police

Special Interest Police (SIP) is a category within the CPIC system. This
category is used to record data on persons who are KNOWN to be
dangerous to self or others, a record suspension applicant, overdue on a

SIP pass from a federal institution, etc.
See CPIC Reference Manual for further details.
The court disposition of Stayed is a halting of proceedings. The
Stayed charge(s) is suspended and the Crown Attorney has the authority to

recommence court proceedings at a later date, within one year.

Summary Conviction

Summary Conviction Offences encompass minor offences in the
Criminal Code (i.e., Cause Disturbance, Harassing Telephone Calls).
Charges are proceeded with summarily or without an indictment or full

Offence trial. The court is generally comprised of a Provincial Court Judge or a
Justice of the Peace.
Suspect A person believed to have committed a crime or offence.
Unless law prescribes a minimum punishment, the court has the power
to suspend the passing of sentence (generally for a period of three years)
and place the offender on probation. It is the passing of the sentence, not
Suspended the sentence itself that is being suspended. This means that if the
Sentence defendant is convicted of another offence during the period when the
passing of sentence had been suspended, then the offender may be
sentenced for the original offence.
. Unable on account of mental disorder to conduct a defense at any stage
Unfit : o .
To Stand Trial of the proceedings before a verdict is rendered or to instruct counsel to

do so.
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A person who, because of their age, a disability or other circumstances,
whether temporary or permanent are (a) in a position of dependence on

Ve others or (b) are otherwise at a greater risk than the general population of
Person . - . . .
being harmed by a person in a position of authority or trust relative to
them, pursuant to the Criminal Records Act.
Withdrawn Withdrawn refers to the Crown stopping or interrupting criminal

proceedings against the accused.

Young Offenders Act

YOA

The Young Offenders Act (YOA) replaced the Juvenile Delinquents Act
in 1984. The Youth Criminal Justice Act replaced the YOA on April 1,
2003.

Youth Criminal Justice Act

An Act in respect of criminal justice for young persons and to amend
and repeal other Acts.
The Youth Criminal Justice Act (YCJA) replaced the Young Offenders

YCIA Act on April 1, 2003.
Youn The Youth Criminal Justice Act defines a young person as someone
Persog twelve years of age or older, but less than eighteen years of age at the

time of committing an offence or alleged to have committed an offence.
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Appendix A: RECORDS CHECK RELEASE CHART

Refer to Records Check Release Criteria for further details

RECORD TYPE

Police Criminal Records

Check

Police Criminal Records Check
YOUTH

Police Information Check
Police Vulnerable Sector Check

Police Information Check
Police Vulnerable Sector Check

Attempt Suicides

ADULT

Not Released

Not Released

ADULT
Do not release, except:
If more than one attempt in the
previous 5 years, then all
incidents released, or,

If attempt is less than 1 year
old.

Incident is listed as “violent /
threatening behaviour’,
referencing the applicant as
“subject” on a PVSC only.

YOUTH
Do not release except:
If more than one attempt in the
previous 5 years, then all
incidents released, or,

If the attempt is less than 1 year
old.

Incident is listed as ‘violent /
threatening behaviour’
referencing the applicant as
“subject” on a PVSC only.

Current Judicial Orders
(Peace Bonds, Restraining
Orders, Criminal Code
Prohibition Orders &
Probation Orders)

Not Released

Not Released

All Released

All Released

INTERPOL

Do Not Query

Do Not Query

Do Not Query

Do Not Query
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RECORD TYPE

Police Criminal Records
Check

Police Criminal Records Check

Police Information Check
Police Vulnerable Sector Check

Police Information Check
Police Vulnerable Sector Check

Non Criminal Incidents
(Including mental health
related contact)

Not Released

Not Released

Do not release, except: if
incident involved
violent/threatening behaviour.
Incident is listed referencing the
applicant as “subject”.

Events which involve mental
health incidents may only be
included in a PVSC.

Do not release, except: If
incident involved
violent/threatening behaviour.
Incident is listed referencing the
applicant as “subject”.

Events which involve mental
health incidents may only be
included in a PVSC.

Other Police Service

Involvement For Past 5
Years Through PIP, FIP
OR Directly From
Contributing Agency

Not Released

Not Released

Query PIP on all applicants.

Note: If address from past 5
years is from a non contributing
PIP agency, contact involved
Service directly.

FIP queries are not released, but
can be used as a tool to identify
reports held by other Services.
Contributing agencies shall be
contacted for permission prior
to release.

Query PIP on all applicants.

Note: If address from past 5
years is from a non contributing
PIP agency, contact originating
Service directly.

FIP queries are not released, but
can be used as a tool to identify
reports held by other Services.
Contributing agencies shall be
contacted for permission prior
to release.

Outstanding
Criminal Charges &
Warrants

Excluding Private
Informations

Not Released

Not Released

All Released

All Released
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Police Criminal Records Police Criminal Records Check Police Information Check Police Information Check
RECORD TYPE Check Police Vulnerable Sector Check Police Vulnerable Sector Check

ADULT YOUTH ADULT YOUTH

PARIS Do Not Query Do Not Query Do Not Query Do Not Query

A review of all available police
contacts including but not
limited to theft, weapons, sex
offences, or violent, harmful or | A review of all available police
threatening behavior. contacts including but not
limited to theft, weapons, sex
If a criminal charge is laid the offences, or violent, harmful or

disposition should be listed threatening behavior.
Police Involvement (rgfer to . - ‘b
Dispositions Section of the If a criminal charge is laid the
o . Chart) disposition should be listed
Criminal I_nc_ldents (refer to
(O EEEOTE) Not Released Not Released If no criminal charge is laid, the | Dispositions Section of the

incident is listed referencing the | Chart)

For 5 Years from date . teq it
applicant as ‘subject’.

reported unless there is a

. Events which involve mental
pattern of behaviour

Events which involve mental health incidents may only be
health incidents may only be included in a PVSC.
included in a PVSC.
Incidents dealt with by way of
The information may be Extrajudicial Measures shall
released from another police not be released.

service’s local file with
permission, using the role of
“subject”.
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Police Criminal Records Police Information Check Police Information Check

RECORD TYPE Check Police Criminal Records Check Police Vulnerable Sector Check Police Vulnerable Sector Check

ADULT YOUTH ADULT YOUTH

SIP queries are not released, but
can be used as a tool to identify
reports held by other Services.

g:JF;cial Interest Police Not Released Not Released o _ Not Released
Contributing agencies shall be
contacted for permission|prior
to release.
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Criminal Records Check

DISPOSITIONS

Criminal Records Check

Police Records Check
With / Without
Police Vulnerable Sector

Police Records Check
With / Without
Police Vulnerable Sector

Absolute Discharge Not Released

Not Released

Shall not be self-declared and
therefore not released from
CRILI.

