Policy F-3.4 (B)


[image: image1.jpg]



NORTHERN LIGHTS SCHOOL DIVISION No. 113

POLICE RECORD CHECK FOR SUBSTITUTE TEACHERS

AND TEMPORARY STAFF

To:
Chief of Police, or NCO i/c R.C.M.P.

I am applying for a position of trust with the Northern Lights School Division No. 113.  A police record check for criminal convictions and outstanding charges is required before my application can be considered.

Northern Lights School Division No. 113 – Position: _______________________________________________
A.
Personal information to be completed by the Applicant.

Applicant Instructions:

1.  Complete all of Section A of this form.

2.  Print clearly.

3.  Take or send this form to the nearest police station or detachment of the RCMP.

	NAME:                                              ___________  ______________________                    ________                    
                Last                                        First                                    Middle                                                    Other (if applicable)

(NOTE: Other – show maiden or any other name you have ever used)

ADDRESS:                    __________              __________                        __________                      _________   

                         House Address                               Post Office Box Number                 City/Town, Province/State            Postal Code

BIRTH DATE:     __  /  __   /  __               BIRTH PLACE:          _____________                     ______        _ ___   
                               Year   Month    Day                                                     City                                                Province/State              Country
TELEPHONE NUMBER:  (      )            __________             (      )         __________                
                                                               Home                                                         Work
Consent for the Police to Release Criminal Information:

I certify that I am the subject of the attached criminal convictions or outstanding criminal charges.  I hereby authorize the police to disclose this record to the Northern Lights School Division No. 113.

                                   _______________                       Date:  ____/____/____
Applicant’s Signature                                                                                          Year   Month   Day



	


B.
Results of Check to be completed by the Police (a photocopy is not acceptable).

	A name check of Police records reveals:

· Based on the information provided there is no Criminal Record.

· There may or may not be a criminal record in existence.  Information can only be confirmed by fingerprint comparisons.

_______________                                ______                                         ___________________________             
Name and Position of Officer                                                                    Signature                                               

                                    ________________                       Date:     __  /   __  /    __ 
Police Department or R.C.M.P. Detachment                                                         Year    Month    Day

Collator/Dept Stamp




C.
Employee to send the original copy of this information along with a copy of the paid invoice to the Principal.  (The Principal will then forward the invoice to Central Office for reimbursement.)

Notes For Police Record Check for Substitute Teachers and

all Other Temporary Staff

1.
Prospective candidates must ensure that law enforcement authorities complete this form in a timely manner and provide it to the principal prior to the interview.  Failure to do so will disqualify the candidate from competing for the position of employment.  If a letter is required by the Law Enforcement Agency please submit form #.
2.
When the completed Police Record Check Form is provided to the Principal it will be confidentially and securely filed in the school office.

3.
Police Record Check Forms for prospective candidates with a criminal record will be reviewed with the Superintendent of Education then presented to the Director of Education and the Board of Education for final review and decision.
4.
When a final decision is concluded the completed Note To File and Police Record Check Forms will be returned to the Principal for filing.

5.
If a charge is incurred for having the police record check completed, the employee must forward a receipt for reimbursement to the Principal who will then forward it to the Human Resources Department at Central Office for reimbursement.
Note:  Police detachments may use their own police record check form.  These will also be accepted.
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