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1   PURPOSE 
 
 Better Living Health and Community Services affirms its responsibility to provide 

a safe and secure environment for its Clients, employees, and volunteers, and to 
protect the assets of the organization.  Better Living Health and Community 
Services is in a position of trust with regards to vulnerable persons and must 
strive to protect their physical and emotional well-being.  Better Living Health 
and Community Services commits to implementing appropriate measures to 
ensure that those service providers having direct and regular contact with our 
Clients, employees and volunteers, are free of any criminal records which may 
place a Client, employee, or volunteer at risk. 

 

 
2 SCOPE 
 

  This policy applies to all employees, volunteers, and candidates for employment.  
 
3 RESPONSIBILITY 
 

3.01 Employees and Volunteers are responsible for consenting to, and cooperating 
with, the background check process and declaring any convictions of offences 
received while he/she is employed at Better Living Health and Community 
Services. 

 

3.02 The Human Resources Manager is responsible for evaluating each position 
against the identified criteria for level of risk; administering the screening process; 
administering annual offence declarations; and re-directing files to the SVP, 
Community Services when further investigation or decision-making is required.   

 

3.03   The SVP, Community Services, in consultation with the President & CEO as 
required, is responsible for evaluation and decision-making regarding an 
individual’s candidacy for employment or placement where a background check 
indicates there’s a record of criminal activity.  
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4 DEFINITIONS 
 

4.01 Position refers to paid employment (full or part-time) or volunteer/student 
assignment. 
 

4.02 Background Check refers to the type of screening required of any volunteer or 
employee position, as determined by Better Living Health and Community 
Services. 

 
4.03 Vulnerable person is defined as a person who, because of their age, a disability, 

or other circumstances, whether temporary or permanent is: 
(a) in a position of dependence on others, or  
(b) are otherwise at a greater risk than the general population of being 

harmed by a person in a position of authority or trust relative to them. 
 

4.04 Criminal Record Check is a query conducted by the local Police Centre based 
on name and date of birth, of active criminal files in the RCMP National 
Repository of Criminal Records.  This search is not intended for applicants who 
are seeking volunteer and/or employment with vulnerable persons.  The Criminal 
Record Check will include the following information as it exists on the date of the 
search: 

a) Criminal convictions from the Canadian Police Information Centre, 
RCMP National Repository of Criminal Records and/or local police 
databases; 

b) Outstanding entries, such as charges, warrants, judicial orders, Peace 
Bonds, Probation and Prohibition orders; 

c) Absolute and Conditional Discharges (1-3 years), as set out in Section 
730 of the Criminal Code of Canada (OPP Niche RMS Database only). 

 
4.05 BackCheck is a paid, private service that conducts screenings for organizations.  

The screening conducted by this organization consists of a Criminal Record 
Check. 

 
4.06 The Vulnerable Sector Check is intended to provide screening of individuals who 

intend on working or volunteering with the vulnerable sector.  The Vulnerable 
Sector Check will include the following information as it exists on the date of the 
search: 

a) Criminal convictions from the Canadian Police Information Centre, 
RCMP National Repository of Criminal Records and/or local police 
databases; 
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b) Outstanding entries, such as charges, warrants, judicial orders, Peace 
Bonds, Probation and Prohibition orders; 

c) Absolute and Conditional Discharges (1-3 years), as set out in Section 
730 of the Criminal Code of Canada (OPP Niche RMS Database only);  

d) Family court restraining orders; 
e) Criminal charges resulting in dispositions including, but not limited to, 

Stayed, Withdrawn, Dismissed, and cases of not criminally responsible 
by reason of mental disorder as listed on local indices; 

f) Police contacts including, but not limited to theft, weapons, sex 
offences, or violent, harmful or threatening behavior; 

g) 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 where no charges were laid; 

h) Pardoned criminal convictions as per Schedule of the Criminal Records 
Act, including non-sex offences, identified as a result of Vulnerable 
Sector verification search and authorized for release by the Minister of 
Public Safety and Emergency Preparedness. 