May be released from own local
files without (self) declaration
for 1 year.

The information may be
released from another police
service’s local file, for 1 year,
with permission.

Shall not be self-declared and
therefore not released from
CRII.

May be released from own local
files for 1 year after disposition
is rendered.

Acquittal / Not Guilty Not Released

Not Released

Shall not be self-declared and
therefore not released from
CRIL.

From local database, release for
a period of two months
following the 30 day appeal
period, or if an appeal is taken,
the period ending three months
after all proceedings of the
appeal have been completed.

(Onus on Service to confirm
appeal has not been launched).

Release for a period of two
months following the 30 day
appeal period, or if an appeal is
taken, the period ending three
months after all proceedings of
the appeal have been
completed.

(Onus on Service to confirm
appeal has not been launched).
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DISPOSITIONS

Criminal Records Check

Criminal Records Check

Police Records Check
With / Without

Police Vulnerable Sector

Police Records Check
With / Without
Police Vulnerable Sector

Conditional Discharge

Not Released

Not Released

Shall not be self-declared and
therefore not released from
CRII.

May be released from own local
files without (self) declaration
for 3 years.

The information may be
released from another police
service’s local file, for 3 years,
with permission.

Shall not be self-declared and
therefore not released from
CRII.

May be released from own local
files for 3 years after
disposition is rendered.

Convictions (Indictable),
Suspended Sentence OR
Findings of Guilt

Not Including Discharges
(5 Year Limit Does Not

Apply)

All released from CRII if
self-declared.

All may be released from
own local files without (self)
declaration.

Shall not be self-declared and
therefore not released from
CRII.

From local database — 5 years
for indictable offences after
completion of most recent
sentence.

All released from CRII if self-
declared.

All may be released from own
local files without (self)
declaration.

Shall not be self-declared and
therefore not released from
CRII.

From local database — 5 years
for indictable offences after
completion of most recent
sentence.

Convictions (Summary),
Suspended Sentence OR
Findings of Guilt

Not available on the CR
therefore (self) declaration is
not required.

All Released

The information may be
released from another police
service’s local file with
permission.

Shall not be self-declared and
therefore not released from
CRII.

From local database — released
for 3 years for summary
offences

Not available on the CR
therefore (self) declaration is
not required.

All Released

The information may be
released from another police
service’s local file with
permission.

Shall not be self-declared and
therefore not released from
CRII.

From local database — released
for 3 years for summary
offences
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DISPOSITIONS

Criminal Records Check

ADULT

Criminal Records Check
YOUTH

Police Records Check
With / Without
Police Vulnerable Sector

Police Records Check
With / Without
Police Vulnerable Sector

Dismissed

Not Released

Not Released

ADULT
Shall not be self-declared and
therefore not released from
CRILI.

May be released from own local
files without (self) declaration
for 5 years.

YOUTH
Shall not be self-declared and
therefore not released from
CRII.

May be released from own local
files for 2 months after
disposition date.

Extrajudicial Measures
(Before or after court)

YOUTH

Not Applicable

Not Released

Not Applicable

Incidents dealt with by way of
Extrajudicial Measures shall not
be released.

Extrajudicial Sanctions

YOUTH

Not Applicable

Not Released

Not Applicable

Shall not be self-declared and
therefore not released from
CRII.

May be released from own local
files for 2 years after consent to
sanction.

Finding of Guilt with
Reprimand

YOUTH Only

Not Applicable

Not Released

Not Applicable

Shall not be self-declared and
therefore not released from
CRII.

May be released from own local
files for 2 months after finding
of guilt.
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DISPOSITIONS

Criminal Records Check

Criminal Records Check

Police Records Check
With / Without

Police Vulnerable Sector

Police Records Check
With / Without
Police Vulnerable Sector

Shall not be self-declared and
therefore not released from

Criminal Code

NCR CRII

Not Criminally Not Released Not Released All Released '

REHPEIE 2 May be released from own local
files.

STOIEINON OIES — Not Released Not Released All Released All Released

Prohibition Orders —
Non-Criminal (Driving)

Not Released

Not Released

Not Released

Not Released

Provincial Offences

Not Released

Not Released

Not Released

Not Released

Record Suspensions
(Pardons)

Not Released

Not Released

Not Released

Not Released

Record Suspensions
(Pardons) —
Sexual Offences

Not Released

Not Applicable

Released
If Approved By Minister of
Public Safety

Not Applicable

Stayed

Not Released

Not Released

Shall not be self-declared and
therefore not released from
CRII.

May be released from own local
files without (self) declaration
for five years.

Shall not be self-declared and
therefore not released from
CRII.

May be released from own local
files without (self) declaration
for one year.
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DISPOSITIONS

Criminal Records Check

Criminal Records Check

Police Records Check
With / Without
Police Vulnerable Sector

Police Records Check
With / Without
Police Vulnerable Sector

Shall not be self-declared and
therefore not released from
CRII.

May be released from own local
files without (self) declaration

Shall not be self-declared and
therefore not released from
CRII.

Withdrawn Not Released Not Released for five years.
May be released from own local
The information may be files for 2 months after
released from another police disposition.
service’s local file with
permission, using the role of
“subject”.
Withdrawn —
Diversion

Alternative Measures
Including Mental Health
Diversion

Not Released

Not Released

Not Released

Not Released
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DISPOSITIONS

Criminal Records Check
ADULT

Criminal Records Check
YOUTH

Police Records Check
With / Without

Police Vulnerable Sector

Police Records Check
With / Without
Police Vulnerable Sector

Withdrawn —
Peace Bond

Also See Current Judicial
Orders

Disposition Not Released

Disposition Not Released

ADULT
Shall not be self-declared and
therefore not released from
CRILI.

May be released from own local
files without (self) declaration
for five years.

The information may be
released from another police
service’s local file with
permission, using the role of
“subject”.

YOUTH

Shall not be self-declared and
therefore not released from
CRII.