 

  
5 RELATED STATEMENTS of POLICY and PROCEDURE 
 
  Selection and Appointment 
   
 
6 GUIDELINES 
  
6.01 All employee and volunteer positions will be assessed for level of risk and will be 

screened, using the following evaluation criteria:  
 

Risk Level Criteria 

High Risk Positions that meet any of the following criteria: 

 the position requires an employee/volunteer to be 
alone and unsupervised with a Client, or there is 
potential for the employee/volunteer to be alone 
and unsupervised with a Client in order to carry out 
his/her duties 

 the position requires an employee/volunteer 
position to develop a close, supportive relationship 
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with a Client or groups of Clients 
  



 

Better Living Health and Community Services 

COMMUNITY SERVICES MANUAL 

Chapter: 2- ORGANIZATION PRACTICES 

 
Date First Issued:  Aug 14/03 

Section: C – RISK MANAGEMENT Revision Number: 3 

Subject: BACKGROUND CHECKS Date Effective: Jun 1/16 

 

 

  
Page 5 of 14 

Medium Risk Positions that meet any of the following criteria: 

 the position requires an employee/volunteer to act 
on behalf of the organization in an unsupervised 
setting 

 the position requires the employee/volunteer to 
access the organization’s Client, employee and/or 
volunteer files  

 the position requires the employee/volunteer to 
have access to the organization’s financial accounts  

 the position requires the employee/volunteer to 
make financial transactions on behalf of the 
organization 

 the position requires the employee/volunteer to 
handle money with a minimum of supervision  

Low risk Positions that meet all of the following criteria: 

 the position does not require close contact with 
clients or the public 

 the position is supervised at all times 

 the position does not require the 
employee/volunteer to handle money (in amounts 
greater than $1000) 
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6.02 Better Living Health and Community Services has deemed the Criminal Record 

Check as insufficient for our screening purposes. 
 

6.03  The following background checks will be completed for each of the defined risk 
levels: 

  a) Any position considered High or Medium risk will require a Vulnerable 
Sector Check; 

  b)    Any position considered Low risk will require the completion of the  
      Annual Offence Declaration Form.  

 
6.04 A background check, as determined by criteria outlined in 6.01, is required before 

an individual can be confirmed in a position.  If a volunteer or candidate for a 
position refuses to consent to, or cooperate with, the background check, he/she 
will no longer be eligible for the position.   

 
  Background checks greater than 6 months old will not be accepted. 
 
6.05 Employees are responsible for the cost of the background check.  Better Living 

Health and Community Services will submit payment for the cost of the 
background check to the Police centre and will deduct this payment from the 
employee’s first pay cheque.  The employee will complete the Payroll Deduction 
Form to authorize this deduction from their pay cheque. 

 
 Better Living Health and Community Services will cover the cost of background 

checks for volunteers. 
 
6.06 Whenever possible, all background checks will be completed prior to 

employment/placement.  As an interim measure for positions deemed to be High 
risk, in situations where employment/placement cannot wait until receipt of the 
completed Vulnerable Sector Check, Better Living Health and Community 
Services will complete a Background Check using BackCheck, at the 
organization’s expense.  Additional supervisory measures and safeguards will be 
implemented as deemed reasonable, until the Vulnerable Sector Check is 
received by the organization. 

 
6.07 The presence of a criminal record will not automatically disqualify an individual 

from a position.  Where a background check indicates that there is a criminal 
record, the SVP, Community Services, individually, or in consultation with the 
President and CEO, will evaluate each situation on a case by case basis to decide 
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to what extent the individual would pose a risk to the vulnerable persons.      
   

  Consideration will be given to the following factors:  
 a) the nature of the offence and the number of convictions;  
 b) sentence(s) received;  
 c) the length of time since the most recent conviction;  
 d) any rehabilitative efforts made by the candidate;  
 e) any submissions made by the candidate;  

 f) the specific duties and responsibilities associated with the position and  
    the relevance of the particular criminal conviction to the position;  
 g) any other factors deemed relevant by the President & CEO. 

 
6.08 Personal information cannot be collected, used or disclosed without the prior  

  written consent of the individual in question.  The Police centre will release to the 
individual, information regarding their own criminal record and/or summary 
information. 

 
6.09 Human Resources will only accept an original, embossed document from the 

Police centre.  Human Resources will verify the authenticity of the document, 
indicate the date that it was received, and make a copy of the document that will 
be maintained in a secure manner.  The information is confidential and will be 
maintained in a separate file from the individual’s official personnel file.  The 
information will be used solely for the purpose that the release of the information 
was required.  Information provided by the Police centre will not be altered in any 
manner.  