May be released from own local
files for 2 months after
disposition. Reference to
Peace Bond can be made as a
Judicial Order while in effect.
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Appendix B: POLICE RECORD CHECK
APPLICANT FACT SHEET

FOR INDIVIDUALS SEEKING EMPLOYMENT OR VOLUNTEER OPPORTUNITIES

The “insert name” Police Service (the Service) will complete a Police Record Check on a potential
candidate for employment or volunteer duties when:

1. The agency you are applying to:

- Has completed an initial review of your suitability and is considering you for
employment or a volunteer opportunity.

- Has requested the Police Record Check as part of determining suitability for
employment or volunteer duties because the position is one of authority or trust
relative to vulnerable persons.

- Understands its obligation under the Human Rights Code with respect to
evaluation, hiring and training volunteers or employees and what constitutes a
bona fide reason for refusing to hire any individual or volunteer.

2. You reside within the jurisdiction of this police service.

3. You have signed the required consent forms.

The “insert name” Police Service offers three levels of record checks:

1. Police Criminal Record Check
2. Police Information Check
3. Police Vulnerable Sector Check

Police Criminal Record Check

This check is intended for applicants who are involved as a volunteer, employee or in any situation where
a basic Police Criminal Record Check is requested. This check is NOT intended for applicants who are
seeking volunteer and/or employment with vulnerable persons.

Police Criminal Record Check will include:

- Criminal convictions (summary and indictable) from the Canadian Police
Information Centre (CPIC) and/or local databases.

NOTE: See section on (Self) Declaration of Criminal Record Requirement.
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Police Criminal Record Check will NOT include:

- Outstanding entries, such as charges and warrants, judicial orders, Peace Bonds,
Probation and Prohibition Orders.

- Absolute and Conditional Discharges.

- Convictions where a record suspension has been granted.

- Convictions under provincial statutes.

- Local Police contacts.

- Ministry of Transportation information.

- Family Court Restraining orders.

- Foreign information.

- Charged and processed by other means such as Diversion.

- Any reference to incidents involving mental health contact that did not result in a
conviction.

Police Information Check

This check is intended for applicants who are seeking volunteer and/or employment with agencies who
require a Police Criminal Record Check along with local police involvement. The agency has determined
that a search of pardoned sex offenders or contacts relating to mental health apprehensions is not required;
therefore this check is NOT intended for applicants who are seeking volunteer and /or employment with
vulnerable persons.

Police Information Check will include:

- Criminal convictions (summary and indictable) from CPIC and/or local databases.

- Outstanding entries, such as charges and warrants, judicial orders, Peace Bonds,
Probation and Prohibition Orders.

- Absolute and Conditional Discharges as a police contact if the expiry period has
NOT been reached.

- Family Court Restraining orders.

- Dispositions including, but not limited to, Withdrawn, Dismissed, and cases of
Not Criminally Responsible by Reason of Mental Disorder.

- A review of all available police contacts including but not limited to theft,
weapons, sex offences, or violent, harmful and threatening behaviour.

Police Information Check will NOT include:

- Convictions where a record suspension has been granted.

- Convictions under provincial statutes.

- Diversions will not be released as police contact and no reference to the occurrence is
permitted (CC S. 717.4).

- Ministry of Transportation information.

- Suspect information that would hinder an ongoing investigation or where the
suspect has not been spoken to.

- Youth Criminal Justice Act (YCJA) charges or information beyond applicable
disclosure period.

- Victim/Complainant information unless there is an exceptional circumstance.

- Foreign information.
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- Any reference to incidents involving mental health contact that did not result in a
criminal charge.

Police Vulnerable Sector Check

This check is restricted to applicants seeking employment and/or volunteering in a position of authority or
trust relative to vulnerable persons. With your consent, a query of sex offences for which a record
suspension has been granted will be conducted in compliance with the Criminal Records Act (CRA).

Police Vulnerable Sector Check will include:

- Criminal convictions (summary and indictable) from CPIC and/or local
databases.

- Outstanding entries, such as charges and warrants, judicial orders, Peace Bonds,
Probations and Prohibition Orders.

- Absolute and Conditional Discharges as a police contact if the expiry period has
NOT been reached.

- Family Court Restraining Orders.

- Dispositions including but not limited to, Withdrawn, Dismissed, and cases of
Not Criminally Responsible by Reason of Mental Disorder.

- A review of all available police contacts including but not limited to theft,
weapons, sex offences, or violent, harmful or threatening behaviour which may
or may not have involved a mental health incident.

- All record suspensions, including non sex offences, identified as a result of a
Police Vulnerable Sector Check and authorized for release by the Minister of
Public Safety.

Police Vulnerable Sector Check will NOT include:

- Convictions under provincial statutes.

- Ministry of Transportation information.

- Diversions will not be released as police contact and no reference to the
occurrence is permitted (CC S. 717.4).

- Suspect information that would hinder an ongoing investigation or where the
suspect has not been spoken to.

- Youth Criminal Justice Act (YCJA) charges or information beyond the
applicable disclosure period.

- Victim/Complaint information unless there is an exceptional circumstance.

- Foreign information.

- Mental Health Act terminology.

(Self) Declaration of Criminal Record
(Self) declaration of criminal record is a process where you may declare your adult criminal
record convictions to the police service.

Do NOT declare:

- A conviction for which you have received a record suspension.
- A conviction where you were a “young person”.
- Absolute or Conditional Discharges.
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- Any offences where you were not convicted.
- Provincial or municipal offences.
- Any charges dealt with outside of Canada.

The Service will confirm if the information matches a criminal record contained within the RCMP
National Repository of Criminal Records. If the Service is not satisfied that your declared criminal record
information is a match to a Criminal Record held at the repository, fingerprints are required.

Requirement for Fingerprints
Criminal Record: If the police service is not satisfied that your (self) declaration is a match to a criminal
record held at the Criminal Record Repository, your fingerprints must be submitted to the RCMP.

Vulnerable Sector: If you are seeking employment and/or volunteering in a position of authority or trust
relative to vulnerable persons you may be required to submit fingerprints to verify whether you have been
pardoned for a sexual offence contained within the RCMP National Criminal Records Repository.

Release of Completed Police Record Check

Police Criminal Record Check and Police Information Check

The Service will provide the results of a completed Police Criminal Record Check and Police Information
Check only to you, the applicant.

It is your decision to share the results of a Police Record Check with the agency where you want to work
or volunteer. The role of the Service is to provide you with the results of the Police Record Check. The
agency is responsible to determine your suitability for the position.

Police Vulnerable Sector Check

The Service will complete a Vulnerable Sector Check based on your name and date of birth, as well as,
gender and date of birth. If no record is found, a completed Police Vulnerable Sector Check will be
provided to you, the applicant.

If the Vulnerable Sector Search is inconclusive a fingerprint based search will be required. If the RCMP
confirms that you have a pardoned sex offence, the information will be forwarded to the Minister of
Public Safety to authorize disclosure of all or part of the information contained in your file. When the
information is authorized for disclosure by the Minister, the criminal record associated with your
fingerprints will be returned to the Service and will include the pardoned sexual offence information. At
this point the Service will be required to obtain your consent in writing for disclosure of the record(s).
When you have signed the form giving consent to release the record(s) the Service must forward the
information to the requesting agency (employer or volunteer agency).

If you, the applicant, choose not to disclose your record(s) the Service will contact the requesting agency
in writing indicating that the Service was unable to complete the Police Vulnerable Sector Check.

Reconsideration Request Process
If you wish to request reconsideration on any information disclosed on the Police Information Check or
Police Vulnerable Sector Check you may apply in writing to (Name & address of Service).

You may also refer to the (name of Police Service) website at (website address) for further information
regarding the Police Record Check process.
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Appendix C: POLICE RECORD CHECK
AGENCY FACT SHEET

POLICE RECORD CHECKS FOR EMPLOYMENT OR VOLUNTEER OPPORTUNITIES
Police Record Checks are performed only upon the written consent of the applicant.

The agency plays an integral role in the initial stages of the hiring process. Even before an individual
applies for a Police Record Check the agency should:

€)] Complete an initial review for suitability and be considering the individual for an
employment or volunteer opportunity.

(b) Understand its obligation under the Human Rights Code with respect to
evaluation, hiring and training volunteers or employees and what constitutes a
bona fide reason for refusing to hire any individual or volunteer.

(© Determine that if a Police Vulnerable Sector Check is required, it is done so only
for the purpose of assisting the Agency to determine the suitability of potential
candidates for employment and/or volunteer duties responsible for the well-being
of persons who, because of their age, disability or other circumstances are at a
greater risk than the general population.

For further information on selecting employees or volunteers refer to VVolunteer Canada 10 Step Guideline
and Screening Handbook at http://volunteer.ca/content/2012-screening-handbook.

By performing a Police Record Check, “insert name” Police Service (the Service) is in no way making a
recommendation on the suitability of the applicant for the position nor should the agency consider the
existence of information to mean a compulsory disqualification of the individual. It is important to note
that information contained within a Police Record Check is based upon information provided by the
applicant and the Service cannot guarantee it will identify all information pertaining to the individual.

The “insert name” Police Service provides three levels of Police Record Checks:

1. Police Criminal Record Check
2. Police Information Check
3. Police Vulnerable Sector Check

Police Criminal Record Check
This check is intended for applicants who are involved as a volunteer, employee or in any situation where
a basic Police Criminal Record Check is requested (i.e., retail or immigration). This check is NOT
intended for applicants who are seeking volunteer or employment in a position of authority and trust
relative to vulnerable persons.
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Police Criminal Record Check will include:

- Criminal convictions (summary and indictable) from the Canadian Police
Information Centre (CPIC) and/or local databases.

NOTE: See section on (Self) Declaration of Criminal Record Requirement.

Police Criminal Record Check will NOT include:

- Outstanding entries, such as charges and warrants, judicial orders, Peace Bonds,
Probation and Prohibition Orders.

- Absolute and Conditional Discharges.

- Convictions where a record suspension has been granted.

- Convictions under provincial statutes.

- Local Police contacts.

- Ministry of Transportation information.

- Family Court Restraining Orders.

- Foreign information.

- Charged and processed by other means such as Diversion.

- Any reference to incidents involving mental health contact that did not result in a
conviction.

Police Information Check

This check is intended for applicants who are seeking volunteer and/or employment with agencies who
require a Police Criminal Record Check along local police involvement. This check is NOT intended for
applicants who are seeking volunteer or employment in a position of authority and trust relative to
vulnerable persons.

Police Information Check will include:

- Criminal convictions (summary and indictable) from CPIC and/or local databases.

- Outstanding entries, such as charges and warrants, judicial orders, Peace Bonds,
Probation and Prohibition Orders.

- Absolute and Conditional Discharges as a police contact if the expiry period has
NOT been reached.

- Family Court Restraining Orders.

- Dispositions including, but not limited to, Withdrawn, Dismissed, and cases of
Not Criminally Responsible by Reason of Mental Disorder.

- A review of all available police contacts including but not limited to theft,
weapons, sex offences, or violent, harmful and threatening behaviour.

Police Information Check will NOT include:

- Convictions where a record suspension has been granted.

- Convictions under provincial statutes.

- Diversions will not be released as police contact and no reference to the
occurrence is permitted (CC S. 717.4).

- Ministry of Transportation information.
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- Suspect information that would hinder an ongoing investigation or where the
suspect has not been spoken to.

- Youth Criminal Justice Act (YCJA) charges or information beyond applicable
disclosure period.

- Victim/Complainant information unless there is an exceptional circumstance.

- Foreign information.

- Any reference to incidents involving mental health contact that did not result in a
criminal charge.

Police Vulnerable Sector Check

This check is intended for applicants who are seeking volunteer or employment in a position of authority
and trust relative to vulnerable persons. With the consent of the applicant, a query of sex offences for
which a record suspension has been granted will be conducted in compliance with the Criminal Records
Act (CRA).

Police Vulnerable Sector Check will include:

- Criminal convictions (summary and indictable) from CPIC and/or local databases.

- Outstanding entries, such as charges and warrants, judicial orders, Peace Bonds,
Probations and Prohibition Orders.

- Absolute and Conditional Discharges as a police contact if the expiry period has
NOT been reached.

- Family Court Restraining Orders.

- Dispositions including, but not limited to, Withdrawn, Dismissed, and cases of
Not Criminally Responsible by Reason of Mental Disorder.

- A review of all available police contacts including, but not limited to, theft,
weapons, sex offences, or violent, harmful or threatening behaviour which may
or may not have involved a mental health incident.

- All record suspensions, including non sex offences, identified as a result of a
Police Vulnerable Sector Check and authorized for release by the Minister of
Public Safety.