 
 Information about offences under the Young Offenders Act will not be retained in 

Human Resources.  A notation will be made in the individual’s file indicating that 
information was disclosed through a criminal reference check, however, details 
with respect to the nature of the offence are protected under the Young Offenders 
Act. 

  
6.10 Offers of employment and/or volunteer placement are conditional upon the 

satisfactory completion of the background check requirements. 
 

6.11 All employees will sign the Annual Offence Declaration Form on an annual basis. 
 
6.12  Better Living Health and Community Services reserves the right to conduct 

background checks throughout an employee’s tenure with the organization.  
Reasons for conducting an updated background check include, but are not limited 
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to: 
   a) a change in job status or position 
   b) as the result of an investigation 
   c) in response to a declaration made on the Annual Offence Declaration Form 
   d) at the discretion of the organization in order to ensure the safety of Clients, 

employees and the organization 
 

6.13 If the background check for an existing employee does not indicate a clean 
record, Better Living Health and Community Services will meet with the employee 
to discuss the nature of the offence.  If warranted by the circumstances 
surrounding the offence, the organization reserves the right to reassign the 
employee to a lower risk position or to terminate the employee’s position. 

 
 

7  PROCEDURE 
     
7.01 This procedure conforms to the requirements of the Toronto Police Service.  

Where the procedures of the police centre that has jurisdiction over the area in 
which an individual resides conflict with the procedures of the Toronto Police 
Service, the procedures of the relevant police centre shall apply.  It is a 
requirement of the Toronto Police Service that up to three employees be 
designated as contact persons, to ensure consistent and accurate exchange of 
information and documentation.  The contacts at Better Living Health and 
Community Services are: 
 a) Manager, Human Resources 
  b) Supervisor, Volunteer Services  
  c) Senior Vice President, Community Services 

 
7.02      The Human Resources Manager will engage the volunteer or candidate for 

employment in the required background check process.  For positions requiring a 
Police Record Check or Vulnerable Sector Check, the Human Resources 
Manager will: 

 a)   provide the individual with the appropriate form; 
b) inform him/her of the background check process, including the type of 

information that will be disclosed (see definitions); 
c) inform him/her that the presence of a criminal record does not 

automatically disqualify him/her from the position; and 
d) request two pieces of identification to verify the identity of the individual, 

including one piece of photo identification.  
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7.03 Individuals requiring a Police Record Check or Vulnerable Sector Check are 
responsible for personally meeting this obligation prior to commencing 
employment or placement.  If the individual is not a resident of Toronto, he/she 
will be informed that he/she will have to follow the procedures established by the 
police centre that has jurisdiction in his/her area. This may include personally 
attending the police centre, signing any required forms and disclosing the results 
of the criminal reference check to Better Living Health and Community Services. 

 
7.04 Any individual being considered for a position for which there is a Police Record 

Check or Vulnerable Sector Check requirement and who refuses to comply with 
the requirement will be deemed to have withdrawn from the volunteer/employment 
competition and is no longer eligible for the position. 

 
7.05 If the Police Record Check or Vulnerable Sector Check does not disclose any 

prior criminal record or summary information, the Toronto Police Service will send 
a copy of the original consent form, stamped "Clear" in the upper right corner. 
Upon receipt of the stamped form, Better Living Health and Community Services 
may confirm the individual in the position. 

 
7.06 If the criminal reference check reveals a record of offense or summary 

information, the Toronto Police Service will send a letter to the individual advising 
him/her: 

a) of the information that has been gathered through the criminal reference 
check procedure; 

b) that a letter has been sent to Better Living Health and Community 
Services indicating that information has been sent to the individual and to 
contact the individual for further details; 

c) to contact the police department to arrange for a meeting to review the 
information revealed in the search. 

7.07 Upon receipt of the letter, the Manager, Human Resources will contact the 
individual to discuss the situation. He/she will have the option of providing the 
written validation from the police centre outlining the nature of the police record to 
the President & CEO. Failure to disclose the information will, however, mean that 
he/she is no longer eligible for the position and that the proposed offer of 
employment or assignment will be terminated.   

 

7.08       The President & CEO, individually or in consultation with the Senior Vice 
President, Community Services, will review the information obtained from the 
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individual and determine the relevance of the information to the position 
requirements.  A decision on the employment/assignment will be made within two 
(2) weeks. 