Police Vulnerable Sector Check will NOT include:

- Convictions under provincial statutes.

- Ministry of Transportation information.

- Diversions will not be released as police contact and no reference to the
occurrence is permitted (CC S. 717.4).

- Suspect information that would hinder an ongoing investigation or where the
suspect has not been spoken to.

- Youth Criminal Justice Act (YCJA) charges or information beyond the
applicable disclosure period.

- Victim/Complaint information unless there is an exceptional circumstance.

- Foreign information.

- Mental Health Act terminology.
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(Self) Declaration of Criminal Record
(Self) declaration of criminal record is a process where the applicant may declare his/her adult criminal
record convictions to the police service.

Applicants are NOT required to declare:

- A conviction for which the applicant has received a record suspension.

- A conviction where the applicant was a “young person” under the YCJA.
- Absolute or Conditional Discharges.

- Any offences for which the applicant was not convicted.

- Provincial or municipal offences.

- Any charges dealt with outside of Canada.

The Service will confirm if the information matches a criminal record contained within the RCMP
National Repository of Criminal Records. If the Service is not satisfied that the applicants declared
criminal record information is a match to a Criminal Record held at the repository, fingerprints are
required.

Requirement for Fingerprints

Criminal Record:

If the police service is not satisfied that the applicants (self) declaration is a match to a criminal record
held at the Criminal Record Repository, fingerprints must be submitted to the RCMP.

Vulnerable Sector:

If the applicant is being considered to work in a volunteer or employment position where they will be in a
position of authority and trust relative to vulnerable persons, they may be required to submit fingerprints
to verify whether there is a criminal record including the existence of any pardoned sex offences
contained within the RCMP National Criminal Records Repository.

Release of Completed Police Record Check

Police Criminal Record Check and Police Information Check

The Service will provide the results of a completed Police Criminal Record Check and Police Information
Check to the applicant only.

It is the choice of the applicant to decide whether he/she wants to share the results of the Police Record
Check with the requesting agency. The role of the Service is to provide the applicant with the results of
the Police Record Check. The agency is responsible for determining the suitability of the applicant for the
position. The result of any Police Record Check is just one component of the information available to and
evaluated by the agency.

Police Vulnerable Sector Check

The Service will complete a Vulnerable Sector Check based on the applicant’s name and date of birth, as
well as, gender and date of birth. If no record is found, a completed Police VVulnerable Sector Check will
be provided to the applicant.

If the Vulnerable Sector Search is inconclusive a fingerprint based search will be required. If the RCMP
confirms that the applicant has a pardoned sex offence, the information will be forwarded to the Minister
of Public Safety to authorize disclosure of all or part of the information contained in the file. When the
information is authorized for disclosure by the Minister, the criminal record associated with the
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applicant’s fingerprints will be returned to the “Service” and will include the pardoned sexual offence
information. At this point the Service will be required to obtain the applicant’s consent in writing for
disclosure of the record(s). When the applicant has signed the form giving consent to release the record(s)
the Service must forward the information to the requesting agency (employer or volunteer agency).

If the applicant chooses not to disclose their record(s) the Service will contact the requesting agency in
writing indicating that the Service was unable to complete the Police Vulnerable Sector Check.

You may also refer to the (name of Police Service) website at (website address) for further information
regarding the Police Check process.
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Appendix D: POLICE CRIMINAL RECORD
CHECK APPLICATION

(Logo) (Name of) Police Service - POLICE CRIMINAL RECORD CHECK
I This xearch i:_n__uj_ i far persoms working with the valnerable sector}
Mailing Address iname, ssreet, city, province, postal csdel Dute of Rewueat
Belusi Frint Legibly Under Each Heading— this is vour mailing label ey 7]
Lasi harns: First Marrez Mkl le Marrse
| ¥ and Strect Mame A Uil & | Maitken Mame or other Surresncs ascd Diber Fit Manes
Caty Fruvmce Pastl Cslc Diaic of Birih kace =f Birh Ciendir
vy mumm ad
Reason for Request (state below) Self-Declaration (if applicable)
Berasore vvolunoeer, emiploymen. of ofher — (D other, pleose speoddyd | Declaration of Criminal Record Amached

Ewira copy DAddoonad Fee May Agphd | Beason for vach copy reguesied

Identification — one form MUST be photo LIF. (i Health Card sr SI5 gsed, de met record #)
Type of 11 porosd e IE* rrarmier

Tyge of LT1 posdieed 1D rrasmiser

Contact Information
Ao Pharrs | Eis. Phone Czll Phons

The Police Criminal Record Check will include the following information as the record exisis on the date of the search:
=  Criminal convictions (summary and indictable) from CPIC and/or local datahases.

UNIT L T0 BE COMPLETED BY AFFLICANT

Tle Poliee Criminal Becerd Cheek willl nod Isebude;
- Cutstamsding entrivs, such a= charpes: and warrasts - Absohne and comsditional diss-hargpes - Caomviction: where a pardom Bas been prassed
- Convictions u al strfubes - Local Police Contacis - Family court mestraiming anders

- Foreegm anfier - Current padicml ordors
- A Vulnerable Sector % enficstion search of p sen offemders
[ Beereby centify thal thwe information provided above = tnee and cormect (o the best of my knoededge and bulief 1 hereby asthorize the Police Sorvice

1o conduct such searches os are deemed necessary 4 tain the infemestion required o complaie this scasch and disclose such infommabon o me

Applicant™s Signature X

UNIT 2. POLICE USE ONLY
Eeguest amd Fow recoved by - Mama Beadge, Mo

| Recwipt Mumbsr Fes

RESULTS FOR NMAME-BASED CRIMINAL RECORD VERIFICATIONMN

Based solely on the mameis) amd & ufl hirth provided and the criminal record information declared by the applicand, o

search of the RUMP N | Bzpos pinal Records did NOT idemtily amy recsrds with the sar = b and daze of birth of

1 I:I MEGATIVE the applices:. Fesitive Meni record does or docs not exksi ai the REMEP Nadiomal Repository of
Criminal Recerds cam anly be confirmed by FINGERFRINT cemparizen, Diclays do exist betweon a conviction buing rendered

i court, and the deiails Bsing scces=ible an the RCMP Matosal Bepository of Crinvnal Roconds:, Mod all offees oz are reported b e

RCMAP Waibesal Beposisary of Crinvinal Records.