 
7.09 For volunteer or employment positions which are considered low risk, the 

screening process will require that the volunteer or candidate for employment sign 
an Annual Offence Declaration Form to provide an assurance that they do not 
have any record of criminal activity. 

 

7.10 On an annual basis, every employee will complete an Annual Offence Declaration 
Form. 

 

 
8 APPENDICES 
 
  Employee Payroll Deduction Form 
  Annual Offence Declaration Form 
  Employee and Volunteer Position Listing by Risk Level 
  Application Form   
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Name:  Sonya Murray 

Title:  SVP, Community Services   

 
9.02       Document Approver 
 

Name:  Bill Krever 

Title:  President & CEO 

 

APPENDIX 

 

Employee and Volunteer Position Listing by Risk Level 

 

Risk Level Criteria Employees/Volunteer 
Positions 

High Risk Positions that meet any of the following 
criteria: 

 the position requires a 
employees/volunteer to be alone 
and unsupervised with a client, or 
there is potential for the 
employees/volunteer to be alone 
and unsupervised as a part of 
their position with a client in 
order to carry out his/her duties 

 the position requires a 
employees/volunteer position to 
develop a close, supportive 
relationship with a client or 
groups of clients 
 

Employee Positions  
Manager, Social Work 
Coordinator, Meals on Wheels 
Supervisor, Transportation Services 
Transportation Drivers 
Supervisor, In-Home Services 
Personal Support Worker 
Home Support Workers 
Home Maintenance Workers 
Program Planner 
Coordinator, Adult Day Program 
Recreationist 
Physiotherapy Aide 
Physiotherapist 
Case Manager 
Intake Coordinator 
Coordinator, Health and Wellness 
Volunteer Positions 
Church Volunteer 
Friendly Visitor 
Grocery Gateway Customer Service 
Bereavement Volunteer 
Expressive Arts Volunteer 
Hospice Visiting Volunteer 
Complementary Therapy Volunteer 
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MOW Driver 
MOW Cyclist 
MOW Runner 
Pet Visitor 
Security Check Volunteer 
TH Program Assistant 
Translator/Interpreter 
Van Driver 
Van Escort 
ADP Recreation Assistant 
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Medium Risk Positions that meet any of the following 
criteria: 

 the position requires a 
employees/volunteer to act on 
behalf of the organization in an 
unsupervised setting 

 the position requires the 
employees/volunteer to handle 
money with a minimum of 
supervision  

 the position requires the 
employees/volunteer to access 
the organization’s Client, 
Employee and/or Volunteer files 

 the position requires the 
employees/volunteer to have 
access to the organization’s 
financial accounts  

 the position requires the 
employees/volunteer to make 
financial transactions on behalf of 
the organization 

Employee Positions 
President & CEO 
SVP, Community Services 
Senior Manager, Community Services 
VP, Quality and Performance 
Improvement 
VP, Finance and Administration 
VP, Better Living Community Centre 
VP, Hospice and Social Work Services 
Director of Development 
Manager, Human Resources 
Manager, Marketing 
Office Manager 
Manager, In-Home Services 
Senior Accountant 
Payroll Coordinator 
Accounting Clerk 
Coordinator, Transportation Services 
Program Assistant, Transportation 
Services 
Coordinator, Home Maintenance 
Services 
Program Assistant, In-Home Services 
Customer Services Representative 
Outreach Coordinator 
Coordinator, Volunteer Services 
Assistant Coordinator, Volunteer 
Services 
Volunteer Positions 
Activity Group Leader 
Administration Support 
Board Member 
Fundraising 
Health and Wellness – Deauville Place 
Gift Shop Assistant 
 

Low risk Positions that meet all of the following 
criteria: 

 the position does not require 
close contact with clients or the 
public 

 the position is supervised at all 
times 

Employee Positions 
Coordinator, Better Bistro 
Administrative Assistant 
Volunteer Positions 
Food Service 
Front Desk – Better Living Centre 
Glee Club 
Hospice – Expressive Art (on-site) 
Host/Hostess 
Members Council 
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 the position does not require the 
employees/volunteer to handle 
money (in amounts greater than 
$1000) 

 

Parking Attendant 
Special Events (on site) 

 