Basvd sulely on dbe mameisk amd date of birth provided and the crimimal record information declared by the applicand, o

search of the RCMP Naticsal Raposibory of Cr mal Revords cowlhd NOT be completed . Positive identification that a crimdnal

2 I:I INCOMPLETE Fecord does oF docs el cxisr reqgeires the IF-JIEIDIT.SL'!NLLT FINGERPRINTS to the RCVIF Natbsnnl Hepository &l
Criminal Recerds by an suthorized police service or accredbied privaie fingorpristing cempany. Delays do exist berwosn o

& 1 bwing rendared urt, and e details being acoessible on the ROMT Mational Reposilory of Criminal Becords, Mol all

e os are roported o b | Ropazitory of oo

Based solely om the m hirth provided and the crimimal record informa dulared by the applic

earch of the RCMP Matiosal BEepository of Crimemal Bescords has resunlied in a FOSSTELE maich s a registered crimminal

3 I:I POESIBLE wecmrd. Posdive idepdilication thal & criminsl recerd does sr dees mol exis® al the ROMP MNational Repository of Crimsinal
MATCH Recsrds can snly be confirmed by FINGERFRINT comparison. As such. ihe criminal recesrd informacion declared hy the
di tdoes MIFI a Cerpificd Crimisal Hecord by the ROMP. Diclays do exist beiween o Collvicibom be resadered
e aravkand page in court. and the demils being oceessible on the RCMP Naticnal Ezpository of Criminal Reconds. Mot all offesc es are reported 1o e
For dheniailek RCRP Natiomal Repositary of Crinvimnal Records

Date of Search Clerk # NOT VALID UNLESS EMBOSSED
BY FOLICE SERVICE SEAL
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Appendix E: PIC & PVSC APPLICATION

Bequest and Few received by :

| Badyge. Mo Dhivissom Rasuipt Mumbsr

(LOGO)

| Fue |
POLICE INFORMATION CHECK
POLICE VULNERABLE SECTOR CHECK. yUnir 3 must also be completed)

[

UNIT 1. TO BE COMPLETED BY APFLICANT
Mailing Address (name, street, city, province, pastal code)
Must Print Legibly Under Each Heading— this is your mailing labsl

vy M

Lagt Mams First Mame Mgkl Marm |

¥ and Sweet Mame AptUni A | Maiden Name or other Sumam es wsed Ui Forss Mames

oy Fruwines Fuswl Csle | Datc of Rirth r_-w ul Bisth Ciennder

wivy  mmm il

Addriess Mistary — plesse fill o if resident address differs from naibing address and'er if ressded OLTTSIDE of the Begion in the past § vears

Eireet mamse amd § §ploose stre below) ApaLini & Cily Frovince Fasial Code (¥ ol yrs
Reason for Request (state below, Self-Declaration (if applicable)
Repur [volunicer, emplovment, o ulber — il other, plesse speafy) D laraiees of Crnvingd Record Aseched

aguet™ dialing with the Vilne ector s Bo I e, UNIT 3 must be completed ©**
Fee May Appiyh Rea each copy requesied

UNIT 2. POLICE USE ONLY

RESULTS FOR

ME-BASED CRIMINAL RECORD VERIFICATION

NEGATIVE

1o

Based sbely om the nameish amd date of birth provided and (be criminal record information deckared by dbe applicand. o
search of the RCMP Natioral Reposstory of Criminal Rocords did NOT identify any records with the manw(s) and datc of birh of
the applicam. Positive identification thar & eriminal record dees or does not exiist a1 the RCAVF Natisnal Reposisory of
Criminal Records can only be confirmed by FINGERPRINT comparksen. Delays de exist between o comvicios being resdered
in cossrt, and the details being noeessible onthe RCMP Natoeal Reposisory of Crinsinal Reconds. Mot all ofese e are reporned oo dae
ROMP MNavkonal Repository of Crsning] Records.

]

INCOMFPLETE

Based sobely am the nankeis) and date of herth provided snd the erimbnal record informations deckired by ibe appliant. o
search of the RUMP Nanonal Bepostory of Crinsingd Records comld NOT be compleied. Poslelve identiflcatien that & eriminal
recard does sr dees ol exist reguires the applicans te SUBMIT FINGERPRINTS 10 the RCMEF National Repository of
Criminal Records by am autharized policr service or sceredited private Tingerprimbing company, Dielays do exisd belween o
coavviction being resdered i court, asd the details being sccessible oo the RUME Mational Repositery of Criminal Recends. Mot all
offence: e reponed e the RCMP Noticual Repositery of Crimisal Reconds

POSSIELE
MATCH

{See wamched paps
For didalis)

Fiaaned sobely om the mameis) and date of birth provided and b criminal record information deckared by ibe applicant, o
search of the RUR P MNanonal Beposstony of Crinuingd Records has resulied In & POSSIBLE maitch 6o & reglstered criminsl
recard. Posiibve Idestilieation fhat a crimimal record docs or dees not exlst af the ROM P Natlonal Repesivery of Criminal
Records cam onky be confirmed by FINGERPRINT comparissn, Az such, the criminal record infurmation declared by the
applicant daes NOT constitute 3 Cortified Criminal Becord by the RCMP. Delays do exist betweon o comviction being rendered
in cosmrt_ amd the details beimg aceeszible on the RCAMT Mational Repository of Crimning] Records. Mot all offences are reporsed o the
ROMP Natwonal Repesony of Cnmingl Records.

INVESTIGATIVE DATABANK AND LOCAL INDICES RESULTS

4 [0 | NESATIVE - Mo information was pevealad that can by diselosed in acoondance with foderal laws and RCMP policies
[m| POSITIVE - Se¢ amached pagels) for detmils.

FOLICE YULNERABLE SECTOR SCREENING ONLY

5 [ | A search of pardoned s offunders was conducted. Mo mformation e reksase
[0 | A search of pardoned sex offenders was conducted. Information authenzed for release.

Date of Search

Clerk

NOT VALID UNMLESS EMBOSSED WITH POLICE SEAL

Law Enforcement & Records (Managers) Network)



GUIDELINE For Police Record Checks

Papge 2 of 2

Identification — one form MUST be photo LI, iif Health Card or SIN used, do not record #)
Type of LI produced I pmib=er

Ty of LD, produced 10 npmibsy

Contact Information
Riza. Pl Hue Phares Cell Flume

The Folice Information Cheek willl inglwde the follswing imformatisn as il exists an the date of the search;
+ Chyistanding enirics. such as dharpes and warrant=, judicil srders, Poace Bonds. Prabatzon and Prohigtion orders
- Crinsinal convicticns (sunsnary ssd indicrable) from CPIC ssslior bocal databases.
= Ahsolute @l conditionsd Sischarges
Family courl resraining orders
Disposations ingluding. but not limdted so, Wishdrown, Dismisad, el cpses of Mot Crinamlly Responsible by Beaseom of Mental Dasorder a= listed on local
indbzes.
= Police comects e ludisg bt not lenied 1o theft, wesposs, sex offences. or vielent. hammitul and threatening behavioos.
The Palice Volserable Secior Check will imchude all &f the shove and ile follsvwing infornation as iv exksis sn the dace of the search:
+ Police contacts including bui not linvied 1o fhedl, vvapoms, sex offences, or violeni, harmiul or theeiening behador whach may or may not have imadved o
manial health incwdent.
+ Al pardessd crminal convistions, inchiding non sex offesee:, Wostifed a3 2 result of 3 Voleerable Sector Verifsstion search and suthoried for release by
the Mineser of Fublic Safcty and Emergency Preparednes:

Ea

I I hervie release and dischargs tha Podice Service and all membaene and employees of the spad Service from any and oll sctions, clams and demamds for
damages, los= or wgury hewsoever an=ing which may horeafter b sustained by myself as o wsult of the disclosure of informagion by the Pole Sevce. | hoby
authorize the  Paliee Service to inquire into s dischose the resubts of any police reconds sdicoting criminal cosvictions, conditionsl and absolute discharges,
outstandieg criminal charges and 1o conduct a becal police contset search with sy Police Service in Conada.

2. I curstify that the mformation provided by me in this spplication is true and comect to the best of my knowledge an bahicef, | Bave read this comsent. wmderstamd i1
and agrew b i in il enlirety,

Applicant™s Name: (Flease Print)

Applicant’s Sigmuture

UNIT 3. POLICE VULNERABLE SECTOR CHECK

This section is restricted to applicants seeking employment and'or volunteering with wulnerable individuals.
“Wilnerable perzons” means persons who, because of thelr age, a dizability or other circumstances, whether temporary or permanent,
{a) are i & positlen of dependence on others; or (b) are otherwize al a greater fisk than the general popwation of being harmed by
perzons in a position of authorly or frust relafive to them.

| Fart I: Idengification of the Applicant
Surname Given Mame Rax [1 Male Female Date of Birth (yyyy-mm-dd)

| Part 2: Reason for Consent {Please fill out the following):
I am an applicant for a paid or volunteer position with a person or erganization responsible for the well-being of
ong or more children or vulnerable persons.
Description of the paid or volunteer position MName of the person or organization

Details regarding the responsibilities towards children or vulnerable personis)

| Fart 3 Consent
| herehy consent v a search being mmde in the autensated crinsingd recerds recneval system mainiained by the Royal Canadian Mounted Police 1o find o if | bave been
conviched of, and bevn granted a pordes Tor, amy of the semsl offences that are histed m the schedule fo the Ormmad Becoras Aci.

| understand that, & & result of giving this comsent, if | am suspecied of being the persen named in & eriminal record for one of the sexsal effences listed in the schedule
0 the Crfmsing! Becveds der in respect of which o pardon wes granted or izsued, 1 will be requested o provide fingempins wo confirm that record and that record may be
provided by the Commissioner of the Royal Canadian Mounted Police o the Selicior General of Canoda, who nay then disclose all or pan of the information
contained in that recond 1o a polive forcy or ciher pethorieed body, That police Foree or suthorieed body will then discloss that informmation fome. 1 1 fucther consest in
writimg fa disclosure of that informaticn & the person or ceganizon refemed fo sbong thal requesied the venfotion, that miormation will bs disclosed o that porson
of prpaniEaion.

Camiribuling Agency

Signature of Applicant Drate (yvyvy-mm-dil}
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GUIDELINE For Police Record Checks

Appendix F: POLICE CRIMINAL RECORD

CHECK RESPONSE

Insert

Logo

Sector Check form

This paga(s) musl accom)

(Insert Nama)
Police Service

Police Records Check
Supplementary Information

Criminal Racord Check or 8 Page

of

pany ether a Police Polica Infeemation CheckPolice Vinerabla |

| Name: | {Applicants name 1]
DATE LOCATION CHARGE DISPOSITION
Criminal Convictions:
2008 June 28 Toronto, Ont Assault 18 months
2008 Sept 08 Crshawa, Ont Theft Under Probation 1 yr

Law Enforcement & Records (Managers) Network)



GUIDELINE For Police Record Checks

Appendix G: POLICE INFORMATION
CHECK RESPONSE

Insert (Insert Name) H
Logs  Police Service Police Record Check
Supplementary Information
This papge(s) must eccompamy sithar & Police Cnminal Recond Chack or 8 Polica Information Check/Polica Vulnerabie Page
Sacior Chack Form. of

[ Mame: [ (Applicants name) |

DATE LOCATION CHARGE DISPOSITION
Criminal Convictions:
1991 June 28 Brampéon ON Assault with a Weapon 10 Days & Probation 12 Maonths
2008 Sept 08 Watarko, ON Theft Undar Probation 1 yr
2007 Oct 28 Oshawa, ON Assault Withdrawn
nding Ch S:
2009 Oct 21 London, OM Uniawiul Assembly Awaiting Disposition

Court Data: 2011-03-22

DATE LOCATION TYPE OF INCIDENT ROLE
2009 Sept 15 Oshawa, ON Fraud Subject

Law Enforcement & Records (Managers) Network)



GUIDELINE For Police Record Checks

Appendix H: POLICE VULNERABLE
SECTOR RESPONSE

Insert (Insert Name) i
loon  Polios Service Police Record Check
Supplementary Information
This page(s) must accompany afther & Police Gnminal Record Chack ar & Polica Information CheckPolice Yulnerabie Pam;
Secior Gheck Fomm. of

[ Mame: [(Applicants name) |

DATE LOCATION CHARGE DISPOSITION
Criminal Convictions:
1981 June 28 Brampion ON Aszault with a Weapon 10 Days & Probation 12 Months
2008 Sept 08  Watarloo, ON Theft Undar Probation 1 yr
2007 Oct 20 Oshawa, ON Aszault Withdrawn
nding Ch 5
2009 Oct 31 London, ON Uniawiul Assembly Awaiting Disposition

Court Date: 2011-03-22

DATE LOCATION TYPE OF INCIDENT ROLE
2009 Sept 15 Oshawa, ON Fraud Subjact
2013 May 10 Windsor, ON Violent Thraatening Behaviour Subjact

Law Enforcement & Records (Managers) Network)



GUIDELINE For Police Record Checks

Appendix |: DECLARATION OF CRIMINAL

RECORD FORM

Police
Service DECLARATION OF CRIMINAL RECORD
Crest (To be completed by applicant)

This form must be completed in order to receive a name-based Criminal Record, which includes the Adult
Criminal Convictions and associated information from the R.C.M.P. National Repository of Criminal Records.
Failure to complete this form accurately, will result in an incomplete record check, and require submission of
fingerprints to the R.C.M.P. National Repository of Criminal Records,

Last Mame Give Names Sex Diade of birth
O Malke (¥yyy-mm-ddy
O Femak

Current A ddress City Province Postal Code

DECLARATION OF CRIMINAL RECORD

A Declaration of Criminal Record does not constitute a Certified Criminal Record by R.C.M.P.
A Declaration of Criminal Record may not contain all criminal record convictions.

A Certified Criminal Record can only be issued by C.C.R.T.LS. based on the submission of fingerprints
to the R.C.M.P. National Repository of Criminal Records.

Declaration MUST include:

aj

All convictions for offences under Federal Law.

Dieclaration must NOT include:

(a)

(b}
{c)
(d}
(&)

A conviction for which you received a Record Suspension (Pardon) in accordance with the Criminal Records
Act.

A conviction when you were a “young person” under the Yowth Criminal Justice Act.

An Absoluie or Conditional Discharge, pursuant to section 730 of the Criminal Code.

An offence for which you were not convicted. (for example: the charges weme withdrawn, dismissed, etc. )
Any Provincial or Municipal offences.

(f)  Any charges dealt with outside of Canada.
OFFENCE DATE OF SENTENCE LOCATION
Applicant’s signature Date

Law Enforcement & Records (Managers) Network)




GUIDELINE For Police Record Checks

Appendix J: RCMP FORM 2

Form 1 - CONSENT TO DISCLOSURE OF RECORD

(This foorm is fo be wed by a perzon who has consentad fo a segrch being made in oriminal comviction recards By completing the
Jorm cailed “Comsent for o Criminal Record Check for @ Seual Offence for Which o Pardon His Been Gronted or Eued* and
rﬁrﬁh:m consent o the ditclasure of information obtamed i that tearch to the person or organization Who requetted the
Identification of the Person Consenting

Full name:

Sex

Diate of burth:

Flace of barth:

Address:

Previous addresses (if any) withm the last 5 years:

EReason for the Conzent

I am an applicant for a pand or volmtesr positen with a person or organiration responsible for the well-bemg of one
or more children or vulnerable persons.

The name of the person or crgamzation 1s:

Prowide detals regardimg the children or valnerable persons:

Consent

I consent to information contamed in 3 crirmmal record, found 25 a result of 3 commal record check for 2 semal
offence for wiich a pardon has been pranted or 155ued, being disclosed by a pobice force or other authomzed body
to the person or orgamiration referred to above to whom or to winch | am applyine or have applied for a pad or
vohmieer posiiion.

I mderstand that a5 a result of ghvine ths consent, that mftration will be disclosed by the police force or other
authorrzed body to the person or orgamzation. even though a pardon has been gramted or ssued for the offence.

Law Enforcement & Records (Managers) Network)



GUIDELINE For Police Record Checks

Appendix K: RECONSIDERATION
REQUEST FORM

Police Request for Reconsideration of a
et Police Record Check
Please PRINT Please PRINT

Please visit our website at <website> or call zphone numberss for mom information

PERSONAL INFORMATION

Nama:
MNumber/Unit Stroat City Provinca Postal Code
Addrass:
Y¥/ MM/ DD Gender:
Data of
Birth: MaleQ Female
a
Contact Telaphone Numberis)
Home: Call: Other:
TYPE OF POLICE RECORD CHECK
What type of Police Record Check did you
recaiva?
Police Information Chack i

Police Vuinerable Sector Check O

Have you attached a copy of your Police Record | Have you attached any other supporting documentation?
Chack? {a maximum of 5 pages)

Yes O No Q Yes O Mo Q

MNumber of pages:

POLICE USE ONLY

ACTION DATE (YY/MMWDD) WHO
Fee Collacted:
?:ithESt Approved
Request Denied
Diacision Letter Sant

Law Enforcement & Records (Managers) Network)



GUIDELINE For Police Record Checks

Appendix L: FREQUENTLY ASKED
QUESTIONS

1. Why can’t we release outstanding charges and warrants on a PCRC?
This level of record check is based on the RCMP Dissemination of Criminal Record Information
Policy (2010) and reflects only convictions found in the Identification Databank (CRII). Since
outstanding charges and warrants are provided from the Investigative Databank they are not
authorized for release.

2. Can we release MHA non-violent or bizarre behavior on a PVSC?
The Guideline provides for the release of behaviour identified as violent or threatening if it
occurred in the past year or more than once in the previous five years. If the behaviour shown
was not violent or threatening it should not be released.

The wording (violent/threatening behaviour) and timeframes were a compromise established with
our stakeholders.

3. Avyouth was involved in an occurrence displaying violent behaviour and was given an
Extrajudicial Measure (e.g. either warning, caution or even no further action). Can this be
released?

The YCJA does not allow Extrajudicial Measures (EJM) to be used for violent offences [YCJA
Section 4(c)] However, since the offence was processed by way of an EJM disclosure rules of
the YCJA [YCJA Section 119(4)] apply and the Service must not release it on a record check.

4. How much discretion do we have as a police service with following the Guideline?
Each police service operates independently and can choose what is adopted. The Guideline was
adopted and endorsed by the OACP. Throughout the Guideline the word should is used when
describing the recommended action. Shall or must is used when supported by legislation or
RCMP policy.

5. Anindividual or another agency is requesting information which is beyond the scope of the
information your service provides in a record check. How would you respond?
Each police service can exercise their own discretion, however, the recommended approach is to
provide what you would release to the applicant if they came to your police service.

Law Enforcement & Records (Managers) Network)
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